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Post Graduate Diploma in Computer Applications (P.G.D.CA.))
Semester-I, Examination, Dec. 2023/Jan. 2024

PC PACKAGES (WORD, EXCEL, POWERPOINT)

Jrafu/Duration : 3 9¢/Hours| - [quifer/Max. Marks : 50
[=ad I=forieh/Min. Pass Marks : 20

Instructions :
1. The question paper is divided in Five Units. Each Unit carries an internal choice.

Attempt Ore question from each Unit. Thus attempt Five questions in all.
. All questions carry equal marks.

Assume suitable data wherever necessary.
English version should be deemed to be correct in case of any anomaly in
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translation.
6. Candidates should write his/ner Roll Number at the prescribed space on the

question paper.
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Unit | (3T 1)

. (a) What arc the basic operations involved in managing a Windows 8.1 operating

svstem ?

fvel 8.1 s foewm w0 § Wi @R e s
g2

(b) How can you personalize the Windows desktop and use features like desktop
background, themes. and the taskbar ?
A Windows ST H W AT a9 Fhd ¢ R Sy g,
oy, iR TRean Wt faviuael w1 swm @t @R ¥ 2
Or (37yar)
2. (a) How can you enhance the performance of a Windows computer using built-
in utilities ?
Windows R & wedld & 99@ & fau 5w #8 s gifad =
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(b) Explain the steps involved in protecting your computer against viruses and

using the internet for various tasks in Windows.

favge 4 o Fopr @ aod @ e @R ok fafim =l @ fag
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Unit 11 (3@ I1)

3. (a) Comparc and contrast different office suites. such as Microsoft Office, Apache

OpenOftice. and Google Docs.

AERER ST, T i, o T =fdm e fafim sifem g
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(b) What are the key features and applications of above office suites ?
ITw IffFE gz & ged fosgad @R swam wm € 2

Or (31904T)

ti. (a) In MS-Word, how do you create a new document and apply text enhancements ?

UHUE.-9€ W, 3N AU TWEW #8@ 990 © 3 text enhancements H¥ TR

FW T ?
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(b)

(a)

(b)

(a)

Describe the significance of styles and how are they used for document

formatting in MS-Word 7

Ry # e 9aRu AR 9 ¥ MS-Word § TmEdw wEww @ fag
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Unit 111 G&TE 111

Explain in detail the advanced features in MS-Word. such as spell check,

thesaurus. and Find and Replace.

MS-Word ® advanced features @ f& ®e <%, formiw@, s Find 4
Replace F fawr ¥ saRu |

How do you work with columns and indents, and what is the importance ‘of

features like footnotes, endnotcs, and Table of Contents in document creation 7

MY Fem AN 38T H WY FH W FW@ ©§, AR WEw Fmn F gy,
UgdrE R wRw @Rl S favwel w1 @ we™ ® 7

Or (31¥ar)

Describe the use of graphics in MS Word, including importing graphics and
using drawing features.

MS-Word ¥ Wfreg & 3w & ¥HgRY, 99 fF wfFeg | IAE w0
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(b) How can you utilize templates and perlorm matl merge operations 1

MS-Word ?

MS-Word ® a9 @z w1 swdm oK H@ wel SflyM HR H Hehd
g ?

Unit IV. 378 1V)

7. (a) What are the fundamental concepts in MS-Excel, such as workbooks and

worksheets ?

MS-Excel ¥ W& s@urwmsd, 3§ fs awgeq ok Fwvicy, § 0 Afwd
g ?

(b) Explain, how to enter and edit data, use formulas, and format cells in an

Excel spreadsheel.

@Qﬁa@aﬁzﬁ@aﬁmaﬂimﬁ,ajmwm,
i g9 | el w9 & fau @ R, W sl | :

Or (31ET)

8. (a) Discuss the different views of worksheets and their significance.
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(b)

9. (a)

(b)

10. (a)

How can you work with data and ranges, create charts, and perform printing

tasks in MS-Excel 2

39 MS-Excel 321 3R 39 F 99 33 wm W wwd £ 9 A T
23k fifn o R = owE &

Unit V G@R V)

How do you create and design presentations in MS-PowerPoint, and what are

the key elements of a slide show ?

MS-PowerPoint ® TREl $8 99 & ok feoga v €, AR ©RE W
® U@ dd W € 7

Explain the advanced options in MS-PowerPoint, such as slide backgrounds,

animations, and slide printing. https://www.mcubhopal.com

MS-PowerPoint # famfaa fomcdl + wwemy, 8 5§ wms yovf,
e, ok wgs fufdn

Or (314aT)

What are the features and uses of Outlook Express for e-Mail management ?

{99 ydyq % faw Outlook Express # fagiwad ik zswam 7 & ?
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(h)  Describe the steps for configuring and using Outlook Express to send and

reccive ¢-mails in an office epvironment.
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