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Post Graduate Diploma in Computer Applications (P.G.D.C.A.)
Semester-1 Examination, May/June 2024

PC PACKAGES (WORD, EXCEL, POWERPOINT)

rafit/Duration : 3 We/Hours] [qutich/Max. Marks : 50
| [ IwiuTieh/Min. Pass Marks : 20

Instructions :

I.  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. Candidates should write his/her Roll Number at the prescribed space on the

question paper.
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1. What do you mean by operating system ? Explain the features of window 8.1
Version. |
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2. How to protect your computer against viruses ? Write all possible steps in GUI
Mode.
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3. How to create a Table in MS-Word 2013 ? Write all steps in GUI Mt;dﬁ-
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4. Write and explain all steps for print any documents with GUI Mod
ode.
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What do you mean by mail merge in MS-Word ? Write and explain all steps in GUJJ
Mode.
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Write and explain working of Find and Replace all steps in MS-Word 2013 with
GUI Mode.
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What do you mean by workbook and worksheet in MS-Excel 2013 ? Write and

explain to create a new worksheet with all steps in GUI Mode.
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8. How many types of Charts arc there in MS-Excel 2013 ? Write and explain all

steps in GUI mode with suitablc cxample.
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9, What do you mean by MS-PowerPoint 2013 ? Write and explain all steps for any

one presentation of project viva in GUI Mode.
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10. Write and explain working of create an e-Mail, send e-Mail in any one browser

with all GUI Mode.
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