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Diploma in Computer Application (First Semester)
Examination, Dec. 2019/Jan. 2020
PC PACKAGES (Word, Excel, PowerPoint)
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Instructions :

1. The Question Paper is divided in five Units. Each unit carries an internal

choice.
2, Attempt one question from "each Unit. Thus attempt five questions in all.
8.  All questions carry equal marks.
4, Assume suitable data wherever necessary.

5. English version should be deemed to be correct in case of any anomaly in

translation.

6. Candidate should write his/her Roll Number at the prescribed space on the

question paper.

P‘T.O.

-

http:/fwww.mcubhopal.com



http://www.mcubhopal.com

THE 1 (Unit D)
1. (@) MS-Windq;vs % fafr w=H 9ol MS-Windows # i z72@ 0
Ht fafa (steps) =aRAI : 8

Explain the various features of MS-Windows. Write the steps to install

printer in MS-Windows.

(b) a@aﬁﬂaaﬁﬂmﬁ@mwﬁmﬁ%ma 8

Explain control panel and all 1ts features in detail.
- sear (Or)
2 (@ MS-gﬁindnws ki @'*'-ﬁﬁ GE] Eﬂ@( accessories FY FARH | 8
Explain accessories avallable on MS-Windows.

(b) Wmdows ﬁ desktop “%ﬁ personalize FE T 7 AL 3

XY . How can we._ personalize desktop in Windows ?

3@ 1 (Unit 1D

(b MS*Word Eﬁ bu]lefm numbermg tFIH'Ff £ ﬁﬂ'ﬁﬂ ¥ gugmgd| 8

Explam bu]let and numbermg features of MS- Word in detail.

- w e (Or} _ R

”éﬁ 'clﬁi”i ’r‘afw ﬁa\ Eal msrrsﬂi 8

What a.re the‘r fdn"f'erent menus avallable in MS-Word ?
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3% I (Unit IID)
MS-Word # Mail Merge ® wmgmgdi 8
Explain the concept of Mail Merge in MS-Word.

MS-Word H# Graphics %8 Import W@ § ? Clip Art ® 19 = ¥9&a
2 . - 8
How to import graphics in MS-Word ? What do you mean by Clip
Art ?
HAFQr (Or)

MS-Word # Find Ud Replace ®UUE & 3Iv€N & GHHEH | 8
Explain the use of Find and Replace command in MS-Word.
MS-Word # ¥ Td HX TH # THIRY W6 A9 AR settings #
Ht wiowr w9 8
Explain Header and Footer option in MS-Word and explain various settings

of Header and Footer.

~——-F¥E -IV_(Unit IV) L

MS-Excel # ¥ 81 @™ fafit= charts = FHEIE?H MS-Excel ﬁ create_ -
1 & By fafgn 8

What are the various charts available in MS-Excel ? Write steps to

- —————

create in MS-Excel.

MS-Excel # fas wd Y& features TG | ' 8

What are the basic and main features of MS-Excel ?
RGAT (Or)
= w owwEE o 8

Explain the following :

()  Splitting cells

(ti) Removing and resizing of column and rows.

Chart & fafire waR =g 8
Explain the different types of charts.
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IHE V (Unit V) _
PowerPoint @ES # uss W wEl sed #r fafy wwmEd 8

Write the steps to add Sound and Movie to a slide in PowerPoint.

wige § faf= transitions @ insert ® H fafd (steps) THARA | 8

Explain steps to insert ‘various transitions to Slides, -
m (@r)

fre @ wam A e | ¢

Write short notes : |

@) Handout

(it} Slide sorter.

PowerPoint ToRwA = & wWw fafed ' 8

How to create a PowerPoint presentation ? Write st-eps.
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