
BA (SEMESTER – I) 

IMPORTANT QUESTIONS 

                   UNIT-I 

1) What Is Operating System ? Different Types Of Operating System? 

2) What Is Computer ? Explain Its Characteristics? 

3) Explain Different Types Of Computer? 

4) Explain About I/O Devices Of Computer System? 

5) Explain About Primary And Secondary  Storage Of Computer System? 

6) Write The DOS Commands In Detail ? 

 

      UNIT – II 

1) Describe The Menus And Toolbar Available In MS-Word ? 

2) Explain The Features Of Word Processing Application? 

3) Explain The Procedure Followed For Mail Merge? 

4) Write The Steps To Insert And Format A Table In Ms Word? 

5) Describe How To Create And Use Macros In Ms Word? 

6) How Can You Insert Header ,Footer And Page Numbers In A Document? 

7) Explain Page Setup Options In Detail? 

 

             UNIT – III 

1) Write The Procedural Steps Involved To Create Graphs And Charts In Ms-Excel? 

2) Explain Different Functions Available In Ms-Excel? 

3) Explain The Steps To Create , Save And Print A Worksheet? 

4) Explain Sorting And Filtering Of Data In Excel? 

5) What Is Data Validation And How Is It Useful? 

6) Explain The Different Types Of Cell References With Examples? 

7) What Is A Macro ? Explain How To Record Macro And Run A Macro? 

        

               UNIT – IV 

1) Describe The Steps To Creating, Formatting And Presenting  A Power Point Presentation? 

2) Explain In Detail The Features And Uses Of Power Point? 

3) Explain The Different Types Of Slide Transitions And Animations With Examples? 

4) What Are The Steps To Insert Pictures, Charts And Tables Into A Slide? 

5) Explain The Importance Of Slide Master And Its Uses? 

6) What Is A Template ? Explain How To Use Templates In Power Point? 

 


































































































