(45) 7618

Printed Pages—4] 1PGDCA2

Post-Graduate Diploma in Computer Application
(First Semester) Examination, Dec. 2018/Jan. 2019
PC PACKAGES (WORD, EXCEL, POWERPOINT)
s@fy/Duration : 3 ¥/Hours] [qurfeh/Max. Marks : 50
[FIfaq  SoneR/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 the

question paper.
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(&8 I/Unit I)
TGS ¥ el #n fvyE ® 7 TRl 9R TaEds & 9ueEd | 8

What do you mean by Accessories ? Explain any four accessories.

3T 3T HPH H aRE ¥ hY I THAT § 2 8

How can you proctect your computer against viruses ?
(AUAT/Or)

A U & START Ty | 8

Explain the uses of control panel.

SEHIT THAAEIST § TRl 1 Al § 2 8

What do you mean by personalizing desktop ?

(&8 II/Unit II)
HATFE SAHYE g2 ol FHesd | 8
Describe office automation suit.
TEmE 8 w1 G99 H Ty | 8
Explain paragraph setting in brief.

(314T/Or)

TAUE. 98 H 39 HY sHE W@ ¥ 2 a9 W fafu= sitmere wHemed 8

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

Word‘ﬁE%ﬁ"Tt{'ﬁ_dﬁWﬁal 8

Describe editing features in Word.
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(F&E II/Unit III)

g€ H HA HS hl THAEY |

Describe Mail merge in Word.

fret o< lrgic § o mike 9 TER w1 ?

How can you import graphics in a Word document ?
(3IU41/Or)

T w1 H9 FfHa o @ wwE s § 2

How to create and run a Macro ?

TATE. 98 &I foRasii & wweed |

Write the features of MS-Word.
(F&E IV/Unit IV)

A H P ST BT h HSES |

Explain some useful functions in Excel.

THT d 9 fooe =1 9usmEa|

Explain chart wizard in Excel.
(31941/Or)

T &t fafim Wit wed @ wEeed )

Describe various formatting features of Excel.

esfie qon 39& qa qel h qHeEd |

Explain spreadsheet and its basics.
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(& V/Unit V)

A Y Th FowH b i qeon SoH B-T o Ghd § ?

How can you create and manipulate a presentation ?

ASIqF TG § Uk F1 acqd © 2

What do you mean by Outlook Express ?
(g aT/Or)
EE & 99ARd a91 38 fafd= = &l wwEsd |

Explain slides and its different views.

fordt wSieTM ® THASE qel Te1vE YW@l ol Hd SYA wid § 2

How to use animation and transition effects in a presentation ?



