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Diploma in Computer Application (First Semester)
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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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(&g I/Unit I)
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Explain the importance of control panel in windows. Write the names

of any four windows accessories and give their uses.

faee T it fafy= foviomaet w1 gugmEa ) 8

Explain various features of windows versions.
(3IA1/Or)
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TEHEH F THd & 7 HE AR e fafed 8
What do you understand by files and folders ? Write any four operations

you can perform on files and folders.

SEhHeY THIAEST W A9 o THId © 27 8

What do you mean by personalizing desktop ?

(&g II/Unit II)
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Describe the main features and areas of use of MS-Word.
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How will you create table in MS-Word ? Explain the steps to delete and

merge cells from a table.
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Explain the steps for doing bullets and numbering in MS-Word.

T R R H F I T ? I A HHTE |

What is the use of header and footer ? Explain with example.
(&3 III/Unit III)

MS-Word &1 #& ¥t gfaem & aR H sasd |
Explain about the mail merge facility of MS-Word.

M fre YwR o€ <o H Uitk i 9a9T I ?

How will you insert a graphic into Word Document ?

(31UdT/Or)
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Explain different types of views available in MS-Word.
UE-g9e # frAfafed w1 99Emd
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Explain the following in MS-Word :

() Find and Replace

(1) Checking Grammar and Spelling.
@& IV/Unit IV)

ThIH AR THIMES hHI FTYRON h ALY |
Describe the concept of Workbook and Worksheet.

TH.THE.-THA H columns T rows &1 fafy= fwaneti =1 d@smsa)

Explain various columns and rows operations in MS-Excel.
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TH.UE.-TH § fafs R & 9 = 99emEa | 8
Explain different types of charts in MS-Excel.
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How to enter data in an Excel worksheet ? How to save and close an

Excel worksheet ?
($<'=BI§ V/Unit V)
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Explain advantages and areas of use of MS-PowerPoint.

T YSIeIM SN i WiHAT T FUH HIfSTT | 8

Explain the process of creating new presentation.

(31AdT/Or)
TEE MG 3R W3S THHYH s%ae &l 9HeEd | 8
Explain slide transition and slide animation effect.
leRuise | WiRrd &1 it & e | 8

Explain the role of graphics in PowerPoint.



