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Time : Three Hours               Maximum : 100 Marks 
Answer ALL questions. 

I.  Elaborate on:                     (3 x 10 = 30) 
 

1. Give a detailed account on Reporting an accident. 
2. Describe the major difficulties in communication. 
3. Briefly explain about LAN, WAN, MAN. 

 
II. Write notes on:                       (8 x 5 = 40) 
 

1. Roles of communication. 
2. Defining and Giving Reasons. 
3. Reading Purposefully 
4. Salutation. 
5. Basic Commands – MD, CD, DIR, TYPE, COPY, CON Commands. 
6. Mail merge. 
7. Manipulating with excel. 
8. Search Engine. 
 

III. Short Answers on:                    (10 x 3 = 30) 
 

1. Defining Communication. 
2. Communication at work place 
3. Mind mapping. 
4. Explaining  Differences. 
5. Understanding what is read? 
6. Number System 
7. Header and Footer. 
8. Functions to sort numbers. 
9. Presentation using wizard. 

10. E-Mail ID creation. 
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