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Post Graduate Diploma in Computer Application
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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 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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What do you mean by URL ? Explain in detail.
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Write the main features of MS-Word and explain in detail.
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Explain the following :
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Notepad
Recycle Bin
Internet Browser

Text Alignment.
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Explain different Page Views and layouts in MS-Word.
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How to create Table in MS-Word ? Write basic operations on a table.
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Write short notes on the following :
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Header and footer
Find and Replace
Border and shading

Paragraph formatting.
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How can we Import & Export various formats in MS-Word

Explain.
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Write a short note on Macros in MS-Word.
{mOr)
wue-a8 # Yme w oEfgw oot fafem
Write a short note on tem'plate in MS-Word.
2 o § ¥ ow e W @ sEm ¥ 2
What is the use of Tab and Indent in word document ?
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Define Page setup and Cell formatting in MS-Excel.
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Explain Chart wizard in MS-Excel.
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Differentiate between formula and function with example.
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Explain the concepts of Workbook & Worksheets in MS-Excel.

3

https://www.mcubhopal.com

5

?

P‘T. 0‘


https://www.mcubhopal.com/

(3HE V/Unit V)

9. (@) AR WS A WRT w oy [ FQ @ RW fafew 5
Write the steps to insert sound and movie in PowerPoint slide.
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Write the features and uses of Outlook Express for E-Mail
management.
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Write short notes on the following :
(@) Animation in presentation
(i) - Transition effect
(1) - Smart Art and charts in presentation
- (tw) Different views of slide.
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