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Diploma in Computer Applications (DCA)
Semester-1 Examination, Dec. 2022/Jan. 2023
PC PACKAGES (Word, Excel, Power Point)
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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 ofsany anomaly in
translation.
6. Candidate should write his/her Roll Number at the prescribed spéce on the
question paper.
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@7 [/Unit 1

forete smfen fam 3t yya fadveard 0 £?
What are the main features of windows oper ating systert !
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What '_30 you mean by files and folders in windo
operation can be performed on files and folders ?

ws ? What are various

(3rgar / OR)
Yoy e § o w2
What do you mean by personalizing desktop ?
fiid o d Y 1 e €7

Explain the importance of control panel in windows.

(z1¢ I/Unit 1)

. 7 & F-a 3 3 vt ¥ 7 W e

What are the different menus available in MS-WORD ? Explain in details.

g, 7 4 e S T w0 3 |
Explain the steps for doing bullets and numbering in MS- WORD
(3rerar / OR)
g, 7 a2 A w2 3 & G 5 e o fecfie 7 2
How you will create table in MS-WORD ? Explain the steps to insert and

delete cell.

mwE. g€ H mmammmﬁzaﬁmmwﬁzaﬁﬂ?
How you will format text and documents in MS-WORD ?
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How margin and Space management done in MS-WORD and how page
columns and section breaks done ? ,

(b) ﬁaﬂéﬁmwm%?mmaﬁﬂﬂﬂﬁmmmm%?

What do you mean by mail merge ? How mail merge is performed in MS-
WORD ?

(3t%ar / OR) _
6. (a) U a2 ¥ uiftred, foera amé o frear fvg woR T7@d &1 ot 2
Ve How Graphics, ClipARt and Pictures can be Insert in MS-WORD ?
(b) m.gaéﬁmﬂﬁéﬁmz@@ﬂzmwm%?mﬁgﬁmm
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What is the utility of footnote and endnote in MS-WORD ? What is find
and replace facility ? https://www.mcubhopal.com
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Differentiate between Worksheet and Workbook. Explain different parts
of worksheet with diagram. .
(b) ﬁﬂ@ﬁﬁﬁﬁ%maﬁaﬁwﬁzﬁmmaﬁﬁmﬁmﬂﬁaﬁw
ferd WaR STeil 2

How you resize rows and columns in worksheet and enter formulas in

cells ?
(3raar / OR)
8. (a) TATA. qﬁaﬁmaﬁmmﬁmmﬁmwm%?
/ In MS-Excel how data can be arranged in a particular order ?

(b) @.@.@aﬂaﬁq—aﬁaﬂm%wmmmmm‘é? -
In MS-Excel how different type of charts can be draw ? What are their

types ?
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9. 'aalfl UH.TY, TGt mﬁwmﬁmwmmmﬁ?
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How a new presentation can be created in MS-Powerpoint ?

(b) T wmﬁmmﬁmﬁmﬂWWw%?
What are the different views of MS-Powerpoint Slide ?

(3terat / OR)
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How graphics, shape, screenshot, smart art and chart will be added in

MS-Powerpoint ?

(b) w.@-wmﬁmamﬁﬁqm@fmwmgwjgm
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Explain slide master, Handout master and notes master and slide option

mannual and automatics in MS-Powerpoint.
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