(61) 7802

Printed Pages—4] 1DCA2
Diploma in Computer Application (First Semester)
Examination, Dec. 2018/Jan., 2019
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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
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(&g I/Unit I)
1. (@) THUE favem & <ol o fafed) 8

Write the features of MS-Windows.

(b) HIAA YA FM R ? TES SwEM fAfed| 8

What is Control Panel ? Write its uses.
(3IAT/Or)

2. (@) THEEH R WeSH R T ? 3 W B I IR SR Rl GEEmsdl 8

What are files and folders ? Describe basic operations on files and folders.

b)) favEgm & fafu= 9=l =1 aue wifew) faves & suam ot fafed) 8

Describe various versions of Windows. Also wirte the use of Windows.

(F&E I/Unit II)

3. (@) SfrE Yo 9 U 1 A9E & ? 8

What do you mean by Office Packages ?

) Tt sEgEe w1 w9 fafda, qfed 9o ©en S 2 8

How to create, save and open a document ?
(31 E/Or)
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Write short notes on :
(@) Bullets and numbering
(17) Shortcut menus
(izi) Wizard and templates

(Zv) Toolbars and buttons.

TS T(RHE H FTOAT-ITAT WE ¥ hY q@ N FHA § ?

How to view word document in different views ?
(F&E II/Unit III)

€ § wEe R <™ wAE H HHEd |

Explain find and replace command in Word.

¥ SR H/I H gUH HIfSA |

Describe Header and Footer.

(3194a1/Or)

T 7§ & fowR 9 wEemsd |

Explain Mail Merge in detail.

T g€ H |fe iR UM o hE u% wA 7

How can you check spelling and grammar in MS-Word ?
(F&HTE IV/Unit IV)

THUE. TRA | WEHA d TR w7 SSeku dfed Swemsd |

How to use formulae in MS-Excel ? Describe with example.

THRE H g foeast w aHmsd

Write the basic features of Excel.
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(a)

b)

(a)
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(a)

)

(I41/Or)

THUE THE § W S S| 8 2

How to create chart in MS-Excel ?

HE O SRerE fafed s o9 awvie W yeikid & 9%d & ?

Write any four operations you can perform on a worksheet ?
(3&E V/Unit V)

frdt wizs =1 $9 wfwfea, s aur fafa o< X Tha € ?

How to insert, delete and copy a slide ?

JeRUEe H 3T HY AeH qo TSR WS THhd § 2

How do you add notes and handouts in PowerPoint ?

(314T/Or)

frdt wmee § WRE iR gt %9 wiwmfeaa & ST g@dt § 2

How to insert and play sounds and movies to a slide ?

AEIqF THIIT § Ukl F1 aread § 2

What do you mean by outlook express ?



