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specially design specially for Rohtak UNIVERSITY students.

Please note: All products sold on mbabooksindia.com are brand new and 100% genuine

Case studies solved
New addition fully solved
last 5 year s solved paperswith current year plus guess

PH: 07011511310, 09899296811 FOR ANY problem

FULLY SOLVED BOOK LASY 5 YEARSPAPERS SOLVED PLUS GUESS

Computer Fundamentals and Office Automation Tools

UNIT-I

| ntroduction to Computers: Characteristics, capabilities,
limitations and applications of computers; types of
computers, computer hardwar e, software; block diagram
of computer and overview of working; types of computer
language; generation of computer languages; functions
and types of operating system



UNIT-II

|nternet: Inter networ king, Concepts, I nternet Protocol
Addresses, WWW Pages & Browsing, Security, | nternet
Applications, Analog and Digital Signals, Bandwidth,
Network Topology, Packet Transmission, Long Distance
communication, E-mail.

UNIT-I1I

Documentation using M S"-Word — Creating and Editing
Document, Formatting Document, Auto-text, Autocorrect,
Spelling and Grammar Tool, Document Dictionary, Page
For matting, Bookmark, Advance Featuresof M &
WordMail Merge, Printing Electronic Spread Sheet using
M S-Excel - Introduction to M S-Excel, Creating and
Editing Worksheet, For matting and Essential Oper ations,
Formulas and Functions, Charts

UNIT-1V

Presentation using M S-Power Point: Presentations,
Creating Manipulating and Enhancing Slides,
Organizational Charts, Excel Charts, Word Art, Layering
Art Objects, Animations and Sounds I ntroduction to
database: Concept, Char acteristics, Objectives,
Advantages and limitations, entity, attribute, schema,
subschema; Database management using M S-Access.
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