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Diploma in Computer Application (First Semester)

Examination, Dec. 2018/Jan., 2019

PC PACKAGES (Windows, MS-Word, MS-Excel,
MS-PowerPoint)

smaf¥/Duration : 8 =/Hours] [F_[Uﬁa'T/Max. Marks : 80
[FAad  IAoie/Min. Pass Marks : 32
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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.

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
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(F&E I/Unit I)

1. (@) THUE favgg & @i = fafed) 8
Write the features of MS-Windows.

(b) HIA TS FME ? THE ST fafEd) 8

What is Control Panel ? Write its uses.

(JrqAVOr)

2, (@) THIEEE 3R Wieed F T 7 T W B AW AR SR H THemd | 8

What are files and folders ? Describe basic operations on files and folders.

b) fovgm = fafu= Tw=meol &1 ovie wifse) fave & syam o fafed) 8

Describe various versions of Windows. Also wirte the use of Windows.

e I/Unit II)

3. (@)  ifeE Yoo § ofOsh F fuwE ® 2 8

What do you mean by Office Packages ?

b) ot gl #r &9 fffa, g g den s & 2 8
How to create, save and open a document ?
(31eqEOr)
4, (@) Hfgm feoeft fafed . 8
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(i)  TiEE A
(Gii) faoe au oo
(fjv) TAAH TA T4
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(a)

(b)

(a)

()

(a)

(b)

Write short notes on :
3] Bullets and numbering
(i) Shorteut menus
(zii) Wizard and templates

(iv)  Toolbars and buttons.

g2 TRRHS H S-S WE ° Y @ S FHAM T 7

How to view word document in different views ?
(&8 II/Unit III)
72 H wEe iR dwm wEE w aEemd |
Explain find and replace command in Word.
T R ®R F T FIf |
Describe Header and Footer.
(3A94T/Or)
T A7 @ faER 8 auEEd
Explain Mail Merge in detail.
MUY g€ # S@fem &R TR e ) 9% A 2
How can you check spelling and grammar in MS-Word ?
@®E IV/Unit IV)
THUE. TS H EHen $9 ST FG © 7SI gfed HHensd |

How to use formulae in MS-Excel ? Describe with example.

TR # gHaE fawmme #1 aHemsd

Write the basic features of Excel.
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(a)

(b)

(a)

)

(a)

()

(312 E1/Or)

THUY. T § 9° 39 999 § 2

How to create chart in MS-Excel ?

FE W sy fafed stoemm gesie | uefifa #t gwd € ?

Write any four operations you can perform on a worksheet ?
(F®E V/Unit V)

et wee 1 %9 dfwfed, g 9w wfafafs s # wwa § 2

How to insert, delete and copy a slide ?

TeREEE H oA HA AZE qU1 FSersed Wie gHd § 2

How do you add notes and handouts in PowerPoint ?
(TF4A/Or)

et wse A WSe o ol %Y wimford ®t ST FEdt § 2

How to insert and play sounds and movies to a slide ?

HMBeAH THFIIH § R 1 aed § 7

What do you mean by outlook express ?
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