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Post-Graduate 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 % 50

˝U;wure mŸkh.kk±d/Min. Pass Marks % 20

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) MS-Word dh eq[; fo'ks"krk,° fyf[k;s ,oa foLrkj ls le>kb;sA

Write the main features of MS-Word and explain in detail.

(b) MkWD;qesaV dks fizO;q djus ds D;k Qk;ns gSa \ fofHkUu fizaV vkWI'kUl dks lwphcº

dhft;sA

What are the advantages of previewing a document ? List the various

print options.

vFkok (Or)

2- (a) MS-Word dh VsDLV QkWesZfVax QsflfyVh (lqfo/kk) dks foLrkj ls le>kb;sA

Explain Text formatting facility provided by MS-Word in detail.

(b) MS-Word esa Menu fdrus izdkj ds gksrs gSa \ mudk foLrkj ls o.kZu dhft;sA

How many types of Menus are there in MS-Word ? Describe them in

detail.

bdkbZ II (Unit II)

3- fuEufyf[kr eas ls fdUgha pkj ij laf{kIr fVIi.kh fyf[k;s %

Write short notes on any four of the following :

(a) Find and Replace

(b) Header and Footer

(c) Tabs and indents

(d) Spelling check

(e) Page Layout.

vFkok (Or)

4- (a) MS-Word esa Vsfcy cukus ds fofHkUu rjhds D;k gSa \ le>kb;sA

What are the different ways to create a table in MS-Word ? Explain.
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(b) oMZ izkslsflax D;k gS \ MS-Word dh eq[; fo'ks"krkvksa dks mnkgj.k lfgr le>kb;sA

What is word processing ? Explain the main features of M.S. Word

with example.

bdkbZ III (Unit III)

5- (a) MS-Word esa eSÿks dh fjdkW≤Mx vkSj mi;ksx dks pj.kcº fyf[k;sA

Write the steps for recording and using macros in MS-Word.

(b) MS-Word esa esfyax yscy ,oa ,UosyIl dSls cuk;s tkrs gSa \

How to create a mailing labels and envelopes in MS-Word ?

vFkok (Or)

6- MS-Word esa fuEufyf[kr ij laf{kIr fVIi.kh fyf[k, %

Write short notes on the following in MS-Word :

(a) Cell formatting

(b) Hiding and merging

(c) Resizing rows and columns

(d) Column free and unfreeze

(e) Templates.

bdkbZ IV (Unit IV)

7- (a) pkVZ dSls cuk;s tkrs gSa \ MS-Excel esa fofHkUu izdkjksa ds pkVks± dks le>kb;sA

How to create chart ? Explain the different types of charts in

MS-Excel.

(b) QkWewZyk ,oa QaD'ku ds chp mnkgj.k lfgr varj Li"V dhft,A

Differentiate between formula and function with example.
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vFkok (Or)

8- MS-Excel esa fuEufyf[kr QaD'kuksa dks le>kb;s %

Explain the following functions in MS-Excel :

(i) SUM()

(ii) MIN()

(iii) MAX()

(iv) LEN()

(v) AVERAGE()

(vi) MOD()

(vii) PRODUCT()

bdkbZ V (Unit V)

9- (a) MS-PowerPoint slide ds fofHkUu O;wt dks le>kb;sA

Explain the different views of MS-PowerPoint slide.

(b) MS-PowerPoint presentation esa fofHkUu charts dks lfoLrkj le>kb;sA

Explain in detail various types of charts in MS-PowerPoint presentation.

vFkok (Or)

10- MS-PowerPoint esa fuEufyf[kr ij laf{kIr fVIi.kh fyf[k;s %

Write short notes on the following in MS-PowerPoint :

(a) Slide show

(b) Design Templates

(c) Inserting videos

(d) Animations

(e) Handout master.


