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Diploma of Computer Application (First Semester)
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PC PACKAGES (WINDOWS, MS-WORD, MS-EXCEL,
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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 the

question paper.
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3%E 1/(Unit T)
MS-Windows # f=fafed &1 989 # TH3mRT :
Explain the following in brief in MS-Windows :
@) Windows Explorer
(17) Control Panel.

e’ CAN T 99 software QBT hardware @I Sl ! fafy =1 T9=mEd|

Explain the process of installing new software and hardware in a

computer.
A4/ (Or)
Files 3R Folders & 7g 81 &t gl W oot fafew)

Write a note on moving of files and folders.

W@HW@G@EWWWNwindowssettingaﬁﬁm%?
RLEIEREE

How to make windows setting of the following devices using control panel.

Explain :
(@)  Modem
(ii)  Printer.
geh1g II/(Unit II)
THUE.IE § THgHe & ufee & &t F gaun suesy § 7 Swemsu|

What facilities are provided for editing a document in MS-Word ?
Explain.

TATE. IS § o9 &y o9E WAl § 2 39w W fafv= simyre wEEmu|

How to create tables in MS-Word ? Write basic operations on atable.

YA/ (Or)

7 TEfET 4 T §Rd § 2 TAUE. o€ W §ed fanivand seredd dfed
AT |
What is meant by word processing ? Explain the features at MS-Word

with examples.



)  MS-Word # frafafed =t =re st :
Explain the following in MS-Word :
(@) Menus and Commands
b) Wizard

geh1s III/(Unit IID)
3. (@) MS-Word # 5 # wiamyq # & & &t Ufera *1 fowaryds aviw it

Explain in detail working with columns in a page in MS-Word.

(b) fodt o€ <frfe # omw WMk HH TR ®AT 2

How will you import graphics in a word document ?

3741/ (Or)
(@) TATE o€ ¥ A W9 9 T 9 s ST Hed § 2
How to create a mailing lables and envelopes in MS-Word ?
(b) TATE T8 & dcy § frefafed w1 989 § wHmEe
Briefly explain the following in the context of MS-Word :
() Text alignment
(1) Print Preview
(izi) Margins and Space.
&g IV/(Unit IV)
4, (@) TA.TH. A & ged favvan ws d@mn fafen)
Write the main features and limitations of MS-Excel.

(b) TEEH H T W fheel wOT ? IS0 Gied THARA |

How will you filter a database ? Explain with example.

YA/ (Or)

(@) TUATH TR # TR <Y #@ o7 7 fafv= er erd @ wEemwud
What is Data type in MS-Excel ? Explain various data types.
(b) THA A %9 ST B H GEEY |
Explain some useful functions in excel.
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g&1E V/(Unit V)
5. (@) TATE Terk 9ES H 89 Yoy frad YR ¥ o ¥od § ?

How many ways we can create a presentation in MS-PowerPoint ?
b)) wee & fofv= == =1 guemEa )

Explain the different views of slide.

3ga/(Or)

frafafen — wfaw feoft fafe .
Write short notes on the following :
@) Handouts

(1) Outlook features

(i1zi) Creating a New presentation

(fv) Adding graphics and sound effects.
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