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Diploma in Computer Application (First Semester)
Examination, June, 2022
PC PACKAGES (WORD, EXCEL, POWERPOINT)
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Instructions :
1. The Question Paper is divided in five Units. Each unit carries an internal choic;e.
2.

Attempt one question from each Unit. Thus attempt five questions in all.

3. All questions carry equal marks.

4, Assume suitable data wherever necesgary.
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.
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(% Unit 1)
Windows 8.1 aiffen fiew 3@ M Y R T |

Explain in detail about Windows R | operating system.

Disk Clean up 3R disk defragmenter ¥ oy st 3 frery @ qIgY |

What is the difference between disk clean up and disk defragmenter? Explain in detail.

(raqr/Or)

Desktop Personalization ¥ ¥R ¥ Wi sryard 2
Give a brief view of personalising desktop.
P Wl Rereh frf -

Write short notes on the following :

(1) Control Panel

(i) Viruses r
@F¢ I/Unit 1)

Praftfdn ¥ awgmy

Explain:

(1) Mail Merge
(i1) Spell check

MS word ¥ Twe Sa=n 3k 2wz 22 w0 B & wvgTEn

Explain Refrence adding and Tabs and Indent in MS word.

(e Or)

ST s, Word H 200 3 TGN Tabie 2 RAftes R a5 amy 41 frfRe

How will you create table in MS Word. Also write about various fvatures of tables,
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5. (a)
(b)
6. (a)
b
7. (a)
(b)
8. (a)
(b)
7806

amé [V/Unit Iom)

M Word T advanced gRunan 71 9 &0 &1 zan & et

MS Word introduces few advance features. What are those? Fxplain

MS Word & WordArt 3R Drop Cap TR &
What is WordArt and Drop Cap featur¢ in Word?

(FAV0r)

MS Word ¥ TTfthe import aﬂ#ﬂ?mmm I
Write short notes on importing graphics in MS Word
MS Word & fFRT0aE ol warand a1

What is ClipArt and SmartArt in MS World?
@FE IV/Unit IV)

Prafaf@a w A fofle

Write Notes on —

-

e Data and Ranges in MS Excel
e Views of worksheet in MS Excel

MS Excel & RfiR 31eT & USRI 1 GHEEY 3R Spreadshect 3R worksheet | M9 &0 HFA §

gqrgu | 8
Explain vanous data types in MS Excel. What do you mean by Spreadsheet and
worksheet”?

(3YTqVOr)
Fafef@a & aagmsu 8
Write notes on -
(1)Use of Formula in MS Fxcel
(i)Macro in MS Excel

MS Excel ® chart & i weRl &) S9RIRY Chart Wizard B SNRT | 8
Explain chart types and chart wizard in MS Excel.
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10.

(@)

()

(a)

(b)

¥&§ V/Unit V)

MS PowerPoint ] Twqul ¥ ¥ quim ¥ 33 FIRI

Why MS PowerPoint is important? Mention its areas of usc.

319 MS PowerPoint ¥ Handouts 5 TR HE THGRY |

How will you preparc the handouts in MS PowerPoint?

(3Yq71/0r)

MS PowerPoint B! FHEHTTY THH 0P 4 Wgfal 9 a7t 4

Explain how a new Presentation in created in Ms-PowerPoint.

Ms-PowerPoint ¥ slide master, handout master 3% notes master

R wF eI

How 1s slide master, handout master ul\d notes master are helpful in MS PowerPoint ¢
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