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Post-Graduate Diploma in Computer Application
(First Semester) Examination, Dec. 2017/Jan. 2018
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Instructions :

L The Question Paper is divided in five Units. Each unit carries an internal

choice.
Attempt one question from ‘each Unit. Thus attempt five questions in all.
All questions carry equal marks.

Assume suitable data wherever necessary.

LI A

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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v&§ 1 (Unit D
T e § AR R ma o wo frfag T AR W &R v e
t 2 : 16

Write the steps for recording a macro in MS Word. How can we run a recorded

Macro ?

Jgar (Or)

(@ UH. w§. 9% ¥ “Find ©d Replace” att “Tabs WS Indents” &
g | 8
Explain “Find and Replace” and “Tabs and Indents” in MS Word.

(b) FrAfafgn w dfya feooit fafae 8
Write short notes on the following : P
(1) Shading and Borders g
(2)  Printing feature of MS Word. ;;i

$#1§ 1 (Unit 1D c.:n

(@ Frefafas = wfgw oot fafan : 3%.
Write short notes on the following : ;T:"‘
{a) Page Orientation %

()  Creating Tables
) T yE aE § Ao dwwm ok woew ¥ wM ow wed £ 2 8
How to create mailing labels and envelops in MS Word ?
Hqyar (Or)

W @ o ¥ wed #d frafafan w1 déw 8 wuwmu 16
Briefly explain the following in the context of the MS Word

(@) Wizards

() Text alignment

(¢)  Auto-formatting.
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(a)

v&1¢ LI Unic 1) .
whyitz 4 ¥m i TR W oM A vwd W W € 2 mwwm whe
IR | 8

How can you insert Header and Footer in worksheet ? Explain with
example. '

(b) MSEmlﬁmmﬂﬁﬁwé,fr{aam&qmmz 78
How t.ol inserting, removing and resi‘zi.ng of column and rows in MS
Excel ?
A9 (Or) _
(@) TRAW # AN F frer s ? mww dfea famom | woemed 8
How will you filter a Database ? Explain in detail with example.
® T W wEa @ osEm F dm wm ey e fafaw 8
Write a short note on the MS Excel and area of use. g
@ IV (Unit IV) z
(@) f™= & s womy : _ BE
Differentiate between the following : . g_
—
(@)  Workbooks and worksheets @
() Formula and function. ;
(b) weEege ud fofm @ & s o= o € 2 3%
What do you understand by the Absolute and Relative Addressing ?
A9T (Or)
W W e § fefefen R ® wml 16
Explain the following functions in M.S. Excel :
(1) ~ SUMO |
(2) MINQO
(3) MAX0O
(4) MODO
(6) AND(
(6) PRODUCT(

3 | P.T.O.
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¥ V (Unit V)
(@ MS PowerPoint ¥9¥H # fafipsy views ® dO@wEAl 8

Explain the different views of MS PowerPoint presentation.

®) W uE qEee # w Wi feey yeR @ ¥ R & 2 frmm @

YT | . 8
How many ways can we create presentation in MS PowerPoint ? Explain
in detail.
HgqGr (Or)
frafafen w wfye feomit fafae - 16

Write short notes on the following :
(&) Transition effects
(i) Slide show

(iii) Design template

(iv) Inserting video
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