AF-3122

DCA (Part-1)
Term End Examination, 2017-18

Paper - II

Windows and PC Packages

Time : Three Hours] [Maximum Marks : 100
[Minimum Pass Marks : 33
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Note : Answer from both the Sections as directed. The

figures in the right-hand margin indicate marks.

A

dug / Section-A
Wt Yl F IW TAF kT 30 Weal H <SIfST : 3x10

Answer all questions in 30 words each:

1. (a) To THo TS TIEHS H Foiew 3R
Ty fag ufoawe w3 % usl &l
fafgu |

Write down the steps of inserting Bullets
and Numbering in MS Word document.
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(2)

(b) TER fow = ¥?
What is Hyperlink ?
(¢) Tl H TUfad @l WA &t fafy
fafewi
Write the process to insert row in Table.
(d) 98 I 9§ 39 91 gHsd ¥ ?
What do you mean by Word Art ?

(¢) .exe TIEA T T2
What is .exe file ?

o e

(f) THo THo I H WIH BH ol =]
@1 W< 2Ry & AW fafEu)

Write the name of any three Font type
used in MS Word.

(g) TR FN T?
What is Handouts ?
(h) TheH T AT FA THSA | ?
What do you mean by Workbook ?
() TR @EE H WRI HH SISl W g2

How to insert picture in PowerPoint ?
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(3)

(j) THo THo TS H HE&ASAl &l g &
fau ygad M 9t wHen w1 AR
fafEw |

Write the syntax of formula used to add
numbers in MS Excel.

gvug / Section-B
T gl & I difSe . 14x5

Answer all questions :

2. (a) 3=Ad TH THEHA W HAUSH ¥ 3T
N e € ? fREl e S| wHved
%1 3R Hied faf@y|
What do you mean by Internal and

External DOS Commands ? Write any
five DOS Commands with example.

(b) Tr=fafea &1 oy :
() =% drad
(i) TEEea fod
(iii) TIUEN THR@I
(iv) TR IR
(v) FgE YT
Explain the following :
(i) Check box
(if) Recycle bin
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(4)
(iii) Windows explorer
(iv) Task bar

(v) Control Pannel
37Y4qr / OR

(o) TOUEN & TMUG HH T 9IAdH
fau w1 w1 TEIE AEWHRAT © ?
HHSTSU |

What are the hardware requirements to
install and run the Windows ? Explain.

(b) FAfafea @ wumwegg w1 fae
fafay :
() COPY
(i) TIME
(iii) CHKDSK
(iv) MOVE
(v) RMDIR

Write the syntax of the following DOS
Commands :

(i) COPY
(i) TIME
(iii) CHKDSK
(iv) MOVE
(v) RMDIR
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(3)

3. (a) SHe & fie fysg =1 &4 @ g&d
T @ H9 file W awa ¥2
How can you see the print preview of
the document and how to print ?

(b) THo WHo a€ H Wmme wd U9 wrHfT
H GHHAET |

Explain paragraph and page formatting in
MS Word.

T4l / OR
(a) THo THo d€ H dIfcTohl o TEIRH hl
HHEEATRU |
Explain the editing of table in MS Word.
(b) THo THo a8 & fafim q=1 B9 &

w1l & fafau

Write the functions of different main
menus of MS Word.

4. (a) o THo TE ¥ ¥ W B HY i
fopan wmar ®2

How to insert headers and footers in MS
Word ?

(b)) THo THo o€ H WA =k Hy fma
ST ¥ qeT US TR e gfase feRan
ST ®?
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(6)

How to perform spell check and how to
insert page numbers in MS Word ?

37g4r/ OR
(¢) FA Al H URAT HI ISR FN
HHEEATRU |
Explain the process of Mail Merge with
example.

(b) THgHE H WINH T WE yEEd HY

foret STaT ®? 9HsmRU

Explain, how to perform margins and
space management in document.

5. (o) THSe ¥ wHen HY yfowe fH S
g2

How is formula inserted in Worksheet ?

(b) THo THo UHIW H oieled, TIEIET, hiciH
THIfSTT qo Jehdgeh THfET Sl HHSET |

Explain Labels, Hiding, Column Freezing
and Workbook printing in MS Excel.

37g4qr / OR

(¢) THo THo THA H <X Ud Wfen A
yfase fdan < & ?
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(7)

How to insert borders and shading in MS
Excel ?

(b) ThEH TH T3 H TR T DI |

Differentiate between Workbook and
Worksheet.

6. TR WiEZ § fHow o FH e W § 2
qN FEH THHIH FY STEN Al § 2
HHATSU |

How to insert clip art in PowerPoint ? How
to use custom animation in PowerPoint ?
Explain.

37g4qr / OR

gk @WES W UMk T a1 &l $Hd Sigl
S § 72 WS WWOUsie & & fafy
farfaq |

How to insert graphics and sound in Power

Point ? Write the steps for presentation of
slide show.
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