| 2707 1 3\ TR

(6) 7025

Printed Pages—3] 1BCA3

Bachelor of Computer Application (First Semester)
Examination, May/June 2019
P.C. PACKAGES (WORD, EXCEL & POWERPOINT)
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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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g I/(Unit 1)
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What is control panel in Windows ? Write about the importance of

control panel.
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What is Desktop ? Discuss details about start button and task bar available
on desktop.
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Give the importance feautures of the windows operating system.
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Write down the steps for the following operations :
@) Copying file or folder to another location.

(i1) Renaming a file or folder.

e II/(Unit II)
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Discuss the characteristics of the following :

(a)
(®)

(@)

)

MS-Word
MS-Excel.
3qA/(Or)
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Describe the use of wizard present in MS-Word with example.
™ T gE # ulem fafv= 99 9wl wEemEd |

Discuss different page views present in MS-Word.
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What do you mean by mail merge ? How can we apply mail merge ? Explain

with example.
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Write steps for the following :

(a) Inserting header and footer in a document.

b) Inserting picture in a document.
F&E IV/(Unit IV)
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Define the following terms in relation to MS-Excel :
(@) Cell and cell range
b) Relative and Absolute address.
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What is a worksheet ? Explain its main features.
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What do you mean by functions ? Describe any four functions with

examples.
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