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Diploma in Computer Applications (First Semester)

Examination, July/August 2021

P.C. PACKAGES (WORD, EXCEL, POWERPOINT)

vof/k/Duration % 3 ?kaVs/Hours˛ ˝iw.kk±d/Max. Marks % 80

˝U;wure mŸkh.kk±d/Min. Pass Marks % 32

funsZ'k %

1- iz'u&i= ik°p bdkb;ksa esa foHkkftr gS A izR;sd bdkbZ esa vkUrfjd fodYi fn;k x;k gS A

2- izR;sd bdkbZ ls ,d iz'u dk mŸkj nhft, A bl izdkj dqy ik°p iz'uksa ds mŸkj nhft, A

3- lHkh iz'uksa ds fy, leku vad fu;r gSa A

4- tgk° vko';drk gks ogk° mi;qDr MkVk ekuk tk ldrk gS A

5- vuqokn esa folaxfr gksus ij vaxzsth Lo:i dks lgh ekuk tk, A

6- iz'u&i= esa ijh{kkFkhZ fu/kkZfjr LFkku ij viuk jksy uEcj vafdr djsa A

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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bdkbZ I (Unit I)

1- (a) foaMkst esa daV™ksy iSuy ds egRo dh O;k[;k dhft,A fdUgha pkj foaMkst ,Dlsljht

ds uke fyf[k, rFkk muds mi;ksx nhft,A

Explain the importance of control panel in Windows. Write the names

of any four windows accessories and give their uses.

(b) foaMks laLdj.k dh fofHkUu fo'ks"krkvksa dh O;k[;k dhft,A

Explain various features of window version.

vFkok (Or)

2- (a) fjlkbfdy fcu dk D;k mi;ksx gS \ crkb;s fd ge blls MsVk dSls izkIr dj

ldrs gSa \

What is the use of Recycle Bin ? Explain how we can retrieve data

from this.

(b) MsLdVkWi dks oS;fDrœr djus ls vkidk D;k rkRi;Z gS \

What do you mean by personalizing desktop ?

bdkbZ II (Unit II)

3- (a) ,e- ,l- oMZ dh eq[; fo'ks"krkvksa vkSj {ks=ksa dk o.kZu dhft,A

Describe the main features and areas of MS-Word.

(b) ,e- ,l- oMZ esa VsDLV ,UgSUlesaV rFkk VsDLV ,fMfVax Vksy ls vkidk D;k vfHkizk;

gS \

What do you mean by text enhancements and text editing tolls in

MS-Word ?

vFkok (Or)

4- (a) vki cqysV~l rFkk uEcfjax dSls djsaxs \ pj.kksa lfgr o.kZu dhft,A

How will you do bullets and numbering ? Describe with the steps.
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(b) vki ,d Vscy (rkfydk) dSls cuk;saxs \ rkfydk esa lsyksa dks gVkus vkSj foy;

djus ds pj.kksa dh O;k[;k dhft,A

How will you create a table ? Explain the steps in deleting and merging

the cells in a table.

bdkbZ III (Unit III)

5- (a) esy etZ dh fo'ks"krkvksa ,oa pj.kksa dh O;k[;k dhft,A

Explain the features and steps of Mail Merge.

(b) ,e- ,l- oMZ ,d nLrkost (MkWD;wesaV) esa QqVuksV~l rFkk ,.MuksV~l dk mi;ksx dSls

djrk gS \

How MS-Word uses the footnotes and endnotes in a document ?

vFkok (Or)

6- (a) oMZ esa oMZ vkVZ vkSj M™kWi dSi fo'ks"krk,° D;k gSa \

What are the Word Art and Drop Cap features in Word ?

(b) MS-Word esa fuEufyf[kr dh O;k[;k dhft, %

(i) <w°<sa vkSj cnysa (Qkb.M rFkk fjIysl)

(ii) orZuh (LiSfyax) rFkk O;kdj.k (xzkej) dh tk°pA

Explain the following in MS-Word :

(i) Find and Replace

(ii) Spelling and Grammars check.

bdkbZ IV (Unit IV)

7- (a) ,Dlsy esa odZcqd vkSj odZ'khV dh vo/kkj.kk dk o.kZu dhft,A

Describe the concept of workbook and worksheet in Excel.

(b) odZ'khV ds fofHkUu fopkjksa ij ,d uksV fyf[k,A

Write a note on the different views of worksheets.
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vFkok (Or)

8- (a) pkVZ fotkMZ D;k gS \ odZcqd vkSj odZ'khV dks fizaV djus ds fofHkUu fodYiksa dh

O;k[;k dhft,A

What is a chart wizard ? Explain the various options in printing the

workbook and worksheets.

(b) dkWye ›hftax D;k gS \ vki dkWyEl dks dSls fNik;saxs] foHkkftr djsaxs vkSj foy;

djsaxs \

What is column freezing ? How will you hide, split and merge columns ?

bdkbZ V (Unit V)

9- (a) ge MS-PowerPoint dk mi;ksx dgk° dj ldrs gSa \ ikWojikWbaV eas fofHkUu fopkjksa

dh O;k[;k dhft,A

Where can we use MS-PowerPoint ? Explain the different views in

PowerPoint.

(b) ,d ubZ izLrqfr (izstsUVs'ku) cukus dh izfÿ;k dh O;k[;k dhft,A

Explain the process of creating a new presentation.

vFkok (Or)

10- (a) LykbM V™kath'ku rFkk LykbM ,uhes'ku izHkko dks le>kb;sA

Explain slide transition and slide animation effect.

(b) ikWojikWbaV eas fofHkUu fizafVax fodYi D;k gSa \

What are the various printing options in PowerPoint ?


