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Instruction: Attempt any Five Questions. Alt questions carry equal marks. Extra Attempt of any
Question will not be considered.

Question No. 1

Explain Uses of Excel ln business.

Question No. 2

Define Data and information. Discuss importance of data processing in business.
Question No. 3

What is software. Write different types of software.
Question No. 4

Write a note on input and output devices.
Question No. 5

Explain types of computer.

Question No. 6

Differentiate between LAN, MAN and WAN.
Question No. 7

Write advantages of internet.

Question No. 8

Explain environment of Windows XP.
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Q1: Uses of Excel in Business

Introduction: Define MS Excel and its role in business.

Key Uses (Explain each with examples):

1.

2.

3.

4.

5.

Data entry and storage

Financial management (budgeting, accounting)
Data analysis and reporting (charts, pivot tables)
Inventory management

Forecasting and decision-making

Conclusion: Importance of Excel in modern business operations.

Q2: Data and Information & Importance of Data Processing in Business

Define Data: Raw facts and figures.

Define Information: Processed, meaningful data.

Data Processing Steps: Collection » Processing > Storage > Output > Feedback.

Importance in Business:

1.

2.

3.

4.

5;

Helps in decision-making
Improves efficiency and accuracy
Enhances customer service
Supports financial management

Facilitates forecasting and planning

Example: Sales data converted into performance reports.

Q3: Software & Types of Software

Definition: Software is a set of instructions that tell a computer how to perform tasks.

Types of Software (Explain each with examples):

1.

2.

System Software (Operating Systems, Utility Software)
Application Software (MS Office, Accounting Software)
Programming Software (Compilers, Debuggers)

Middleware (connects different applications)
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¢ Importance of Software in Business.
Q4: Input and Output Devices
e Definition of Input Devices: Devices used to enter data into a computer.
e Examples: Keyboard, Mouse, Scanner, Microphone, Touchscreen.
o Definition of Output Devices: Devices that display/process results.
o Examples: Monitor, Printer, Speaker, Projector.
¢ RoleinBusiness: Facilitates data entry, processing, and communication.
Q5: Types of Computers
e Classification Based on Size & Function (Explain each with examples):
1. Supercomputers — Used for scientific research (NASA).
2. Mainframes - Used by banks and large organizations.
3. Minicomputers — Used in small businesses.
4. Microcomputers (PCs) - Used for personal and office work.
e Comparison Table for clarity.
Q6: Difference Between LAN, MAN, WAN
e Definition of Each:
1. LAN (Local Area Network) — Small area like an office.
2. MAN (Metropolitan Area Network) — Covers a city.
3. WAN (Wide Area Network) — Global coverage (e.g., the internet).
e Comparison Table (Coverage area, speed, cost, example).
Q7: Advantages of the Internet
¢ Introduction: Explain what the internet is.
e Advantages (Explain each with examples):
1. Communication (Emails, video calls).
2. E-commerce (Online shopping, banking).
3. Education (E-learning, research).
4. Entertainment (Streaming, social media).
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5. Global Connectivity (Access to worldwide information).

Q8: Windows XP Environment
¢ Introduction: Overview of Windows XP (old but user-friendly OS).
e Key Features:
1. Start Menu & Taskbar
2. File Management System
3. Control Panel & Settings
4. Graphical User Interface (GUI)
5. Basic Security Features

e Conclusion: Importance of Windows XP in early computing.

General Answering Tips:

Vv Use headings & bullet points for clarity.

v Provide examples to illustrate concepts.

v Use comparison tables where applicable.

Vv Keep answers well-structured and detailed for maximum marks.

This approach ensures clear, professional, and high-scoring answers! £’
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