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Post-Graduate Diploma in Computer Application
(First Semester) Examination, May/June 2019
PC PACKAGES (WORD, EXCEL, POWERPOINT)

sTaf¥Duration : 3 F/Hours] [qoiiF/Max. Marks : 50
[7AaH  Stivi/Min, Pass Marks : 20

fder -

1. TH-TF W= sEEdl § fawfiw o vEw wem § ofen fawew fom omm ¥

2. WOF TFE H UH WA F IW AU | W YFR FHA U W F S e |

3. aft wE # fou wm s frma €

a. SEl SEvEEdl @ F@ S99 SR HMl ST el €|

5. sFR H fawa 8 W ST WY H OWE AN WY |

6. ToA-99 § gendl FuiRa ™ W oA9H i TR dfEa wO|

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

question paper.
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gag I (Unit D
1. (@) WHO-AS ¥ 9 F THFA ¥ 7 HRR faww ¥ Gwened |

What do you mean by mail-merge ? Explain in detail with example.

by Tfafen w "fyw feoon fafew

Write short notes on the following :
(i) Task bar
(ii)  Screen Saver
(iii) Recycle bin
(iv) Create a file.
egar (Or)

(@) TATH. T2 FH Hea fagoan fTmr @ wwEmu

Write the main features of MS-Word and explain in detail.
(b) frafafem ®:1 94w # F99mwET
Explain the following in brief :
(i) Search Engine
(i1) URL
(tii)  WWW,
g&g II (Unit II)
2. (@) MS-Word ¥ 29e9 ¥ & # & WeA w1 fomngds avF Hifag |

Explain in detail working with tables in MS-Word.

(b) MS-Word d§ WEmE X US WHRET HI HHAREC

Explain paragraph and page formatting in MS-Word.
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HUAT (Or)

fafafes w Afyg feuoft fafen

Write short notes on the following :

(z) Format Painter

(ii) Wizard.

MS-Word # 2fqm faffa % & fafim @@= =01 § 7 wwsmul

What are the different ways to create a table in MS-Word 7 Explain.
gahe III (Unit IID

MS-Word I Uil advance favaaredi =1 fafem |

Write five advance features of MS-Word.

MS-Word H# FMH-FMHE! drawing fasmmm £ 7 3% 9ERUl

What are all drawing features in MS-Word ? Explain them.
argar (Or)

MS-Word # #fern d@@ & wAfGer™ FH FH W mEd § 2

How to create a mailing labels and envelopes in MS-Word ?

frafafes w wfga  feogoi fafew -

Write short notes on the following :
(i) Macros in MS-Word
(ii)  Templates.

g@E IV (Unit IV)

MS-Excel # & fafi=r cell formatting fa®eq Iveley ¥ 3% IHIRU

Explain wvarious cell formatting options available in MS-Excel.

MS-Excel #1 7= favmad wd @mmd fafeu)

Write the main features and limitations of MS-Excel.
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HOAT (Or)

MS-Excel # fr=fafem =+ wzmsg
Explain the following in MS-Excel :

(i) Chart Wizard
(ii) Workbook and Worksheet.

MS-Excel # freAfafed wRE #1903y
Explain the following functions in MS-Excel :

(i) MOD()

(t1)  PRODUCT()

(z1i) MAXO)
(iv)  SUMO
(v) AND()

gEHE V (Unit V)
MS-PowerPoint H B4 TS Usiey™ ! fFad TR ¥ o1 H&d € ? HHAEU|

How many ways can we create a presentation in MS-PowerPoint ? Explain.
MS-PowerPoint Presentation # faf¥= W&R F charts #1 famngds aoA
FHifer |

Explain in detail various types of charts in MS-PowerPoint Presentation.

HAYAGT (Or)
frafafas = gfara oot fafaw -

Write short notes on the following :
(i) Deleting and copying of slides

(ii) Handout master.
fordt USPvM H TAYE den ISy 9@l # HW S9EM g 7

How to use animation and transition effects in a presentation ?
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