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Diploma in Computer Application (First Semester)

Examination, January/February, 2022

PC PACKAGES (WORD, EXCEL, POWERPOINT)

vof/k/Duration % 3 ?kaVs/Hours˛ ˝iw.kk±d/Max. Marks % 80

˝U;wure mŸkh.kk±d/Min. Pass Marks % 32

funsZ'k %

1- iz'u&i= ik°p bdkb;ksa esa foHkkftr gS A izR;sd bdkbZ esa vkUrfjd fodYi fn;k x;k gS A

2- izR;sd bdkbZ ls ,d iz'u dk mŸkj nhft, A bl izdkj dqy ik°p iz'uksa ds mŸkj nhft, A

3- lHkh iz'uksa ds fy, leku vad fu;r gSa A

4- tgk° vko';drk gks ogk° mi;qDr MkVk ekuk tk ldrk gS A

5- vuqokn esa folaxfr gksus ij vaxzsth Lo:i dks lgh ekuk tk, A

6- iz'u&i= esa ijh{kkFkhZ fu/kkZfjr LFkku ij viuk jksy uEcj vafdr djsa A

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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bdkbZ I (Unit I)

1- (a) Windows 8.1 vkWijsfVax flLVe ds ckjs esa lfoLrkj le>kb;sA 8

Explain in detail about Windows 8.1 operating system.

(b) Virus D;k gS \ ge vius dEI;wVj dks ok;jl ls dSls cpk ldrs gSa \ le>kb;sA 8

What is Virus ? How can we protect our computer against virus ?

vFkok (Or)

2- (a) Computer ds ijQkWesZUl dks ge dSls c<+k ldrs gSa \ le>kb;sA 8

Explain how can we enhance the Performance of a Computer.

(b) fuEu ij laf{kIr fVIi.kh fyf[k, % 8

Write short notes on :

(i) Recycle bin

(ii) Windows media player.

bdkbZ II (Unit II)

3- (a) MS Office ds fofHkUu Versions dks le>kb;sA 8

Explain the various versions of MS Office.

(b) Vscy esa Text enter ,oa edit djus dh fof/k le>kb;sA 8

Explain technique for entering and editing text in a table.

vFkok (Or)

4- (a) fuEu ij laf{kIr fVIi.kh fyf[k, % 8

Write short notes on :

(i) Borders and Shading

(ii) Line spacing.

(b) MS Word ds features dks le>kb;sA 8

Write the features of MS Word.
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bdkbZ III (Unit III)

5- (a) fuEu dks la{ksi eas le>kb;s % 8

Explain the following in brief :

(i) Thesaurus

(ii) Mail merge.

(b) Automatic table of contents dSls Create djrs gSa \ 8

How can we create automatic table of contents ?

vFkok (Or)

6- (a) MS Word esa esy etZ lqfo/kk ls vki D;k le>rs gSa \ bldk D;k mi;ksx gS \ 8

What do you mean by MS Word mail merge facility ? What is its utility ?

(b) ,e- ,l- oMZ ds fuEu QhplZ le>kb;s % 8

Explain the following features of MS Word :

(i) Margins in document

(ii) Column and section breaks.

bdkbZ IV (Unit IV)

7- (a) ,e- ,l- ,Dlsy ds csflDl rFkk eq[; QhplZ D;k gSa \ 8

What are the basics and main features of MS Excel ?

(b) Worksheet dks Create djus dh izfÿ;k le>kb;sA 8

Explain the process to create Worksheet.

vFkok (Or)

8- (a) odZcqd ,oa odZ'khV fizaV djus ds fofHkUu vkWI'ku le>kb;sA 8

Explain the various options for printing workbook and worksheets.
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(b) fuEu dks le>kb;s % 8

Explain the following :

(i) Cell formatting

(ii) Column freezing.

bdkbZ V (Unit V)

9- (a) ,e- ,l- ikoj ikWbaV dks le>krs gq, mlds mi;ksx crkb;sA 8

Explain MS Power Point and also mention its uses.

(b) fdlh izstsUVs'ku esa xzkfQDl] 'ksi] Lÿhu 'kksV ,oa LekVZ vkVZ fdl izdkj tksM+s tkrs

gSa \ 8

How to add graphics, shapes, screen shots and smart art in a presentation ?

vFkok (Or)

10- (a) fuEu dks le>kb;s % 8

Write notes on :

(i) Slide Master

(ii) Notes Master.

(b) MS Power point }kjk LykbM cukus ds LVsIl le>kb;sA 8

Explain the steps for creating Slide in MS Powerpoint ?


