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Diploma in Computer Application
(First Semester) Examination, May/June 2025
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.

3. All questions carry equal marks.

4. Assume suitable data wherever necessary.

5. English version should be deemed to be correct jn 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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2. (a)
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3. (a)
b)
4, (a)
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@& UUnit I)
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Define Windolws operating system and its basic features.
iy wdw d wRufm #E ofw 3 fem ¥ fafaw
Write any ﬁue tools defined in Windows accessoﬁés in detail.
(3rgar/or)
fidig # %99 @ & W@ = FHERC
Explain the importance of control panel in Windows.
HU W W wE oF R ?
What is the function of cache memory ?
_ @1 IV/Unit II)
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What type of software is in MS-Word ? Explain its important features.
AR g oA ¥ ? AW W W W AR T 2
What are header and footer ? How will you insert on page ?
(3ra/0r)
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feagg & SR § WORUI
What are input device and output device ? Explain any four input and

four output devices,

€ & Tt # fafm fawedt @ @ &)

Describe the various options in page layout of MS-Word.
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6. (a)
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1. (a)
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@F% I/Unit IID

Ms-wordmﬁmﬁwm-awmﬁaﬁﬁw@m

Wri : .
rite about varjous options for formatting text in g MS-Word
document.

Ms-wmdﬁﬁmané%amﬁ?mwmsﬁaﬂm
wifw)
How to insert clip art in MS-Word ? E.,xplain its important features.
(AA9|1/Or) |
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Describe the line and paragraph spacing in MS-Word.
oA w0 W ow v § )
What is mail merge ? What are its advantages ?
@F% IV/Unit IV)
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Explain the following in MS-Excel :
(©) Autosum
(i) Workbook and worksheet

(iit) Cell range.
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What do you understand by MS Excel chart ? What are the types of

charts ? Write the process of inserting a chart.
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8. (a)
(b)
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10. (a)
(b)
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(AGQ0r)
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Write steps for protecting a workbook with a password.

maﬁﬂzﬁﬁﬁﬂﬁfaﬂkﬁiﬁfmm#mﬁ%%mmﬁﬁqﬁ
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How you resize rows and columns in worksheet and enter formula

in cell ?

@F¢ V/Unit V)
qEEn w ¥ ) e el adl @ osen Hil
What is PowerPoint ? Explain its chief elements.
THE-TATE TRE # fafee gy € 7
What are the different views of MS-PowerPoint slide ?

(31qQ/Or)
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What do you understand by slide transitions and animations in MS-

PowerPoint ? Explain the process of adding them.
MS.gEle § WE @ Ww WW I F OYHA FH@EC

Explain the working with charts in MS-PowerPoint.
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