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Post-Graduate Diploma in Computer Application
(First Semester) Examination, Dec. 2019/Jan. 2020

PC PACKAGES (WORD, EXCEL, POWERPOINT)

afyDuration : 3 H&/Hours] [qoif#/Max. Marks : 50
[ Seofe/Min. Pass Marks : 20
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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 th
on the

question paper.
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FHE 1 (Unit D
MS-Word & Wi3sa ¥ frafefag « wo9 § w99Rd
Briefly explain the following in context with MS-Word :
(@}  Auto formatting
(b)  Print preview
{c) Text Alignment
(d) Page view.

AT (Or)

(@ MS-Word # Menu TFd ¥HR & 27 § ? fawm @ S =

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

detail. o
®  MS-Word & Tea fadvard fafed wd fowm ¥ wwamu)
Write the ma:in features of MS-Word and explain in detail.
.E'»?:F'lﬁ II (Unit II)
3 (@) Ms-wordﬁﬁﬁnﬁaaaﬁ?@m%ﬁaﬂﬁ%?mml
| How to create a mailing labels and envelops in MS-Word ? Explain.
(&) ﬁﬁﬁﬁﬂﬂ%?MS»Wordﬁﬂ@ﬁﬂﬂﬂﬁﬁW%Wf

What is Word Processing ? Explain the main features of MS-Word with

example,

m(ﬂr}
4. ﬁqﬁﬂf@av{m‘wﬁmﬁ%ﬁg—a

Write short notes on the follow:ng

(@) Multiple columns
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() Page Layout
(¢) Header and Footer
(d) . Tabs and indents

()  Spelling check.
s@d (1 (Unit IID)

5. (a) Worksheet 3R Workbook 3 3<1 == it |

Distinguish between Worksheet and Workbook,

(b)  Worksheet ® faftm =@ #1 famr @ wwzmzd)

Explain the different views in Worksheet in detail.
YAl (Or)

6. MS-Word # fa=fafes wt afta froofi fafed

Write short notes on the following in MS-Word :
(a) .Column freezing

(b) Resizing rows and columns

(e) Hiding and merging

(d) Formulas

(e)  Templates.

garrg IV (Unit IV)

7. (@) SEEE W Im e P w0 2 wmwew oafe frmm § @memd)

How will you filter a database ? Explain in detail with example.

) W@W%ﬁ?m%mmm|

Differentiate between formula and function with example
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ygar (Or)
8. (@) R N T W ¥ 7 MoExcel ¥ P wew @ W& # WAEE

How to create chart ? ,Explain the different tYﬁes of charts in
MS-Excel.
) MS-Excel § R 3 ™ wwEE P WA

Explain the fcllowing functions in MS-Excel :
() LEN()
(i) AVERAGE()
@) MOD)
(iv) - PRODUCT(
‘ $
3R V (Unit V)
9. (@) PowerPoint slide ¥ Wl i URve =° =0 & = fafierd)
Write the steps to insert Movie and Sound in PowerPoint slides.
(b)  MS-PowerPoint slide % fafv= =@ =1 wm=ma)

Explain the different views_.of MS-PowerPoint slide.
HIA (Or)
10. (a) MY MS-PowerPoint H fost 9‘37:?91? % Fifia ofw sl I B W
T §? |
How can _';«'ou create and man{bulate a presentation in MS-PowerPoint ?

) MS-PowerPoint # ﬁﬁlﬁﬁf@a ;r{ oferg feuoit fafed

Write short notes on the foillowing in MS-PowerPoint :

@) Slide Show

-

(L) Design Templates
(fii) Animations.
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