(D6) 7802

Printed Pages—4] 1DCA2
Diploma in Computer Application (First Semester)
(Backlog) Examination, February 2019
PC PACKAGES (WINDOWS, MS-WORD, MS-EXCEL,
MS-POWERPOINT)
s@f¥/Duration : 3 ¥/Hours] [quifeh/Max. Marks : 80

[FAad  Ioie/Min. Pass Marks : 32
et -
1. TE-TF Ui THEal A fawfsa ¥ uO% TR A o famew femn mnm ¥
2. YI% THE U Uk YT H SW TUNUI IH YRR FHA UG Y F S Q|
3wt e & fou wum e fem €
4. W oTEvgeal & € SUgE SRl HHE ST Gkl R
5. e # fognfa @9 WSSt wWEY #w W "M S
6. geA-u § weneff i wE W e @ TR sifRd W

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)
1. (@) HRE A § & 99 det ur faves dfen S e 8

Explain any four windows settings which can be performed in Control

Panel.

) fovEe # TEErR wm ¥ 7 wEEmsu 8
What is Toolbar in Windows ? Explain.

(31 E/Or)
2. frafafea | wfya feooft fafea . 16
G)  MEHIE
(i) fave TR
(iii) SR
Gv) TEEsa faTi

Write short notes on the following :
(@) Shortcuts
(i)  Windows explorer
(iii) Desktop
(iv)  Recycle bin.
@& I/Unit 1II)

3. (@) TR Afrg Yos w feoot fafem) 8

Write a note on Star Office Package.

(b)  SHI-wEfE FN T ? FoH H THIET 8

What is Auto-Formating ? Explain Bullets.
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(3141/Or)
(@) TATE-oE # foud R Tmoiew #1 § 7 §HemRu) 8

What are Wizards and Templates in MS-Word ? Explain.

b) EeYie T T ? TSiesH Witk W fewoi fafem) 8

What is Spreadsheet ? Write a note on presentation graphics.

(&3 III/Unit III)

freafafea w wfya feooit fafew 16
(i) 'S N |/H

Gi) T u%

Gii) ¥

(Gv) THES AR =)

Write short notes on the following :
@) Header and Footer
(i1) Spell Check
(zit)  Indents
(iv) Find and Replace.
(3Fga1/Or)

(@) TATH-IE U OUd A 91 § 7SSl dfed 9HHE| 8
What is Mail Merge in MS-Word ? Explain with example.

b) Thesaurus W feooft fafem) 8

Write a note on Thesaurus.
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(Z&E IV/Unit IV)

7. (@) a%gF ¥ T 2 fafy= er Ry # g9y
What is Workbook ? Explain the various data types.

) Io wHfem W wfia feooi fafew)

Write a short note on cell formattings.
(TFaT/Or)

8. fr=fafea &1 wfem & T § 9vie wifeg .

Describe the following in terms of columns :
@) Hiding the column
(1) Column freezing
(@1i) Cell formatting
(tv)  Worksheet.
(3HE V/Unit V)
9. (@) TSIE F ¥ 7 AW YSRIE H aH % w9 fafen|

What is presentation ? Write steps to creating a new presentation.

(b)  Handouts ¥ ¥ ? HWHEUI
What is Handouts ? Explain.

(31F41/Or)

10.  (¢) WRvey IR Hag W Hiww feoot fafew)

Write a short note on Sounds and Movies.

(b)  SIF WEIH FN T 2 GHIEUI

What is outlook express ? Explain.
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