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Three/Four Year B.C.A. I Semester 

Examination – December 2023 

(Faculty of Science) 

(Three-Year scheme of 10+2+3 Pattern) 

Paper – BCA – 51T – 105 

COMPUTER FUNDAMENTALS AND OFFICE 

MANAGEMENT TOOLS 

Time Allowed: Three Hours 

Maximum Marks – 80 

QUESTION PAPER CONSISTS OF TWO PARTS A AND B. 

Part A : 20 Marks 

Part A is compulsory having 10 very short answer-type questions (with a limit of 

20 words) of two marks each. The first question is based on knowledge, 

understanding and applications of the topics/text covered in the syllabus. 

¼ Hkkx v esa nks vad ds 10 vfr y?kqmrjh; iz’u ¼20 'kCnksa dh lhek ds lkFk½ vfuok;Z gSaA igyk iz’u 
ikB;Øe esa 'kkfey fo"k;ksa @ ikB ds Kku] le> vkSj vuqiz;ksxksa ij vk/kkfjr gSaA½ 

Part B : 60 Marks 

Part B of the question paper is divided into four units comprising question 

numbers 2 – 5. There is one descriptive question from each unit with internal 

choice. Each question will carry 15 marks. 

¼ Hkkx c ds iz’u i= dks iz’u la[;k 2&5 lfgr pkj bdkb;ksa esa foHkkftr gSA izR;sd bdkbZ ls vkarfjd 
fodYi ds lkFk ,d o.kkZukRed iz’u gSA izR;sd iz’u 15 vad dk gSA ½ 

PART – A 
1. Write short answers to the following –                                                  [2*10=20] 

(a) What is the difference between Hardware and Software? 

(b) Full from of BCD and ASCII. 

(c) Difference between Application & System Software. 

(d) Define web browser. 

(e) What is the difference between Save and Save as? 



                                                                                                                                                                   

Suraku Academy |  for solution visit : www.surakuacademy.com   | 9828121018 |  
|| A Premier Institute for Computer Science || 

Suraku Academy | BCA : PYQs 

Pa
ge
2

 

(f) Explain Macro in MS – Excel. 

(g) Write shortcut key of Cut and Copy. 

(h) What is MS Access used for? 

(i) How can you insert a new slide in PowerPoint? 

(j) Explain few useful functions in Excel. 

(k)  syntax. 

PART – B 
2.                                                                                                     

(a) What is computer? Explain different types of computer.                                 [10] 

(b) Convert the following –                                                                                    [5] 

(i) (75)10 = (?)2 

(ii) (153)8 = (?)10 

OR 

Draw a block diagram of a computer. Explain the function of each of the blocks. 

[15] 

3.  

(a) Define software. List and explain the types of software. Give two examples of 

each category.                                                                                                    [10] 

(b) What is an Internet? Explain advantages of internet.                                          [5] 

OR 

Differentiate between High Level, Machine Level and Assembly Level languages. 

[15] 

4.  
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(a) Explain the process of adding header & footer in word document and also 

putting page number.                                                                                       [10] 

(b) What is an electronic spreadsheet? Explain different features.                          [5] 

OR 

Describe the complete process of Mail – Merge.                                                     [15] 

5. What is PowerPoint presentation? Explain its advantages & features.               [15] 

OR 

Write all the steps to create a report in MS – Access.                                                [15] 

---------------------------------- 


