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A= qfeashar

Unit 1 /A

f.ﬁ; %
2. fdsr 8.1 @& wFaR & ST “/@} »

Explam the structure of Wl.ndo

Desktop :— S¥HU BhiF &I WYVl 91T & off fdel are 81 &l
g <am 8 | o9 HIE siftreber @l B 8, 1 98 Jifterebar
D HUR 3T 2| o9 eifadM R #199 UEer o 9 g,
D AR @Mﬁ%lmmmw
Eﬁ‘ﬂﬁk é%ﬁquww%ﬁlﬁm

EE%RWIEI SEHCIU TR dTe] 81 Wil & |
lcg;r’" @ﬁ?ﬁwﬁfﬁ?@éﬁﬂﬁ@s‘éﬁﬁ g© JIIDI
| U6 3B el BRI Al 2| A S—aR
(Double)ﬁ?ﬁﬁ@ta‘s’ B0 & | 399 ugan fdeid g Riciae
aw#%%vaﬁm?,ammwmﬁamﬁzﬁmm
2| UAd IR & A SHDI A for@r 8idr 8 | DA Bl
e fdSr # load fd siftdde R iR 81ar &1 offéa @B
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T2 gfeasheae
sitadi1 i This PC, Recycle Bin, Internet Explorer, My

Document ¥+ d+yex # few@rs <d 2 |

Task Bar :- I8 AF=Ia: wh1F & A1 &Y 3R 81T & | 399 il
%W%Ww.ammmmﬁ@ﬁ%m

Wall Paper

14
-

lcon

v 9

-

Date/ Time and
other Tools

Task Bar

CIENT RENUNY
!

| Start Button ‘

Opened Windows
1

2 § .
al

oy
.~ 4 e
' . v
. I ]

arz)awsm : TADI B BIZAR
Ean-raﬁ‘l@ %

Startscre %maﬁﬁ@@m%m
StartP:;& g Wi sftdaeE fRaE 39 2| 39w o

a?rzfj»: mmﬁmm%ww
aﬁ%ﬁﬁmaﬁ%q&ﬁwaﬁaﬁmww
3T 2| SUH B & HEI AR H faf= siftaaee @
JIBIH 33T 3MBR # fRw@E Sd 81 SUH SWR &I 3R

“user” &1 9™, fdSl §g H &I 929 Ud sod el doH &
fore ge+ guls el 81
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Wﬂﬁﬁﬁﬁﬁ%@?ﬁ?lwﬁ@

HI MHR, VA W) RAfd anfe aga ddhd 2 |
Waaaﬁzﬁmgf%@aawmwm)m@%& anqaﬁ
for=t faspeu fewrg <d 2| <

Unpin from Start :- 39 fadeq &1 W “\ﬁ Ryetae fabar
JfteAd e Start BhIF I 31T &I Gﬂm%‘

Pinned Program : it Srm E[g%gﬁ R YANT B ®,

S pinned &% 34 BRI Wa%
Pin/unpin to task:- g4 : X ¥, Rietde fdar

Wmmﬁmﬁa\@ﬁr\%lamunpmﬁamﬁag
IR eRP IR ¥ 8 St &

Resize :- 39 fdded ¥ MY IR B ATHR T FR Gdd @ |
AR Bl THLOTTE | G S8 49 o1 & fog, 39

_g{%fﬁﬁm?%%ﬁmm
;’g ﬁamﬁézﬂemf%@réém
TR
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5] &)
.....
.....
2202 p

s

Program :- A bRt e B e
ugRia giar 81 # g »‘5‘ * S '

] g H qwiy W AW I8
| EEE |
T Start R M 8, 99

7Y 9R fe@rg a1 g, S99 ‘Pin to
Y| 3EH Al IW DI 3R search &I

What do you mean by personalizing desktop?
Ja® — control panel # Display Setting &I fd@i® & a1
R sRIey fder 4 right click &Y, S&& shortcut menu 4
display setting fd@weu @1 fdetd &Y |
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A% qieesher

9 fAwen & fider @& A= g &9 Gws @@y, 9@ 41
Ao, Bie & J6R, Afe A &R ddhd o | 39 fdbea &
fe® & & 91 9 faer fears <ol § | S99 Ufg <9 8 &
Theme :- W # 1 wp A= gce &

g @1 ot 21 fdsr # ugdl ¥ & %B
fet ft ofm &1 Ridae &9 ¥ w9 @& 9t s S| oW &
AT B FHA ¢ | " o Yo
Desktop :- 29 fadeu 3§ Rt & R & 34

531 faweu # background dfew # fafir= R
ﬁ:@ééﬁ%eﬁﬁﬁs‘%ﬁmmaﬁaaﬂbrowser
9o B [ BY AN Bloex ¥ SROW Biged B Rieiae
X | Paintbrush # 9918 &% Wﬁ*‘ﬂ’f ‘&1Ty wallpaper UX ol
W?lm?ﬂ?ﬁaﬁsﬁ??ﬁﬂm&%
acenter-uﬁ:sﬂﬁ?ﬁ?«q&ﬁ’l‘ﬁ” HW B, d9 U ISP
wwﬁﬁ%mﬁ&mwmﬂa%mﬁmmﬁﬁ
2 | )

b.tile :- 39 fadey | W AW IUD Hol IMHR H B Wl &,
ﬁﬁﬁwﬂﬁ$m$&gﬂl<sﬂm\¢ﬁaﬁ?ﬁaﬁ@ﬁé

AY

¢. strej.eh,g-"‘ gfﬁﬂ@@@ﬁﬂ@ﬂﬁ?ﬁﬁﬁzkwﬁ
B gl 8, ufd IAS BT MBER WHH B JMHR B
@Wmma@ﬂﬁmm%l
Screen Saver :- 91 Y W HB oX & (oY &M 8l
IR R 2, a9 G W TP R Wew AT MR s
odT 8, 99 Wy U7 fUdar &I screen saver $8l Sidl 2 |
screen saver H blank screen ¥l U fadey B, 99 o9
B R B foy HM 45 B, 99 o d [T BN OBHA
fe@rg adl 21 SHd godild & g9d Bl 8, Ud HieR

Narendra Publication’s Best Question Bank
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A% IieeaaherT

@1 Sla-dbIel gl & | Sl screen saver o &A1 &, 94
screen saver YA ¥ Ricldc x| e 3MUB BB TRe
a1 fUg=R Sre 8, 99 Editting faweu 9 99 de &Y |

4. Appearance - 39 fd®ey & fder & S@n dfdd, HArS
g fQ # FAFT B drd T WAGH, BT BT AR,
gHR 3MfE He R wHd T | faer H §B r

GAMIGI| %l 8" screen resolution & u- quality
Ae B T B | ' S

Narendra Publication’s Best Question Bank



GEG- IR I ESE TG

Unit 2

2. g8 2013 favel &) SR SUD FHE HFN cb} AR
fopfora | A
Draw the word-2013 window and show all its
components

Word-2013ﬁﬁﬂwqﬁ'@1ééﬁ?ﬁ§1mwaﬁaﬂ?
fafr 39 fawrd <d &, don uhe aeT R @%idol <ISU B
& fY 81T 8| Ue da—are], 8 arel) BYr ang fRwrg I B,
I Wrgex AT HUR Hel mldl%‘uﬁ'é‘aﬁﬁra@m%ag
aﬂm%lgﬂwﬂqwﬁmmﬁﬁ%

- [Ne—-— 'm - & x
PSERT PAGE LAY "'B
L’-M ?“' t f““ ¢ fmw nszecct AQB] ausveer acstcen asmacen - :::_'
"y . fowe

=l 3 A5 TN | 14 Hawbng | Hesiegl  Take Subdie Sk b Gvghes & Salact~
ey LI
) 1 . A . F

File Tab Quick Access Title Bar Ribbon
Toolbar

R Tabs Group

Insertion Point

Status Bar

Title bar :- I8 ®HIA & G HUI 9FT H €| ORH Predm
YA (Application) @iel X8 & TAT BIF ¥ Wil dle] &, I8

Narendra Publication’s Best Question Bank
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L= qiee e

@ 9dd © | a1 gEN 3R SEWANT 9§ &R, minimize &
anfe g 2|

Tab I8 ®HIF & HUA AN H ST AT 8, I§ HY 6 e
®HM Har g fedr ft 29 B e v W SED 3SR B
fawey fRwg 3d 21 98 ¥ #Hald: Home, Insert, Design, Page
Layout, References, Mailings, Review 3iR View ¢4 2| sda
aﬁfﬁaazsmzbmmaﬁwﬁéaﬁ@éé%%l@@rqﬁm
siferae @1 Rioiae BT & @9 Format 39 W@ &rare sl & |
mmmﬁmwﬁzﬁﬁwﬁmmﬁm%l
Group—ﬁﬂftﬂﬁé@&ﬁﬁﬂﬂ%&ﬂﬁﬂfﬁ%ﬁﬁ?%fﬁm
B de, fore 91ay, mmwﬁﬁﬁm%ﬁ%lwm
& fadeu, U6 AT U W R ﬁr@mmﬁﬁm
ﬁ%l@mzﬁﬁmwx’f{ﬁ@% qerr 9 YU @I
wm%mﬁlmw@ﬁm%ﬂmwzﬁa@
fe@rs < B, S 9Ed SugE Td IHD SR diad
@ qular 281 Home <4 fhx C\*’hpboard Font, Alignment,
Number, Style, Cells 3l Editing 37 £ 39 ik 7u & wuof
H¥a=T &1 Ribbon &1 SITdT 2 |

TSR mls‘d:u__“@ewiﬁm%ﬂﬂﬁélﬁmﬁm

Wa}vkéﬁaﬁwmawﬁqﬁw%mmﬁ—
mﬁ/ﬁﬁfﬁ@mélawzﬁwmémm

aﬁa@r

Q%Eﬂwéﬂ —yg B B fad wFT # 8| Rw ek @Y
Rerfd T <xdrds &1 Wed oY fhd- Usl 8, ®aN &b 9 Uol
W B, 9 ¥ 2 ofe fR@rs <4 28, 97 &9 d9e 81d B | g
3R zoom &I TR U HR Fhd & |
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qCa qieasee
Views :- 39 dcHl &I H8IdT | 3T GRSl Bl 37T 3T
YhR b A¥IE] H ¢ Hahd & | 98 H Ufd UHR B view SUTE]
2, Print layout, Full screen reading, Web layout, outline
layout, Draft.

SR® U9 Task Pane -, I8 ®hIH & GIU 3R Qs ol B,
Afh I8 HM & JUR & whi H @ Il 81 FH RSP
U9 H 9gd 9 BRI 4 e ey g6 Wi H gEidS

g fabey @Ay § d HRad 99T SuAel Ea 2
8. MS-Word 7 &3 Document

itihhg @& ar ¥
fe o gHsEy | V4
g ¢ument in Ms-

Explain in detail about editifre
Word. (Jan 19) ~7 {\
IR — Undo FHIS \/ -

&1 WAloH (Formatting)s s&e S 8, 9 Undo

command ¥ oy YT Refd d off Whd 2| Th A U
fopar 39 9e+, Wi Quick Access Toolbar # 8l & agd T

o, e gl fbar v€g
¥ 37 T 7 |

Sl fha1 Undo &1 6 8, 99 €8 &v+ & foig
SUANT BT |

> Edit 7= & faeid N |

Redo fd&eq &1 fdaad &Y |

SRS T 3feoide P S8 g+l (Move)

> 99 ST @1 S8 95aT &, 99 Ricide &

Narendra Publication’s Best Question Bank
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A= qfeesherT

> Home 29 &I faedd &Y |

> Clipboard 3[u #, Cut g¢+ & fdeid & |

> 8l ST XEAT & 99 S8 fdeld o |

> 34l YU & Paste g1 &I fdeids oY

SRe T Jifssiae &1 ufaey (Copy) ST

afe 3y BT CRE B 30T UST AT 3Tel e HCRTERH

qrEd B | 9 W A TRU A B qOY I B FOHDA

¥ P YE TYE UH oA ¥, A b SyElot 0 gER

oxdasl ¥ B R Aed 2| mmﬁﬁmm

(Application) & Y &I &R wdhd & | 9D ford:

5 ﬁmmaﬁmmg‘rwmﬁl

> Home ¢d & fdddd &N |

> Clipboard 3[u #, Copy W?ﬁﬁﬁ‘&iaﬁ’l

o wsrwswlaﬁﬂﬁms‘lﬂﬁmmwl
os???{qa%PasteaﬁginaaﬂTaﬁl

Paste Special A

Uﬁ{ﬂ?WW@Wstiﬁﬂmqmﬁdmlé‘rﬁﬁ

Ms-Excel @ @I gdl aifa a2 99 Sl & word H |

& @& foIY pasté special faded &1 HaNT €11 & |

> W UBd @ gIeT B B

> Cllpbaéggqm “Paste 9¢9 & fFdd &V |

> Pastespecial fided 31 fawd

STET fFe=piie § e &1 & I8 Uodl @, foraH
ﬁﬂ%@aﬁma‘rﬁél

. Microsoft word document object:- 39 fdwed ¥ SET Uh
dfeciae & wU H U B | I Oe fd ™ Ser |
TR B, dd CRT H PIs dqalld ol B Adhd, B IHBI
AMHR HH T RTET R Ghd & | GRS RS ISR B

el & foIU 39dT SHd 98! 8IaT & |

Narendra Publication’s Best Question Bank
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A= qieesherT

2. Formatted Text:- 39 fdded & 3MU el &I I BIRAC
H U Y 9hd @, ol 98 Source application (Sial |
MU= HT fBU o) 8, I9 B =/

3. Unformatted text:- 3@ fddeu ¥ e, 991 &g wivafeT
%Wﬁmé‘lm@wa@ﬁmaﬁzﬁ@mﬁ
(Format) &~ Ha&d ® |

s Picture:- sﬂﬁmmmmmmgﬁ/fﬂ‘aﬂ?m
W%Wﬁﬁwaﬂﬁzﬁmsﬁmﬁ) \

('

Paste as a hyperlink AN\

¥ fdey 9 WRe fHar war ser hyper"l“uril?'za W 3Tl z
(HR) T cmcwmldlélaggﬁufmmﬁﬂﬁ%%ﬁiﬁm
aﬁf&nﬂsﬁvméﬂ%yﬁ%ﬁa@aaﬁmw
FTDT W ST 2, oY FELAGERLET §1 59 Sae B

Y

ERfed ot de H afay 8 dae W right click ¥,
der “Edit Hyperlink’ @1 Wﬁﬁ?r Hyperlink &7 SRIGRT dfed
fears a1 2, SN B PUSRER WUE Ve IR HaHd 2|
BAWRIS® fHar AT STt ST T H R ST 7 |

Format pamter 7

ﬁ,a@%éy‘gﬁ;ﬁ@ mﬁr%mmﬁlmw%m

Narendra Publication’s Best Question Bank
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GRS kil

> Clipboard Ju @ Format Painter g5 &1 fdeid @& | afq
UH H WIGT eRe W BRART &R &1 8, dd o 9K
fretes o |

> O SR R BRART &A1 B, S9 fFodd o |

Narendra Publication’s Best Question Bank
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A= qfeashar

Umt -3

UHGH 98 @ Aol Hol & GaeT & IR H I8y
Explain about the Mail Merge facility of Ms-

Word. (Jan 19, May 19, Jan20) AL
SR — ﬁaﬂﬁimwaéaﬁagﬁqﬁqﬁgﬁ%ﬁ%msﬂ
gfaer # ¢ gl g8 IFHIRAT U WIS § GHAXGKIAS H
SN O HT 2| SR AU TH T T ] foRY aga
wﬁaﬁﬁmﬁ,WWWWﬂwﬁaﬁm
o gfaur gRT AT ¥ B Fad o | (\y}%
foy A A wot F <« ﬂmg’ﬁ‘r}

Main Document -ﬁﬁﬁifq@é g fe R O
a1 9 R 0 BT g7 SRRl SN BIg P oo 9gd
mﬁm%|mwaﬁwmﬁ(Main
document) &&T Il ?I%}ﬁ‘»g@ SXATIS Hel Hol Bl D
Ugel SR ST B |

Data File:- sﬂmﬁﬁw@wm%m‘rmwﬁ
%ﬁwm | o 59 A9 81 S9dT A, udl
mlwﬁ%docmﬁ?kmﬁaﬁrﬁ%lm

3 D oY | BT & ROTEH 8 Bie § Ud TbK
FHI A S 8, SN AW, Udl, BIF A, e 3R ' N
(Row) i, U T i &l e <iar 81 e o SeT
BISAHEANT B T ATYBT DI Gl AHGN ARy T8 a1 ISl
2| o el aafdg &1 W, gar, ¥ER enfe u’ies SHeRl &
yhR dl fhes (Field) ®8d 2| 8 flhee &1 el A B
e |
el 7ol g9 & fory 91 ugeT &1 wanT

Narendra Publication’s Best Question Bank
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A= qfeersher

Mailing 28 &1 fded &Y |
Start mail merge JU @& start mail merge g2 &I fdeid @V |
SYH H& qWIdSl @ forg 1 fdseu 2 |

5.

1. Letter :- afe &5 wa faf= =afdaal & do=m 8, 99 39
faweq &1 TR PN |

E-mail address :- i3 s—Ha a1 s—3a qﬁrﬂﬁw
2, d9 39 famed &1 TR BN |

envelops :- SET BIgd &1 SIET 3T alm ﬁ»‘fﬁ?rq% R
e &% 7, 99 39 fAeen &1 wam U N
Label :- Ife SCT BIgdl &I ST daqﬂ‘;mﬁrﬁ%m
g, 9 39 fadey &y By N )

normal word document :- I8 fJeheq Ietferﬁﬁm & FHH
81 BIdT B, WWW@W@W%I

LetterﬁmaﬁmﬁlamaGm@amam

=

0

Start mail merge fa®ed & ‘sélect recipients fadeu @
Wﬁ|wﬁwmm$meﬂﬂﬁmm
2 [Afe ugel & &) SIer Bigd 91 8, dd “Use existing list”
fdpeq &1 garg R ST WIsd HI gArd HN | IfQ Ul
IR SIeT Blgel ST &, a9 type new list fddeq I
Rietae g ) W “new address list “ &1 SN dfdd

ﬁ@ré*éwrt
ﬁsﬁsﬁwﬁ‘cﬁmm

ﬂmwma%%mnewentryaﬁaﬁﬁazﬁam
7 ghvE, 9 # e gafeiRa fres gwfar @1 9@ o g
fhes & srafda fhes @1 8T WHd 8, 9o sfod fhes

P Gile Hhd B |
fihog @) AvEAT 951 & folv “Customize columns” g+
U¥ o Y | 3MMUBI customize address list &1 ST

g few@rg < |

Narendra Publication’s Best Question Bank
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A= qfeesherT

=

0

O o0

O

=)
>

399 add gc 9 sftod fhos Sis| ofaF &g A1 <
flhes &I <M U® GHE sl 891 gy | d=m Sl fhes
8T 8, 99 fdeie &, delete &1 g+ et &N |

OK ge+ &1 et &N |

319 W@E‘\’WW g # ordr 8, ROrad sue

S ® IATAR g D HARAT Qe Gﬂ‘c’ﬁ 3| ELiL|
ok 92+ & fdeid & | -:-’ “"l\ N
mﬁawwwq&m?LWaw
eI$U &Y | I HIgel MS- accessq?l"\;fl?ﬁ@if%ﬁf g

write & insert fields 75~ iﬁ‘fﬁseh 'merge field ge @&
fdreT B | \/ (=

MU fhes @ A Rgard, W | T 9 sfed fres @1
ﬁaaﬁlmagmzﬁf\wg@mﬁmﬁm
<dl B | I8 A << >>§?¥W$a$€ﬁﬁ?§1‘ééﬁ%‘l
S Aol Hol @1 ufshar goi 81 Wil 8, 99 99 fihee & ™
& STE aRdfad W fawrg qar 2

s e A A fres, Fwa awS ST |
Qrevnew/(gé" lliq G2 prevuew result g1 @I fdddd &N |
Wiﬁ e @< finish 70 @ finish & merge des @
Wﬁsm—cﬁaﬁm%l

Edif individual document :- 3% 39 fddwey @1 fasid & %,
a9 UP RS B U siex qoiar oiar 21 39 faeid o @
91 THUE de ®F dF 9 Rere & v 39 79 e €, a8
gsdr B |

Print Document :- 39 fd®ey ¥ A9l fHd g W Rafe & forg
g¥dTaSl e B 2 |

Narendra Publication’s Best Question Bank
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A% IieaaherT

send e-mail address :- 39 fddey W w6l qwAS QU 8
7 U UR A O 2 |

2. #m W MU T GHA BI? AHl B DY fhye I WA
&Y B? ARy |
What do you mean by Macro? How , '._ you
create and use macro? Explain. (J
19) “Q
SR — I} 98 AT TR H BIS B ] ’ﬁ ’

™1 &8, 9
%mmmwﬁmﬁm
mmmm(style)ﬁﬁ @ |éﬂﬂ??€rga
fawer # qgadl €M & S wrge ¥, 3 case change o
TART 8 B Ghd AMS | AT A8 RS B A1 3ifeotde TR
Al AR H AT S Adar & AT

Tl FE-ds A1 (e @ HHIS
drr faden &1 wyg EaT B Al BHAR ®U A Fofdl 8| Ud aR
AR T G W GEATe i’-r” fBaT ST HHdT B | A
FT TN ERM FE A G UG WAGH FI B U I
%‘Iwaﬂqﬁ\cb q%dlq\ﬂﬁquﬂﬁcqm T 8, R T

PR G | HRID 'éFiF‘f & forg 1 ugr &1 warT &

> Macro faey &1 forTd &Y |

> Record macro U fd&wea &7 et & |

> Record macro &1 SIAFT s fewars <o | ey o
ge! 91 7|

Narendra Publication’s Best Question Bank



A% qiearsherd

1. Keyboard :- afe ARIH! PlEE | g™l & dd 39 g
R s BN |
2. Toolbars :- IS AHI ®I dea g7 H A fehifad
HAT Bl a9 39 fdeld Y |
afe keyboard fawea g1 8, 99 Q1 gl &1 | Y@l ® |
g8l W &1 e (ctrl A1 alt e & AT B geH) LY DN |
Ifd Tool fAdhed & AT & T4 AR UH SN
S 8EH  HBUR @ IR command  dia.

W | 1T et pY dur "l Sfua [
> 39 7B b fhar Rers g
> G fobar "y # @ 8

> §9d §U HIIB B @, »ﬁwqqasif

> R A ¥ T AL I B B WA B <
&N | |

> IR THIR H 9911 B 99 I9 g Bl fdoid o |

Narendra Publication’s Best Question Bank
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A= qfeashar

Unit 4

1. MS-Excel & g&7 v failad |
Write down the salient features of MS-Excel.
(May 19)

S — YFEe Ig fdemed BT a@m’m

(Organized) @Xa I@T Ol Gdhdl & Gh#

w4 H 8 A& B | 2
agaﬁﬁmﬁwwsﬂmmm\ 328nt3m'§ff%11

ﬁimm?ﬂaﬁ:cﬁwam%y %Gﬁmﬁ
THq U AMBE & STadT gjtwaﬁ
g8d §, wmmmﬁmmmél

1. SpreadSheet:- 391 TET ﬁ{r“‘:ﬁ‘\’ B A IR BIAH DI
ST A BTl B AR ReNd B 3w wHd B
2. Database :- 36%1 JART (List) ®1 GNfEE R Ghd © |
3. Chart :- sﬂ@@ﬁﬂma%am(@aph)wm%
ﬁﬂms@r 81 TvE W faweifia far o wepar 2|
NEGH B LA 3T 3T 37T ARE W B BRI | A
wﬁarar')g;s T ¥ IS g B8 B, o U A AT
ﬁﬁ\ﬁwﬁ?wwaﬂuﬁaﬁ?ﬁ%lﬁaﬁ?wmﬂzﬁsﬂ
@W@@Eﬁemélsﬁwwwa%w
MY ZHI Slel A= IHR I SUART § & 9ad & |
Bef¥e Jftqde I8 goid: Ub Hrger dffterae 8, form
BATS] & YHISICT BIET HRYSY H S[AAd) I IhS Bl
fageryur fbam Smar 8 | 399 ¥ 3R Bfaw B9 2, N e o
& Aol 9901 8, Ud adbdic H 98d 9 Ud B © | Udd A
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RS e

Uh Shls & WU H HF Bl & | TAS Jdd H SRe, Aidbs, I
S ST ST Hebell 8| SHH g & Ferdal o o ]
gypR &) iy, sy vad IiRered) M &R 9ad 8| 599
3PSl & AR W UTH 97 Sl Hhd & | 59 IIAPIT &I
o YA §S BR b SIel DI GURT & Ud faverfid
& & oIy gIar 2 | it & 1 faemor 2 /

1. Large data ragne :- adqE # Wil WSl @
8, 91d dBHYIC B IFMHR F8d W@W?IWWW
ﬁa@mmmamﬁumﬁﬁmw@
geT ST S ddhd 8 | aa#ﬁé/

2. Auto Recalculation :- f&fT g 3 a1 s Al
mwwmmﬁlwﬁg%mzﬁwﬁa
Wmaﬂmﬁluﬁﬁm%%mﬁqqmqmm%
T4 AP W B S A DSTIR GF B A P
qmaaw‘s‘ltmg‘m\ Févarmﬁwﬁaﬁmqa
@?ﬁaﬁzomg@ v QAT IR 9d H 89 gHFl
ﬂmmmlsslml%‘ﬁﬁomﬁlﬁﬁmﬁﬁa
HT A7 “20” ¥ 9gd B ¢ 40" B foAT B, d9 AftdhIH
w3 fe e ae o A, w99 & 99 50 B < |

¥ STl T T AT gF 7 HH A sfed

a. Graph% a%sﬁaﬁeﬁvﬁwa%maﬂwwmm

. |

netion - Brefie eiftarded o 9gd A gdfeRid wae
B 21 U8 Bee RS B B e A 8 2, o
average, minimum S&I1(< |

6. sorting and filtration :- a®3fie A Sl T SET B HHAG
fhar ST \war 81 T STl T Sl 9 9w sfed
SeT <9 Hahd B |

Narendra Publication’s Best Question Bank
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A= qfeashar

5. Ms-Excel # Cell @ Sheet @& Formatting @I
A |
Explain the formatting of cell and sheet in Ms-
Excel. (Jan 19, May 19)
IR — I AT qEHE BT wAoH (Formatting) &<+ ¢
TSl ¥ ST BT WA B B fod gl gREmY, s
Uh W Uh el AT U P AT YR dheic Hh s
whd 21 Home 29 @ Number U &1 W "‘i!'ff""l, nber FBR
@ SeT P [ & o &rar 8| S ‘,r
Rictae ®¥| 59 & aR faded 2| 7\

sfaRa Raret ElIEY q9 “More currency symbol” &I fdeid
@Y | 3mudl Formal Cell &1 Sriai dfaqd s <w, SaH
symbol feive frer Hx sod Rira Ricide & |

oﬂ AR iae ) SR B § We B @

I

o/ﬁ%aﬂma%m%%ﬂﬂﬁ“,”(comma)@aﬁ
BT 2 |

> g&H BT YANT 3 H ¥ fdg & 919 & 3 STel

& forg grar 2 |

> 3ifdH g9 &1 WA SIHAd HH B & foIg AT & |
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A= qieesherT

> s ofaRed T B BRE B B o7 ‘Number” 9

& W
fears <) san 4 faweu 2|

W fdgd H| “Format Cell” &1 SHGRT €l

> Format %= &I fdoid & |
> cell A®weg &1 fdeid Y| FormatCellzﬁth:mamaﬁm

R & fowm FrefoRad fawes 8

1. Number-wﬁmﬁmﬁmﬂaﬂmﬁ\tm
fafr=1 fawe B |

1)

2)

3)

4)

5)

General faseq & S Tl &l GRIT Formatbng% EH
mm%ﬁwmmém%ﬁ“mmﬁ
T 3R FERT BT A A A G |

Numberﬁmﬁmmmﬁuﬁaﬁﬁﬁéﬁlm
maaa#am%ﬁr’m‘&m%a‘samwﬁ%aw
JeRIHAS (Negative) 3iTHsr. B a8 § AT o

% (‘a

T8 gl Hmd%‘HQJTWOUWE‘\’WW%I

Currency -uﬁmaﬁwa‘»aﬁRs%@mg‘raﬁ
¥ Rs 78 g ¥ % Tadd 99 SRe ©U N
T, Ife AT BIS Currency &1 &g ST &1 a1 39
facrea @1 BUAT HR g 98 ¥R Currency & forg €|

Accoupting:, 341 WM%W% G 8l

ﬁm% bR ST & IATSTHS BT BIdT © |
Da’fe Tz RAdey IRNG THR & SIeT 7 TN N AT B,

/mﬁfﬁﬁrmzﬁwwwmél

6)

7

AMM/DD/YY, DD/MM/YY, Long Date gcife |

Time:- I8 fAdey 99y & Ao 4 wadd & @ ford
U BT B |

percentage :- 39 fAdded ¥ Far 39 ufaea # gl
ST & |
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L= qfeesherT

g Fraction:- 39 fddeu ¥ QA T FaR &I SES JAUd &
Fraction # Sfef ddhd 2| Afe Mg+ 60/40 Srefm &, 3R
3y =ed 2 f% 98 Ud e Fraction & w4 A &I, Sl &)
R M SR & FAFEIaR ®U H B, d 98 6/4 @y
ggd: mezﬁwmﬁﬁtﬁwml

9 Scientific:- $6 FAGT | W& SHS FAMICR 10 &
% wU A fe@rh 8| SaExer afe e 1209/8@\\1%551
g, A 98 S9 2/1 T 103 §9 HANSH A qq;ﬁi ?*‘dww
/12e+3 w4 ¥ fawrar 2| — /N \

10) Text:- ﬁaﬁqﬁwﬁmm@a@wzﬁmﬁ
oigfeld 81 Sffer 2 |

1) Special:- afe PIs ﬁ@ﬂ ST

!!!!!

12 Custom :- 39 ﬁaﬁqﬁ?ﬂuﬁ HH & STAR GIoH

2. Alignment -39 fad®eg # fm=faRad Sufdwed 7 |
1) Horizontals 396 fddeu ¥ T &1 3mel Alignment
D 2, o Adl B e @ geof A g 2|
ali< { ficreq & <eT @1 @eT Alignment T &%
Eﬁ%ﬁhﬁﬁ@aaﬁma‘»mﬁﬁgﬁﬁl
s)/FuF‘éwﬁav—oqaﬁmwamwwffm%l
4 ANrap text:- 579 Yaiel ¥ 213U BYd & 3R AR ST e
P e W wurer & o el 4R )G dE] 31 ofdl § |
JIfh1 31U ared &, & a8 ifaRed ser <7 @R 7 d
gU I @ 3R S 1 39 fAded &1 SuANT N |

%
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A= qfeersher

5) Shrink to fit:-af a8 fAweu @] RN a1 &g H SR
Il | 98 Asl oiral 8 | dfeds Ife ar SRe ergu fhar
8, 99 B9 TRE BT ATHR Bl & Il & |

6) Merge cell:-39 fd®ed ¥ T a1 IHA QT Ao B Uh
Tt A yafda &R Gad 2|

7) Orientation:- wﬁmﬁ@aaﬁﬁﬂfmﬁﬁwﬁw
HHd B |

3.Font-ﬁwﬁm$wmwmﬁmﬁ

9el A T | /) \

4. Border:- Uﬁ%ﬂaﬁmmﬁt’<maﬁﬁﬂmaﬁ
qIeR T B o 39 fAbey B SUINL WY | 3E deX B
AT BT 3, Wmﬁﬁ@aamwﬁ%l

5. Pattern:- mﬁmﬁaﬁwﬁqﬁmﬁgﬁaﬁmw
T 9&hd B | Vo\d\ﬂ

6. Protection:- sﬂﬁa’rmﬁmﬁéﬁl
1) locked:- Hf?:ﬁ?mf@fa ﬁ*Lockedmﬁm% ar 349

ﬁaﬁwﬁmmﬁﬁm%ﬁmw

Protect Worksheet faddwed =rg &3 W & AKild #

an?n%‘l \
‘@fazrﬁaﬁaawqwa’r

g

1>Rename~uﬁ.'aﬁ§a@zﬁq=ﬁa%ﬁ¢mmm‘\% |
/ﬁr\'?ﬁqu g1 SIET 8 | IUD! 3! kg W W & ford
ST 3T YR B STET T AT Me F Tl Ahd |
Afhd Uddh e BT A FId B GAE BIdT & ol
Sheet1,Sheet2 safe d9 S=H 3 &I AT Ygd=+ H
qR¥%e & Wl 8 | 39 ol Idd U B 9D SIET &
FJAR A < HHd ©| $HD [ Format ¥ & dfie
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A% IieeaaherT

fddey @I foers HXd Rename fddcy &1 fdFdd & | 3R
AT A ersY B | AT e 29 A e b AW W Use
farets R, TAT FAT ATH STSY BN |

2 Hide:- afq €reT 98d #eayul 2| 3R oy =red 2 & 31
9 3@| d S9 39 fdbeu ¥ e o1 9w (Hide) o
mﬁ%l

Al %l
4 Background:-39 fAdeu & ofic @) © VBN gqd
e
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A= qfeashar

Umt 5

AT yolcwd  Wifhad  Software | T UHSK 27
powerpoint software @ faf= faQwame &1 avls fiﬁﬁm
what do you understand by presentation ghaphics
software ? write various features of pOwérg
software

IR — Yoicyd Ul # g : IESIES
%mﬁmmmélmm’r
STl B W UP |l uelRia fear
STel goiceE & ol BIdr 81 yoic g

gl Ud q@d el S & fomeguapil 8y g ﬁ'c?m HT HART
iy, Whel TAMNS SIE & “&}-Ms-PowerPoint, Corel
Presentation, Lotus Freelante'graphics I ysicar s & |

1 goiced Uohe & fagmor &
nﬁ%mﬁzﬁﬁrﬁmzﬁaﬂ?ﬁaﬁﬁmgﬁmmﬁm
mﬁlmmﬁwmmém%lmﬁ

gd Toq BRI wWdferd a1 ggan gN1 AEfa gafia |\e
YOI §9T |dhd B | 3T Hoicwd (IRABRul) ds Hrofaey, 35
THUH TAg€ T TR R SdR 9dhd ® |

Uh goice faf=1 wirgel &1 9gg 8idl & | S9 9HEihl Uh

BIsel b ®©Y a1 O 2| wiiss I8 Udh JbR o Hoiesd A
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gfesharT

GEG
UGl & ®©U H HF &l o | o e, faa a1 A= srer &
HATSTE BT B |

yraRUTEe & A= gy 8

Wgs @ fAfi~ dmse :— urdRurse d faf= i+ osise
SUdel g, forgs gerar 9 shod s g9 = 81 Sirdl
2| 3MY B & AR FAgs oldSe A ﬁcbd%fiwwﬁ
SeT Bl & 41% 1SS dIR 8 Sl & |

H1 FAE — mw@zﬁmwmueﬁ*@%vﬁga
¥ readymade ¥ WIIGE SUGEl ¥ | 3EH A %ﬁiﬁ@
NIbeETe fSoge agd mﬁi@lwaﬁl J 5
ifbe &1 9T — w&%m@wﬁmm
wmﬂaﬂmélmmw,m?ﬂéﬁﬁmaﬁmﬁm
Wﬁuaﬁﬁaﬁa@w@;ﬁ&mﬁﬂwwﬁ%l
Afecfifed ucd — Wvﬁg\i@ﬁéﬁﬁwﬁmm
movuewmmmélwq‘\ma%mﬁmmm
Hed TR 3Rod @ wHE < Had |

TAsS UMHAYM — 39 UrdRulse @ elgs &l fAfa~ ufHHeH
U9 § 9dhd T, . SIead ¥ATgS I T a¥id | UK
Bl 2|

applyto@l/é:ﬁﬁgzﬁr Y g9ME, T Ao 3ife 3Y
Wﬁ’ﬂ?a wmwmmﬂaﬁﬁlmﬁm
meﬁ@ﬁamﬁﬁmmm%l

action button :- TERM dcd &I ASHAT I UoicI= I I1feIH
interactive ST ST Hahdl 2| TR dS< &I YINT Ahed
Yoice H 9gd SUARM & |
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RS e

6. Explain the following

a. Themes

b. handouts (May 19)

I — :Themes
Themes I8 a1 HATSH &I Th HHE aial o | forg # arsafH,
[ GAGH, B B USR Td dfTeolde & [ I
GHlelld BT €| waRuge WO 6w themes
SUciEl €| O U Pl AP WSS Wﬁ&jﬁaau‘g
Themes 9gd SUIRfl 8 2 | mm‘qﬁa@f@maﬂw
Ug g1l BIdT & | Themes w88 WR ARG & fou

sDesign 29 &I fdefd B /ﬁ‘ ‘%\}

sThemes 3u # fAfi= ThemeS,fewrs 3d & v+ 9

sRoq feseH ﬁaﬁwﬂ:ﬁm f&oes & forg eri

AR W @ faw w e Themes o i R

g f{}\\
o9 # & Sfa Themes &) Res @

AP MY TH BISA B 3ol AT TASS BT AT 37T
Themes @17 78! &R Hahd & |

4

Handouts A
free feam ST € | handout # =R AT ©: AT AT WIgS Bl Vb
ﬁaﬁ%ﬁrﬂm g | handout @1 WEIAT ¥ UIIBRUT Bl
%ﬁgtgf@’&ﬁmm%l handouts & TR®% wigs Bl 8,
difdhel ARIRUI: Fftha g¥Tal 81 S/l oAl 7, olfdd caRe &
U1 98 &1 @ Gd & | Od Pl UKIAIHY $SIC & HEgH 9
U1 &1, 99 handout &1 pdf BIgal H 91 & e-mail ERT AT
ST €| % handout § U@ wiss & AT IHD

&I Irafey 1 fordl Wil € | URIAIBRU & d1q 59 AERUd: g9
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L= qieesherT

ARt & far orar g o wfasr & afe smavawsar & ar
AT I @ FHdT 8 | Sfd Wb ¥ Sifee 81 a1 SEH
g8y i SIIUT 8, dd handout 3if&rs IUIT & Srdn
8| ®s IR fhdl wigs 9 wafd ser @Y handout H STl
SITaT B, T TrgH bl GHIET T 81 Wil # |
graRaTse # handout & &R+ & = @RoT B A
> View 29 &I faeid X | /
> master view Ju # Handout Masterﬁmﬁﬁmﬁﬁl
AMH TH Ao fw@rs 3, wﬁw;ﬁ[ﬁ»’m‘dﬂ?@?ﬁ
8T &1 9 SWR &I handout master@ e
fezarg <ar 2 | V4R
awﬁﬁﬁgﬁaaémﬁﬁa‘d«ﬁn‘\
sheader%ﬁ%%@ﬁﬁi}iﬁmﬂmm
afe | 3\: /(' -%.\4
> footeraﬁﬁgf%@ﬁ@a“@»ﬁ N~
> close mastervnewwwlﬁﬂfﬁﬁl
> handout &1 e &< & [ a_T & |
> File 47 & print fddwey &1 fdeid X |
> fire @1 SrgErT arew fawrg <, IEH “Print what” a1
uts” f Rictqe &x | T Ul # fhae wigs
%, 18 “slide per page” arRT # fAf¥ad &V |
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q4% gieaashere

Postgraduate Diploma in Computer Application
Semester-1
Dec-2018/Jan-2019
PC Package

unit -1

1(a)@vﬁmﬁwwm%?ﬁ%ﬁmmﬁmaﬁ

HHATRY |
What do you mean by accessorles ? Explam any
four accessories

IR — o9 U & Sk B foru Wqﬁ‘amﬂouestuon
bankﬂﬁ?ﬁ3269ﬂgﬁ?fﬂ363@l

1(b). 3T AT TR PHARE & DY G FHA 27
How can you protect your computer against
viruses ?

IR — 9 U & Sk @ foly -V UfeeTae Question bank
UGl . 61 i u‘sﬂps 3 QY |

r 4

areraror),
2(a) Hgld U9A D SUANT FA1SY
Explain the uses of Control Panel
SN — 39 U & Sk d [of¢ UST @, 10 AT U . 5

Y |
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TG% Tfedhere

2(b). SFUCY YHFTSIT | JAMUBT FT A 87
What do you mean by personalizing
desktop?

SN — 9 U9 & IR @ foly A% ufecdde Question bank

P UGl h. 42 TAT U . 8 o |

SIS 2
3(a) 3iffther AR e & Ty |
Describe office automation suit.
SN — 39 U & S} & oIl g inﬂm Question bank
P UGl h. 29 TAT U . 4 o |

3(b). RETE AT B wWEAGA m?nsv
Explain Paragray h setting in brief
SR -— 39 U9 & Sk & g UfedheF Question bank

& UGl . 306%@7{?5.5.3@1

31qqr/or

4(a). UH. UH. 98 H °d¢] ®9 9137 ol 87 edal UX
faff=7-3if LLEIRN
How td create tables in Ms-word? write

basic operations on a table
I L THHIT B Ik & o0 v UfeAdI Question bank

& ASI5h. 1 AT U . 11 o |
4(b).  Word % tfefeT wiod wwsmsy |

Describe editing features in word
IR — 3 U & Ik & oIy -7 Ufeeddh e Question bank

P Uol h. 35 AT U . 8 T |
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q4% gieaashere

SIS 3

5(a). TS ¥ Ad Hol B HHSSY

Describe Mail Merge in Word
I} — 39 U & Iak & v R ufedd 9= Question bank
& UG . 43 TAT U . 1 < |

5(b). fodY a8 sragdc ¥ My Uifhaw &Y g PNdI?
How can you import graphics. in “a word
document

IR — 39 U & Ik & oIy -vx YlRADeE Question bank

& UGl th. 58 AT U . 11 <4 | 4

6(a).  HPl Bl DY MG R A AT oI &7
How to Create and run'a Macro ?
SR — 39 U & Yok P [6U ¥5 UfeeThee Question bank

& UGl b, 44 TAT U . 2 & |
6.(b) THUH g @ fAPare & HHSNSY

Write the features of Ms-word
SR — g9 D’FIEF?}W & forv 7% ufeaid = Question bank

& Uohgh..26 GoIT U . 1 o |

ELAER]
7.(a) 7 \URd H $o IUARN BRI I GHSISY
| Explain some useful functions in Excel
IaN — 39 Y9 & IR & feflU I+ UfeAdh [ Question bank
& USl FeR 86 o |

7(b). TS ¥ A fANTS B GHSNSY
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q4% gieaasher

Explain chart wizard in Excel
SN — 9 U39 & S} B folv wRw% ufedd 9 Question bank

@ UGl . 102 dAT U ®. 8(a) < |

31erdr/or
8(a) TR @ A= eRIET B &) 9Hssy
Describe various formatting features of

Excel _
I — 39 U & Sy & folv A= ufesidh3FQuestion bank

@ UGSl . 54 AT U . 5 9 |
8(b) Wl ol IUD Hel qedl B GHIEY

Explain spreadsheet and its basics

IR —
gPIS 5 N ©
9(a) Twigs @ GHSY BRI S9a A~ o1 & A
qHSISY
Explain slides and its different views
IR — 39 U9 & Ik & folu 7 ufedd = Question bank
B UGl . 81 AU . 9 T |

'
arerdr
10. ~ _f&<r Uoicym d uf@ee aenm gioliee uWmal @f
DY SYANT A 87

How to use animation and transition effects

in presentation
IcN — 39 U & Sk & [olU Fv+g Ufealdh 99 Question bank

P Ul h. 73 IAT U . 8 < |
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q4% gieashere

Postgraduate Diploma in Computer Application
Semester-1
PC Package
May- June 2019
Unit1 :
1.(a) 9 At § MY T GEE 87 ﬂ’rarmﬁﬁwé
qHATRY

What do you mean by mail merge? explam

in detail with example
I — 39 U3 @ SN B foU g uf"s?ia%?ﬁ Question
bank & UGS @ 43 TAT Y . 1%{31 S

1(b). ﬁwﬁmwmﬁﬁmﬂw

Write short note’ On the following

1. Taskbar
. Screensaver
3. Recycle bin

I i—

Taskbar:- g9 ’Er-‘ﬂ Sk & ot s ufedd e Question
bank & UGh/6 8T U . 2 I |

ScreenSaver -39 YT B SRk B AU TR ufetd e
Queg,non,_bank & Uol h. 90 TAT U . 2(b) < |
Recycle bin :- 39 U3H & SwR & fou R ufeaade
Question bank @& UGl . 19 TAT U %, 12 o4 |

Or
2(a).TAYd g8 @ J& fAPmag fawr | 9Hsisy
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q4% gieaashere

Write the main features of MS Word and explain
in detail
IN i— 9 U Sk B folv  FRwg Ufeddh 3 Question
bank UST @& .26 T U %. 1 o |

2(b).fFr=fafRaa &1 dféra d wwsmsU

Explain the following in brief

1. Search engine

2. URL
J¥— Search Engine:- 39 U3 & S} @ [ol0 “ =
qfecdh 99 Question bank @ UST .. 24 T 9] $.15 <4 |
URL:

Unit 2 . 5

3.(a) UHYH TS H < IRl d @ ufhar @
Explain in detail working with tables in MS
Word

I— 39 U,& Sk & folU  -IN=% Ufeetdh99 Question bank

ﬁmzﬁ',a%ma‘mujﬂai 11 <9 |

3(b).Tgd. g€ F RUTe 3R US wiAfeT B THSY
Explain_paragraph and page formatting in MS
Word

I— 9 U B IRk & folv  IR+g UfesTdhe9 Question bank

Ul . P 30 AT U3 . 5 Q4 |

Or
4(a).fFr=ferRga v wféra fewofy ferRay
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q4% gieaashere

Write short notes on the following

1. Format painter

2. Wizard
Jciv—Format painter:- 39 U3 & SaRk & [l R
gfedth 99 Question bank & UGl . 36 AT U4 . 8 o |
Wizard:- :-

4b).THuE ds # <cgd fAEfor &\ @ & qr 87
qHEATGUY
What are the different ways to create a table in
MS Word /

Jv— g9 U & IaN D foru % GfeeTeh eI Question bank

@ UGl .. 41 AT U9 %. 11 a6

N

Unit 3
5(a).THTH IS @ Ui vsdig faivarei & ferRay
Write five advanced features of MS Word
IaN — 39 U9 & Ik & oIy % UfetdhI Question
bank & UST . 401 7T U %. 3 (a) TW |
' AA
5(b). TR, 4 H - W giET fRwag & s%

What are all drawing feature in MS Word?
explain them

JI— 39 U & Sk @ v «R=g ufesth3= Question bank
@ UGl . 91 TAT U . 7 o |
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q4% Iieeshere

Or

6(a).THTH I8 AfeiT dde Ud T9eld DY §HIY Ol Thd 87
How to create a mailing label and envelopes in
MS Word

JR— 39 U & Sk & fIU  -v= ufeetde Questioh bank

USl . 53 9AT U . 7 o |

6(b). Fr=faRaa ux wfvw fewelr farfay

write short notes on the following

1.  Macros in MS Word

2. Templates
BIR— ,
Macros in MS Word:- 39 U3 & Sa-d oy ¥ ufeddh e
Question bank @ UGl h. 44 F&T HIT b, 2 T |
Templates:- S U9 & I@X &, oy -v=% Ufedd 9= Question
bank & UST . 56 AT U b. 6 ad |

Unit 4

7(a).T9 T4, @@7 ¥ A wEfeT Rdcy Sucter & 9=
HHSIEY
Explain various cell formatting options available
inMS Excel

TAGAESHYIT & IR @ foly = Ufeetd 9 Question bank

@ UGl . 54 dAT YT . 5 9 |

7(b).THH UaEd 31 g fARivag ud Hmg farfkay
Write the main feature and limitations of MS
Excel
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q4% gieaashere

I— 89 U9 & SN b folv "IN+ ufestdh3< Question bank
P Ul . 52 AT U9 . 1 o |

or
8(a).UH TH Uqid # fa=feRaa & |wsnsy

Explain the following in MS Excel

1. Chart wizard

2. Workbook and Worksheet
Sai—Chart Wizard:-g9 U340 @ Sk & gl < afeid e
Question bank @ UG . 102 AT U 25.8(3); o |
Workbook and Worksheet:- 39 U3 & SR @ folU Rwg
ufeTdh 29 Question bank @ UGl . 61,470 U¥ .10 T |

8(a).vHYH Uadel ¥ ffeilRad $a¥F-dl Gy
Explain the following functions in MS Excel
1. mod()
2. product()
3. Max ()
4. sum()
5. and()
II— S U ?f}lik_vl? @ forv -v=s ufeTd a9 Question bank
® Ul P 83 < |

Units

9(a) THYUE UIaR@ISC MuicyE @l fhaw YR A 91 Gdhd
87 WHSISY
How many ways can we create a presentation in
MS PowerPoint
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GEG- IR Ca iG]

I— 39 U & Sy @ folv  ¥v=g Ufeetdh99 Question bank
P UGl % 87 o |

9(b) THTH UaR@rge Yoleyd ¥ A= yarR @& @ &1
fawR gda quig @iy

Explain in detail various type of chart in MS
PowerPoint
I— 39 U9 & Sk @ oIy -+ Ufealdb 9 Questlon bank
@ UGl . 103 AT U9 . 8(a) < |
or
10(a) for=foRaa w GRra fewdh fafey

Write short notes on the following

1. Deleting and copying of slides

2. Handout master.’ )
Ii— Deleting and copying of.Slides:- Ik & foly =
UfesTe Question bank @ WGl #, 72 TAT UL . 7 T |
Handout Master:- 39 U949 & 9k & iU -v=s Ufeidp o
Question bank & UGl . 71 TAT U %. 6 o |

10(b). fdll Soices # oM aenm gioieE wE &t
How to use animation and transition effect in a

presentatlon
JETH U B I & [olU g Ufeatdh 99 Question bank
P UG h. 72 OAT U . 8 T |
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q4% gieaashere

Postgraduate Diploma in Computer Application
Semester-1
PC Package
Dec:-2019/Jan-2020
Unit -1

1. wﬁ%u@wﬁﬁmﬁ%aﬁvﬁuﬁm

Briefly explain the following in context’wuth MS
Word

a) Auto formatting

b) Print Preview

c) Textalignment

d) Page view '

— Auto formatting:- 3@ UF{ EE\BFR & for e
qﬁcﬂm Question bank @& U $.42-T2IT U3 . 10 W |
Print Preview:- 39 U39 @& S&R ® faU = Ufedd e
Question bank @ UG .28 T U . 3 o |
Text Alignment.- 39 U3 @ IR @ [0 s ufedd 9
Question bank @ UsT & . 32 dAT U9 . 5 T4 |
Page view:-s9U% @ Sk & folu R=s ufed® e Question
bank @ US/h./49-0T U . 6 QY |
Or ‘ » :
2(a)ma@‘ﬁﬁﬂﬁmﬁw$s‘lﬁ§? fawr ¥ auiF

HITY

How many types of menus are there in MS
Word? describe them in detail
I— 39 U & Sk & folv =g ufesth 3= Question bank

@ Ul . 32 dAT U . 4 o |
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2(b).vHgy 98 @ & fadman] fafeay ud fawar |
LEEIEN
Write the main features of MS Word and explain
in detail
IIE—39 U & Ik & folU X% Ufeid e Question bank
® UST . 26 AT U . 1 o |

Unit 2

3(a).vAvH g ¥ AfTT dA9er 3R T HY g 27
LEEIENY .
How to create a mailing labels. and envelopes in
MS Word? Explain ~

IT— 39 U9 & IaRk & g’ = ufesid e« Question bank

& UGl . 97 TAT U . 6(a)c

3(a).9S AR 91 87 THYH a3 @ g faRwami @
IqrExvl died aHsgy
What is word processing? Explain the main
features of MIS Word with example

Sl=—8 W8 & Sk & forv = ufed®e Question bank

& UG #h. 26 AT U . 1 W |

Or

4. f=fafed ox wfow fewfl fofay
Write short notes on the following
a) Multiple column
b) page layout
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c) Header and Footer

d) Tab and indents

e) Spelling check
I:—Multiple column:- 89 U934 @ Ik & folv -v==
qfecid e Question bank @ UST .48 T U . 5 G |
Page Layout:- 9 U3 & Ik & U = Ufeddherg
Question bank & UGl . 37 TAT U . 9 Q@ |
Header and footer:- S U3 & SR & folU & Yfeelb e
Question bank @ UGl . 46 TAT U3 H.4GY |
Spelling check:- 9 U & I} & folt AR Ufectdh e
Question bank & UG .51 AT U3 . 6 I

Unit 3
5(a). 9@l 3R qhgd GRF\’ T PIfoTg

Distinguish between worksheet and workbook
IaI— 9 U & Sar nfordy, s ufedd e Question bank
® UST .. 81 AT U . 8 < |

5(a).g®eiic d A~ @ o &I AR | F91sy

Explain the different views in worksheet in detail
IC—-5H UgT & Sk & folU -IN=g Ufecid 39 Question bank
& Ul #h., 61 TAT U . 10 < |

Or

6. MS-Excel # fr=feifaa ur wfdra fewoft faRRay
Write short notes on the following in MS Excel
a) Column freezing
b) Resizing row and column
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c¢) Hiding and merging

d) Template
Ii—Column freezing:- 39 U3 & SR & foll N
gfedd® 99 Question bank @ UST . 64 T=IT U9 . 10 oY |
Resizing row and column:- 38 U3 & Sak & folu =
qfectdh 9= Question bank & UGl . 54 TIT U9 . 5 Q.
Hiding and merging:- 3% U¥ & Yk & o0 "R AfcefbgrT
Question bank @ UG . 62 TAT U9 . 11 o |
Template:- 39 U & SR & ol R Uﬁiﬂ?‘i&ﬁ Question
bank & UGl . 56 AT U . 6 Q& |

Unit 4
7(a)mﬁmﬁﬁﬁ?m%ﬁﬁ?mm
fowr § 9Hsngy y
How will you filter a database? Explain with
detail with example.
Jc— T9 U @ I B fol0 R+ Ufed e Question bank
& UGl . eea‘mwzﬁ 13 < |

7(b)w¥—nmwﬁ$ﬁamw%aww

Dafferentlate between formula and function with
example
T 39 U & Sk & fofv R+ ufedtdh e[ Question bank
@ UGl . 82 TAT U . 8 < |

Or
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8(a). a1 »Y §9I¢ W 87 UH U9 Udid H fafi= uar
@ el B FHSZY
How to create chart? Explain the different types

of charts in MS Excel
Ie— 59 U & SN & folv -+ Ufeidh e Question bank

P UST h. 72 IAT U . 4 < |

8(b).Tv9 TH Ta¥d # d QU Y BaRE B GHSIST
Explain the following function in MS.Excel
a) LEN()
b) average()
c) mod()
d) product()
JR— 39 U & SR & (ol WWW Question bank
& UGl .86 QW |

Unit 5
9(a).uraR@Ige wWigsS H Al 3R HIYUS SC A B &
forfag

Write the stéps to insert movie and sound in
PowerPoint slide
JC—#34 UeH & SaiX & U A% ufesTdhe= Question bank

& YOl By, 71 OAT U . 7 < |

9(b).THTH UrR@Ise & fAff=1 ol & THSIST
Explain the different views of MS PowerPoint
slide
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J— 9 U & Iy b [l N+ Ufesid2F Question bank
& UGl .. 93 T U9 %. 10(a) <9 |
Or

10(a). UHUH UraR@Isc Yoicy & fAffa ik Sa#
BN-X DY BY Ghd &
How can you create and manipulate a
presentation in powerpoint
J— 9 U9 & S} & folv A= W Question bank
@ UGl .69 TAT U¥H H. 5 o |

10(b). mmﬁﬁmﬁﬂf@awmw
ferRag
Write short notes on the following in
PowerPoint
a) Slide show ,
b) Design template
c) Animations
Jc— B9 UT/% SiX & foly ¥+ ufestb = Question bank
& ST 2. 72,49Uf U§H. b, 8 < |

»
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