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Diploma of Computer Application (First Semester)
Examination, May/June, 2019
PC PACKAGES (WINDOWS, MS-WORD, MS-EXCEL,
MS-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.

3. All questions carry equal marks.

4. Assume suitable data wherever necessary.
59 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.
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e I/(Unit I)
MS-Windows # frafafed = & # wwgmy :
Explain the following in brief in MS-Windows :
(@) Windows Explorer
(i) Control Panel.

Wﬁ?ﬁ soﬂ:wareqﬁ; hardwareﬁﬁf?'vﬁ'éﬁ =1 fafy =1 THEmEy

Explain the process of installing new software and hardware in a

computer.
31g4qr/(Or)
Files 3R Folders & wa 2 =1 Wik w feorf fafew)

Write a note on moving of files and folders.

frafafen gl =1 ®ae I F1 ST F windows setting Hd FA T ?
L1

How to make windows setting of the following devices using control panel.

Explain :
(i)  Modem
(ii)  Printer.
gae II/(Unit II)
THTEaE # i # tfee wW w1 wn giaund suesy § 7 wwemw

What facilities are provided for editing a document in MS-Word ?
Explain.

TUE g€ # 39 HY s o ¥ ? 39w W fafim sy gwEmEu
How to create tables in MS-Word ? Write basic operations on atable.
341/ (Or)

9 gRfdT § 9 gwed ¥ 2 mAum o€ &1 gen faand seewor ofed
TS |

What is meant by word processing ? Explain the features at MS-Word

with examples.
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MS-Word & frafafen =t =ren sifsg .
Explain the following in MS-Word :
(a) Menus and Commands
(b) Wizard
gahe III/(Unit III)
MS-Word # 5 H wicHe #§ %@ w1 ®t Ihar &1 fSRye® avi Hifs |
Explain in detail working with columns in a page in MS-Word.
el o <hie § omw miesg &9 s w1 2

How will you import graphics in a word document ?

31Yga/(Or)
TATE. g€ H§ Afem e 9 TAfaed %9 S S 9Hd © 7
How to create a mailing lables and envelopes in MS-Word ?
Mg 98 F ged d frefafes 1 999 § g9ems
Briefly explain the following in the context of MS-Word :
() Text alignment
(i) Print Preview
(zii) Margins and Space.

&g IV/(Unit IV)

T THEE 1 qed faveand we dend fate
Write the main features and limitations of MS-Excel.
TREE B M Y fhe w2 I Hfed wHemEd |
How will you filter a database ? Explain with example.

3Agar/(Or)
TAUE. T ¥ S eRd # ¥ ? fafie e @mdl s weEmE
What is Data type in MS-Excel ? Explain various data types.
TRE § f STER weerd w e |
Explain some useful functions in excel
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5. (a) TATE WeR WEZ H W YSYA TR WER ¥ S wHd € 2

How many ways we can create a presentation in MS-PowerPoint ?
b) wee & fafm =9 w1 TEEEd)

Explain the different views of slide.

3A94a1/(Or)

frefafea w wfaa feooft fafeg -
Write short notes on the following :

(@) Handouts
(i) Outlook features

(iii) Creating a New presentation

(iv) Adding graphics and sound effects.
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