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qes gfedasere

Umt 1

fAsr 8.1 @ fAgvamR @« fAar 9§ awusngv

Explain Features of Windows 8.1 in detail
37U

MS-windows & faf=1 fadivart & Ir 4 ¥a159 |
Explain various features of Ms-windows.

IR — Windows — 8.1 @1 faeiyany

fder 81 # sgadl 93 ghauw € w13 2| gEH A g
faant &:

Clear type :- window 8.1 #H clear type subpixel rendering
gfaem ST 8, fad LCD #iFIeY # eRe & Bie 3fftid Arh
Uq we fewrs d 21 gud g8 g CRT y&R & Hilex H
Al B &l 8, oifbd LCD bR & Ai-ilex H 3iftd aedr |
feagd 2|

Start Menu - 30 ¥R H Y UHR &1 Start H=g STell 1T
2, Rrad garsdl o d aR— R WA @R @ 7, S99 9N
g fdets | drel fbar S wahdr g1 S 3iftedheE aR—4R
YN Bl Y@ B, 98 QAfteded dE Start ®hF & & e #
T O & | Start &I 73 TR ¥ fousd e 8, o s9
A3 & A1 81 touch screen H I M | GANT fhar o
d |, o998 desktop WX FHH IAMIDMAE WEd B | Ol AfADBIA
JR—gR TANT & W@ &, S= fdel W &l start ©HHF # gfAT & |
Start screen @ HUY P AR user & A Ud IHBI TG
ST ST B |

Smart search :- 38 WU # ®HwEeR # dufed fafa=
AADLH, BT, BleeX Bl ol A @o &I Jfaer 8| 38D
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qvs gfeasere

sifaRad “bing” d SoI9 & HEIH | IiHelsd Sl @io- &l
A1 9ga aresl gfdem Suaer 3 |

Auto play :- Removable media 51 Compact disk, Pen drive
e ST Hex ¥ WISl Sl &, 79 ISt S°d gchl bl Q@
2, Ife 39X picture, movie 3Nfe ®Izel 8, d9 fdsr w@adl sS4
HISEAl B TAM B fordl MaeId URITH aTe] B al & |
Windows firewall :- I8 gfaem €l &l sexc | 8H drd
IRRE & BHel 9 9917 @ oy YART BT & | BRRAld sl
WY BRI |Al 2| BRRAA I8 Udh WUH 8, Sl 3MUH!
SIS B W Fedd ¥ G & T B | ach 9§ q8l e
I8 TF BT B |

Protections of files :- windows 8.1 # NTFS U®R & HIsel
JuTTell 9N Bl 7, Sif FAT-32 6R & ®isd 9 3if¥e griard
2| 9o SifaRad J RiveH wigdl &l fHdl iftadea g
fhy & 9T 89 | 99 ordn 7, e Ried wigel gRied
& B |

Fast Boot,Logon Logoff:- fdsI 8.1 e Rred ARmRum:
30 ¥wHve H =l B! B, Gl R WU ¥ 98d HH FHI H
drS BT 8 S¥ a8 U user 9 X user R oM & forg o1
98 HH GHY S B |

Application Compatibility: - S 3ifteide« Window-95 3ifuRfeT
Rived va 99d M & GBI H Fed o, a8 91 sifteradeH
S WRUT H T Hhd | 39 H WNTEA Bl SiftAdh e
AiTcdiR &g U 99! ol Suae ® |

Media features :- fdel vaq @ # #Aifean wzai & forw agadl
gfaamg sirel 8, 99 Windows Media Player, Windows Movie
Maker, Windows Media Center, Windows Media Encoder,
3R Windows Media anfe siflgaew & <1 faf= #ifsar
BIgEl bl Al B, ITH dGald HA 3MMfe H HeH 7 |
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qes gfedasere

3. Ms-windows 9= Suael fafi=1 TS @ IR #
qai=y |
Explain various accessories available in ms-
windows. (May19,Jan 20)
31ydT
TS © e @r Py 27 5 ar g
B! GHSISY
What do you mean by Accessories ? Exaplain
any Four Accessories

SR — fds1 3 ggawl ydfeiNig gfaurd 8, S= accessories
el ofrar 2 | e e gliumd el sitmfeT Rivew # 2,
Calculator

S WRIRY dodheic? T deld dHodgelex aidl o | o
Wﬂmﬁmmmﬁﬁmm%lww
Accessories fade # fierar 21

MY dodelc H 0 9§ 9 ddb 3 dAT Wel R Hfuvex
B B |

Scientific Calculator # &¥a derr Sifed Q1 UbR & Tofidi
N B Whd = | scientific calculator @re] WA @ oy
“view” 59 # “Scientific” fdeey Rictae & |

Note Pad

I8 Jden udl a8 AR & dRA @ gidem <dr 7| I
qEg e forger Bl Al @IS Aftade  HitedaR @l
JAMALIHAT 8! &, 39 AfADYH H Ig FH 3MAF F B Fabdl
2| I8 gfaem Accessories fA@en ¥ fwrs <ar 8| 399 w1sd
T ¥adhd 2, IU save PR dhd @l SIET dI FB M db
BHC H GHd B 99 IE WIUCIIR dle] HRd &, a9 ds
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qvg gfedaserd

ArER & Rep1 fearg <<t 8 | Rorad A 218U &A1 dre], o

Adbd o | I SRS &I Bie JMHR, [N g5l 8l dl 99 <l

IR ¥ wddfdd & Gohd 81 3EH AJwE b fafdy vengHe

(Left, Right, Center) @ \&d &| 380 &, dUl, IR B!

gfaem | s9A g5 T WIsd H Save, Print @R Hdhd B |

$99 ufd #9 8d 8, File, Edit, Format, View, Td Help | 3%

gAY TS BISA &1 Taedd Txt 81T 8, 39 UPR & BISd &l

JTHR BT BIdT & | Flcts H BIsd Id & B forv

> File 79 @ f¥eid ¥ |

> Save As fa®eu &I fadeid &Y | Save As &T SIART diad
fewrs <, wigd &1 sfod 9 T8y & | Save de &I
fra® B |

WA e U fb wisd @iem @ ferg

> File ¥ @1 @ @ |

> Open A&y & fdad &| Open &1 AT dfdd
g <o &1

> sfed wEd &1 9W fYedde H¥| Open 924 &1 fda®w
P |

dicte @I §8 Bl & oy File #9 & Close fadeu &l faeid

P |

Wordpad

Jete I8 fdsr sifmfeT RRed &1 Wy &1 g8 URER GiiediR

8, 39 ¥ U WIMA WM @ 9gd W gy Sude & |

SUH Y TRE P BRART B IdHd =, SWdel H 3Iileoide

S 9hd g, e e < &R s e &R wad B 39

AqTe], B B forv

> Start 9¢7 &I fdoid B |

> Wordpad fa®eu &I fads v |
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> TEH W @I AR A= 29 ax) Bd B, UAd g B
fdeTp ®¥ 9 SUD 3ey » fAdoeuy fewrs < &1 word
pad # 9 file, Home, view, <g 8| <9 & 9 SuU&
fdmey yelRia 80 7| 39a 9 &g ®hE Bl B, o
gRAfe SIeT 28U fHAT S 9adr 81 39 edit area &8l
ST 8, 39 &3 H Ol ¢ Y TI8U &g 8, Ud BiHc
B & g8 ST ST 2 | ST oY 39 &9 H

fe@rg adn
g, o4 e grar 8|
N @R
fder —8.1 g8 #AecHifean & iffe Reed 81 [’H

4 gga A gfaent 21 s Wave, Midi BIS@l &1 el ad 2 |
94 Video Cd 3@ Hadhd &, Mp3 BRFC & T Y9 ddhd @ |
& sifafRaa Reaffeén qer Aifsat EifeT & dad z |

O 8 9IS] STeid @ d9 €] 9ol 81 Wil 7, Afe FE) 'l @ o
fder & Mf$ar wieR fAwed 31 =1l &N S, f& Entertainment
fawea # 8| 921 Open fadeu ¥ ®IZd &I Rielde & |
Entertainment T¥g # %1 &M & Gad @

Media Player :- T4 a1 fideR S didiae %6 § STl 8, 9=
AT wigR A G I <@l S ¥dhal & | window media
player I @Te) ¥ & 915 1 whIA fawrg <ol &1 397 W

Sl movie 3T dTe], H &, a8 TuiE o &1 9 @ aiR geH
gt 8, a8 = a1 gl &1 i a1 fs fhar S owdar 2
I9d d19] H sound FT Hgidl BT 8| BhIF & Q§ dG Uh
pane BT &, foraH WM # 3 drell WIfSAT ®Isd & !
gulg ol B fdst xp d @i ot ver @ Afsar wige
FHraffad gl 2 |
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qvs gfedaserd

A8 WIgd dle] B & oy File A=) & open faddwey &1 Riciae
H, IUT gfeed HSHT Bsd & Rielde & |

Sc¥Ie | BIg HIRAT BIsd ga & oy open url fdweq @i
Rielde &, qAT dgd1SE BT UdT STed |

3T HIfSTT WIdR H sfead W+l &1 YAl a1 &R IS4 b 9 &
1Y g B Ghd 7, TA7 I8 U $ 918 gOR 39 dvg § Il
HHd 2| 37 A BI Playlist H&1 a1 2 | 39 UbR 6
playlist g1 & for gfRea 1 &1 g9 o file & open fawey
A UF ¥ IAeF 3od Bigd Riclde & ( UH | JFH Bsa
Ricide &1 & o1y shift a1 ctrl 927 &1 YIFT HY | ) 98 G
HIgel Q¢ ax% & panel # fe@rs il 21 39 file 7= &
“Save Now Playing List as...” [d®cu &1 fdeid &, Bigafene
&1 ST e fRwrs <, Suw. sfeed 1w <gy #v | 39
WISl &I extension “.wpl” BIdT & |

39 AfafRa 3 e MR @sR ¥ ArIskl Y 997 9ad &,
SR U FHF BIgell &) Udh Wi @ Ghd © | IR0 B
oIy emue! IAdh RIS B WIgel Yo AT &A1 &, YR 1
B Udh A AT & 39 [ file #=Y @ add to library fddeu
HT TART B Fhd 2 |

view #g &1 JAFT EhIF & A= gcd 90 a1 3ge oA &
ferq grem 2 |

play %= &1 WA sfeed T GAH, AT WA G H A AT
SFTEAT T g+ 3Nfe & fofg & 2,
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qeg gfeased

Umt 2

MS-Word @1 &7 word processor & Ul @I
HHEATSY

What is ms-word? Explain the properties of word
processor (May19, Jan 20)

31T

v G 9T 87 UH TH g9 @) [afa—~ f[AeedaRi o
AT DY

What is word processing ? explain various
features of ms-word (june 16)

Iy — MS-Word

Ug Uh el v Haeidh )Word Processor( T ®, Sl
ms-office & 3l AT & | SHH AR HHITAGT TF A AR
HYul fhare &9 |ehd & | S0 TS TIZY BRAT, HAIST BT,
e @e sofe gfurd €1 98 §91¢ SIS Bl
AR H |l VAN &R Adhd 8| MU FHA &1 WANT BN
GWITAS] Bl U HRIEY A AN HFYeR H A9 Adhd & | g9d
R A & Y A wumel! BT WANT fRar g, dfd EdR,
shortcut key 3rfe & M 3y sfRod & gof &% daa &1 59
&1 HRAT 980 8 WA & | 397 91 FHHIvS AT fddheu 98d €
el Uil wNT # @A 8, open, print, spell and Grammar
anfe | ada= MS-Worddad 21ffie YarT &+ drell word
processor U & |

CERCIRIRSK

e URIOR I8 g AEd Ud UaEld BT HBIF dRdl & | I8 Uh
FYSR AfABYA 7, Sl 3fBd A&l BT T8U HRE1, GIR B,
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qvs gfedasere

BRAC &AL, Tl GURAT d e &1 gaIfQ & wdl
2| Ugal 3T de WINER dUeddR BId o oY wordstar, word
perfect 3Nfe <ifdse o= H I8 TS 3iifhd Ul & fdid el
S 8, o MS-Word(Ms-office w1 @1 fgwar 8) Lotus Word
Pro (Louts SmartSuit d&sr & f2war €1 ) g9 ¥4 § MS-Word
TE FEd IMfeH AN BF aTeAT TS AT Ubol & | a8 W
o & e faengor &

2.

4,

- Word wrapping - 9 gfdar # WdIdhdl Wi CaRe Cigy

HRAT 8 Ud SR 13 & 3fd H Ugadl 2, dd ds WaER 99
Wy f& quR oET # S <ar ¥ 39 fou wanwdal @

enter 9e TG USal ¥ a¢ SRR daw ¥ gy R
SRS, WY P ARG & d1g H WS &Y ol 2 |

Editing :- g8 WX Ul § g9 T SxddS H ST 9
geolid Ud YuR fBar ST Gohdr 8, qAT 399 QR oAl
T8I et 2| SeEu & fag oo 09§ @Iy uF forar g,
qAr el H gu YR BRI 8 99 guEl el el g
femE <t €1 afT dEr d 99N T gwae § QR
foram g sift gxarast R e giar &)

Text Formatting -mﬁw:‘qwﬂ—mwmw

A
2 /3

Find and replace :- 98 WOR d |yvl qwdrdel # f&il U@
sfed o & & fdee R @ISl ol 961 | @i §¢
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qvs gfedashere

¥ Bl U fdelh g1 difsd ek W goll Sl Hhell & | &
qwiael § g8 gfawr 9gd Ayl @ |

5. Spell Check - g€ WIER # g9V T SIS &I dd+il Ud
ATHROT Sid b S ebell 8, TAUT S° AT | GERT S
Gl & |

6. Printing :- 991¢ T TXITIS B Ud & @& 9 3(ed 0
foe fbar S waar €1 U Ue U b gRed gfedi O
TR Hhd B |

7. Mail Marge - 39 g § & & uF & Uh W 3qP®
AT & AH & AT Siie B e B dE6d B |

sd AfcRia megfie 9 Urar Uasi # word count, Cross-

reference, Page number Table of content scd1fa {faeny & |

11. fo=1 o fRwoft faRay

Write notes on (May19,Jan 20)

a. Creating table

b. Insert Table

c. Draw Table
Iak — Creating table :- 9% I 3MU &9l § <4 & gNI
Qe dI 2dcl & ©Y H W@ Fhd 2 | oAbl I8 dgd gfdbel HH
2| 2§ W o9d 991 &1 B AT Ud Sifce BT & ¢4 gRI
g A e H Afe TR dST BIAT §, 94 I8 BIAH ® dI8x
ST 8| P UHUE a8 & 2d¢l [ddbed gRT I8 HIH AT 9
TR dHd & | TI0E g8 H <A I R IEH HA B 98d
& AT B | 29l BT UAP didd Uh 3T SIS B 8 | 29
& Udh 19 Bl 3T BT & Wdhd & AT G Bl 3 HIRAC
TR FHd 2| TATH g8 # 3MMU OXel <dal | I 3T dIele
& Pl B Siicd <dcdl AT I 97 Whd & TATH a8 H
991 gY <dd P A A WA fhar S Hdar @, smdR H
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qes qfedaserd

gead fhar S aear 8, 1% # ufafda fear S awar g den

FB G Tforfa 7o off B S w2 |

ge ¥ Row 3R Column & STTHHRNI SHR gl §41 Hhd & |

AR IHD d1C IEH VT STl Webdl & A1 fR 29 | 991 U

SRT PI 9] H 98c] Gdhd & | edal 991 B ol

> Insert 2§ &I fodd & |

> Table 70 & W &I fdcdd o |

> 3G ATbR died & dfgay fe@rs <ar 2|

> SEY IS AIBR didd bidd &1 yfafafica &xd 8, d2m @S
ArpR dfd Row &1 ufafFfded & g | 3ed Row 3R
Column Rigide & | S—oid 3110 drpR died Rielde &
g, 99 B ewdraol ¥ Sdd 99d Ol § | JEl U aR <de
g9 & 91¢ W ISP A 3R BietH H g5a1d PN Hhd o |

> gud 3MfdRad v gl # 19 Insert Table, Draw Table a1
Quick Table fAdeg & i Saet 94T Fhd 2 |

Insert Table

9 fAded ¥ MY GHMIGR e 997 Thd o | SUH Oovd B

AR Column 3R Row &1 W& 9aTT UsSdl & | 39 fofy

> Insert 29 &I i &Y |

> Table U @ Table VI &I fdeid &N |

> Insert table fd@cy &1 fdd &Y | insert table &1 ST
§feg fa@rs <ar 2 |

g8 sfeod Column &) GRT Bl BicTH e i H STl aT

feod row @) G&IT BT A SRS diRd H STl JU! I P GRAT

S 31U 29 BT g gad ofd 8, 99 ded Sl 8 |

sqd Ard Auto fit & o9 fawed 2|
1.Fixed Column Width :- If¢ 39 fdweg &1 Riclde &a 2,
d9 <91 & G BicH B dIels TP FaE I & | $9d

dfd | dfed & drels Slel | Ife 399 Auto fAded &1
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GRS | ke

gl fbar 8 99 dfa® &) diels I8 Ul & JMBR Td
Bl &) der 3 HuifRa gt 2 |
2Auto Fit to content : Ife 39 fAdwed &1 IrT fhar g @
HiTH P drele IGH STl T TRT & AR W I Bl
=
3.Auto Fit to window :- 39 fd@&cu 9 2ad &1 WYl dISE I8
U @ 3MBR P 8l 2 |
Remember dimension for new table :- Ife 59 d® dfRT &I
el Y& B, G4 M & 29 § W) 39 el b GHIA dieH Ud
A BT GRAT I B |
af g\l & I F & 915 Ok g9 &l fdedd &Y |
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qeg gfeased

Umt -3

THUH 98 @ Hol Hol & AANdRl @ I8 ¥ JHSISy

Explain mail merge facility of ms-word (May19,

Jan 20,)

CRE]

Mail merge @ faff=1 srqaal & uRaiffg @Y

define the different components of mail

merge (Jan 17)
SR — AGHSl UH U9 g8 &I 98d Ascqul gfaem 2| 39
gﬁwﬁmgﬁﬁmmmﬂaﬁwmﬁ

oAl B O MU U UF &9 I® 8 o 98gad

zaﬁau‘raﬁm% S 4% 9 3R udr 9= 81, df 39

S gfaur R A | &Y Hahd ¢ |
Mﬂﬂﬁaqﬁﬁa’tg@msﬁﬁl
Main Document :- #9 SfqgHe &1 Hded, a8 2w foraw oz
@1 favy 3R U= &1 &4 SIeT 811 & | O $Is FH301 U3 9gd
AN B Aol 81 99 S99 MEA U9 @ g gxdds (Main
document) HET ST & | 98d19: & qdol Hal Aol & &
Ugel IR ST B |
Data File:- 38 H13d § g8 SM&GR Sl Sl 8, Sl 8% U39 &
ford 3t et Bl g1 o fO1 oA 81 ST A, ual
anfe | Srer wisd W .doc TaCIE & W1 ¥d Bl 8| el
BISd U cdal & ¥U H Bl o | e 8 diaH § U IBR
D BN & ST 2, O A, Udn, B9 A, enfe iR &R [
(Row) § T I &fdd &I WHGRNI 9T &1 & 3T SIel
B §91d & a9 3AMTHT DI A SHGR Iifed g 9arr gsdl
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qes gfedaserd

2| o e afdd &1 9@, udn, e onfe ude SHaR) &
yHR B fhes (Field) wad & | 8% flhes &I 3felfT A B
iR |
el 7ol 94911 & oy 971 Uugal &1 9anT &y
Mailing 24 &1 fdeld & |
Start mail merge U @& start mail merge gc &I fdeid &N |
S PR qwdel & forg e fasweu 2 |
1. Letter :- afe &1 wa A= =afdaal o 991 8, 99 9
fadea &1 gArT BN |
2. E-mail address - @3 39 A~ 3—Ha ud UR AT
2, 79 39 faded &1 U &Y |
3. envelops :- ST HIgd &1 SIEl AT e [oThH W
fie &1 8, 99 39 fasen &1 garT o |
4. Label :- IS SIeT WIZd &1 SIET olddl & ®U H e HAT
?, d9 39 fddeg &1 TN &N |
5. normal word document :- I8 fd®ey letter fadweq & THM
B! BIaT B, R BRART H1 &) 3idR 8T B |
letter fAdea PT Rictae & | TAT oAex &I SIST TISY BN |
> Start mail merge fd®eu @ select recipients fddwed &I
focts ®¥| 3GH ST BIgd 991 P forv O fAdeu fau
g [ Ul ¥ B! ST BIgd 9+ &, ad “Use existing list”
fawea &1 ga HR SR Bigd &I gAd H | IS ugel
dR Slel Wisel 9911 8, dd  type new list fadea &1
Rictde &Y | IMUBI “new address list “ &1 SR didd
fe@rg < |

> fhoe H IRdfdd SCT S

> I SIeT ST & U new entry 924 &I fdeid &Y |
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qvs gfedashere

=

O

0 o0

0 0

TG g H {9 ARG fhes <RI & | odIF 319 34
fhee # sraifod fihee @1 8T Wahd 7, a1 gfod fihes
Bl SIS Fhd ® |

flhee @1 Yo+l 9qaq @ oIy “Customize columns” g+
R fdeid HY| 3MUdl customize address list &1 ST
dfed fawrs < |

S add 9e9 9@ sfed fhes WIS | oM @l W1 al
flhes &1 M Udh §HF 81 BIFT @18y | T Ol fhes
g 2, 99 faed &, delete @ 9+ fdald &Y |

OK e+ &I fdeld &N |

34 @gex YRM SN dfed H oG ' frew siud
CAd & AR <IA DI WaRAl d&d ol 8| A
sfead ser ST |

ok g€ Pl fdetd &N |

BIsd Hd B S didd ol Sidl & | BIgel &l A
T8y &N | T8 WIS MS-access HIvAE H 9 Bl 8 |
3d P SXAS H el U Sl Sl 8, d8f UR B
W |

write & insert fields Ju @ insert merge field g &I
[EGEZCEDY

Al fhee @1 WAl fRwmg M | S0 4 sfed fhee @I
fdcier BY | 3rd a8 fhes &1 9M g xS H R
QAT B 98 M << >> 39 UBR & ddbe H W@ <ar 8 |
d Hel Hol B Ufhar qui 81 Sl 8, 99 99 fhes & A4
& SFIE aR<fad T fRw@rg <ar 2|

¥ A8 9 911 hes, &I SWAS H STd |

preview result U & preview result 92 @I fdeid Y |
Sel &l Sd &R finish YU & finish & merge d€d &1
feretep @Y | g7 i fddbed B |
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s gfedasere

Edit individual document :- If¢ g9 fdwey &1 fdeld & =,
dd gad Rare & oy ofex oiar Siar 21 39 fddd &9 @
91 THUY de ®IF o 9 Rere & fau 3 79 &3Ar 8, d8
Bl B |

Print Document :- 39 fd®cu 4 w5l f6d 8 @ Rafs & forg
xSl e 8 B |

send e-mail address :- 39 fd®cu ¥ Aol SwEIW fay 8¢
$—Hol Ud WX 9ol O B8 |

2. Header 3 Footer @I HHSIISU

Explain header and footer (Jan 20)
Ia— TG MY AIEd & BT ATD! HU BT A1 ATD SATdol

® &R U & FUA WA H 8 AR AT s U9 R U9 A O

& A= & ¥rT R BT 9if?y a1 U8 &M header AT footer

fdhed | AMEF ¥ HR Ghd o | RIS B HUA 9FT Sl 8

USl AT ARE IR FHH BT &, 99 e} (Header) 8T Wl ® |

A & 9T Pl Hex (Footer) 8T Sl 2| Udhal qrdsl H

3T W H 37T g% IT P Sl Fahd & |

> Insert 29 &I fdeid &V |

> Header and footer Ju & header fd@eu @I faeid @Y |

> IUH e gev & Al fowrs <t 21 o 4 sfed
fase Rietae @ |

> IfQ ATUR U AR BeX Il &, a9 Edit header
g &l fdelds o |

Gid 31T geX 3R HeR STl %@ 8 &, dd &I qiaol e

4§ fawar 8| R Aderd gl SWdsl R 39 39 999 R

T8 B Ahd | AT TS AR Hex H e @ faRa sifesiae

I B ¥ahd 2 | 99 I8 fAdey a1e dRd 2, 99 SHHT TAAR

W B a8 onal & | o A= SIMaR St # S
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qfedqher

2 O UGl ., dNRg 3Mfe | ST U J& SRSl H B

? a9 zex 3R Hex Fftpa fRaar 21 ik g9 amu R

ST H W@ Wdhd © | Ofd MY g% IT e H & Hd

2, d9 Design <4 fe@rs <ar 2| sa# 4 fdwey & |

geader:-waﬁmmmﬁﬁ%@mﬁiﬁmﬁﬁ
I

Footer :- 39 925 &1 YAI &GSl § He Sla & ferg 8T

2|

Page Number - &AW & UAE UGl H I HH & JJAR

HeR T4 U9 SS9 BIRAE &A@ v 39 929 &1 YA fdan

ST & |

Date and time :- €3 AT HeX # ARG Ud §9Y Slai- & forg

T &I € |

Quick Part ;- 39 de9 & WIRT gxdde ¥ 9= fields o9

GRSl BT AMH, of&d Bl A, Diesy Ud BIgd &I A1H 300G

Sl & forg giar 7|

Picture :- 39 99 &1 AT geX AT Hex § $Ig UTfhad B

T IMeolc STA- & folg BiaT 8| 39 fdeld &= TR THUH ds H

DI Al BIge insert BT 7, IUD Y BT & | I8 ARIRVIG:

B BT AN /S STe & foIw v 8iem 2 |

Clipart :- g3 a1 X B # sfea faeuend seq & fog

TANT BT B |

Go to header :- I HER Hex B8R H &, 99 39 g9 4 DY

g 2w # amar 2|

Go to footer :- I TR TeX BRI H 8, dd 39 929 A HUN

hex fREd # 3 2 |

Previous Section :- If¢ gwdds ¥ U ¥ 31fd section &, 99

9 99 9 current section ¥ Ugel & WaRH H HUX WAl B |

Next Section :- R 3FT JRH H ST 8 |
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qes gfedasere

Different First page :- ¥ 8 s | “ON” & &, dd

SRSl & Ugel USl H Aol BeX Ud |hex 3Mdl 8, T S&idul

@ 9] UST H el 88X Ud Hex Sl Hohd ¢ |

Different odd and even page :- IIfe 39 29 &I “ON” &d =,

a9 9H iR fasH USl # STl 3e¥ BsX Ud Hex Sl Iahd @ |

show document text :- Q¢ $H g @I el W&d &, 4

SIS & SRS I8 g W1 H fawrs <ar 2, gud) o 2=

gl e} AR H B B B, 99 G SRS 3f¥ihd Bl © |

g g9 fddbey @1 € &Xd &, d9 g% Td BexX H PH Hd

Y, §& THRT AL 8l OIdT & |

Header From top :- 051 @& $WR ¥ Be¥ &I g¥ 39 fdbey 4

fAfead = 9 2|

Footer from Bottom :- USl & e & Hex @l g 39 fddey 4

fAf¥aa &= |&d 2 |

Inserting footer

R I8 Ul & et Rt # 8iar 8| Bex s & forg

> Insert 29 &I faeid B |

> Header and footer yu & Footer fd&ey &l fdeid & |

> P e Hex @ gl fewrs <l 21 S99 9 sfed
f&Sig fRreide, &Y |

> AR MUBT U IITAR TR ST &, a9 Edit footer g
@] fdeid &Y | Ife Hex 8 &, dd Remove footer g2+
@l ot o |

Narendra Publication’s Best Question Bank
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Unit 4

3. UH UH Uadd H 9 daR & & A= v @
Serever @ g ferlkay
write steps to prepare chart in Ms-excel with
example (Jan 20)
3ferar
THUH Uadel @ UTh @) gieEr $f ARR § wHSsY | Uh
@ fat @ o foRag
Explain Graph facility in.detain in Ms-Excel. and
write down steps to create Chart.
IR~ UTH H BH HRAT
98d R 3AThel I U |1 fAageryor o= & Y o9 Umh Head
3ra] fadmed 2| Uad H UTh & 98d ¥ UHR dT S Heed
fawen Sueer 8| 5991 98d oMM ¥ UTE 941 AT 98 Fhd
2| UT% TE TN SHe| UR IMTRT BId & | SUH HH | HH al
s BIFT SO & | I8 Kl R B T8l &l & | TH &
feferedia s €1
Element Axes:- 1% # 3§ X 3R Y Axis 81d 8| T o
M UTH H 39 AR Udh Z Axis BidT € |
Title:- om% & 2fST @I Title ®81 Sar 2 |
Legend :- AIATHR 3Mpfa TaH I8 a1 Sl & b 9 4
g fba &1 g1 uefdid €|
Data series:- U5 &= Wil & 98 ¥ &7 & I8 <A1 & |
Gridline:- I8 % # §B 3T UR TS AT Wl ARTGIfadT
(fre) Tz gt £ |
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Categories:- 384 d8 3aeH gy Data series 3feliT &Il &,

g8 QUiar B |

1% (Chart) g9191

fr=ferRaa a¥id & UTH 991 Hdhd o |

> Ol SIET 9 3ed &1 8 99 SRl & Aol GHE DI
Rictae & |

> Insert A= @1 fdetsd & |

> Chart &g &1 fFad HX| 3Mudl Chart Wizard T
ST 9y fears <ar § |

> TUH UG & AT UeR I8d & SUH W Al e UBR &
FIqd dd Next g+ &l fddd & |

> SUD UG UH H YANT &F dret STEl &l SHaHR U4
Next e+ &1 fdad &Y |

a. Series in row ;-39 A%y § Sl 9e9 HUI 3 &1 ST & d8

X-Axis # 3T & |

B. Series in column:- 39 [A®ed 9 a1 OR% & HiddH B ST

2 g8 X-Axis # 37T B |

Ug 3 H 3MUBl W% &1 A, dISerzd, Sl & AM gfe &)

SR ST BT |

Placement sfag # 31 fddey fewEs <d & e g mH

% b Rafd &7 [Ai¥ad a) dad 2|

Element of sheet:-39 fd®ey & S UT% §91d 8, g8 9S4 e

&1 Yo fRar 81 SirdT 2 | i a8 ure 9 ofie # fawar g |

As a new sheet:- 39 fddcd & % &1 U I H A FHd

2139 T fie d R uo & = af¥saR 59 Me &1 9™

Chart 8IqT & |

STd U1 Bl IU! Sheet #§ WA & dd SH A A BIET §I

PR Fhd 889! e uRafdd &R Idbd & AT UTH Bl 8T

Thd B |
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U6 H GGATd BT

Excel # u% & fafi= @Rl @I 9ca 9dbd & o UTH

UBR, W, AMHR M % H HH B 999 7Y qR H ha
AR BT AR STl & | 39n feRad fawed g |

Chart type:-3%1 fddey & UTH &1 YHR 98 Fhd & |

Source data:-3q fd®eu § UM% H I 3hs S 8, 3P
Series 95d dhd 8| ISR IR BET & TS UOTH Bl
UTH ST 8 | ifb 9168 3R Uh B &1 |l Sl 39 Ih |
ST 8 | 9 39 fAdbey &1 IUANT R dahd B |

Chart option:-39 fd®weu # Chart & fafi=1 9FIT &1 98a Add
2, OI¥ Title, Gridline, Legend $c1f3 |

location:-39 fd®ed ¥ Chart &1 (Location) ®IF dGd Adhd
31 O et e &1 a1 e d s & sanfe

Add data :-UT% H g1 SICT Sl U1 B© Data Fidrer 2, a4
9 fddey &1 SYANT BN |

Trend Line -39 fd&ed &1 WIFT =1 Trend Line S&+ a1
gRafda &= § &d 2 |

afg amud! @ge @1 Style, Font &1 &R Style gga=1 & al
I% WX &I R Click &Y |

9. Ms-Excel # Cell g1 Sheet @ Formatting &I
qHETEY |
Explain the formatting of cell and sheet in Ms-
Excel. (May19)
IaR — Od IT qhelie BT HIoF (Formatting) &3
TRId | SeT B HAId dRe @ ford agadl gfaemd g, ey
Uh A U ¥al T U died 1 QU ddbefic &I FATST
Hahd 2| Home 29 @1 Number 4u &1 UI1T number U&HR

Narendra Publication’s Best Question Bank

23



GRS | e

@ ST B A & U 8IdT 8 | S STET BIRHS &IAT 8, S
Riciae #¥ | 29 § 9IR fadey 2|

SR & ygel fore dfed ¥ A= «ar €T & BIRAE 21 =9
fderd B3 W A= BRAC & ! ol 3, SEH ¥ gfed @l

BN

@1 U Ugell ge+ &1 WANT Fa) &I Currency Rime &=

forg grar 21 39 e d @ 919 o Rywra e mr

8, S9d! I ATl 7, I ¥ gfted Rielde & | afe gaa

aifdRaa Ryarer =1f2v @@ “More currency symbol” @1 faeis

®Y | 3MUB! Formal Cell &1 SRIRT dfdd faw@s <, IaH

symbol%ﬁmwﬁazﬁwsﬁaﬁwmﬁl
GEN g9 B AN FHdR DI UfAed BivHES H WS BRI D
ferg g & |

> TR g2 &1 YA ds 3fdh & 4 H “” (comma) STe

& forg giar 2|

%

‘%S‘Y;—i_f

> Format A= &I fdcdd & |
cell fd®ey &1 fdeis &Y | Format Cell &1 SIART a4
feers < foraw fFr=forfRaa faseea B |
1. Number :- 39 fddeu & 3Tl &1 GATSH B Tbhd 2 | 394
fafer= fawe B |
1) General f@&eq ¥ Sl Tadd &1 g1 Formatting 8, a8
o AT & O Ul 3/ UhR & ST Bl e e o
Gl B 3R &R B 1 W J W B |
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2)

3)

4)

5)

6)

)

8)

9)

10)

Number:-fddca & 3R sikper ¥ uRafdd s 81 g9d
SUHAd @ 91 fhael SFTE Q91 & I8 &l ddhd & adl
ThHRIHE (Negative) 3iThs! &1 fhd avg ¥ 9T o™
I8 9aT Fhd & a2 1000 FuReR ST Adhd B |
Currency :- If¢ 39 &1 d4) & 3T Rs for@=m & ol
dY Rs 781 forg 9dbd FIfF Taael S cRe ®©d H
T2, Ife AT BIs Currency &1 fwg Srei=r &1 |1 349
fawmed &1 IUIRT &) g9H 980 AR Currency & U7 & |
Accounting:- S9HT GATGTH HYG & GO & FHF 8l
BIdT 8, B A% ST & IJATsTHe PT BT &

Date:- I8 fadded dRIG YbR & ST F WANT § I{1dT 2,
In A= arEl @& 9aom fR ST 9dd B
MM/DD/YY, DD/MM/YY, Long Date ST |

Time:- I8 Adcy 999 & FIIoH H GG &1 & fold
Ugerl BT 2 |

percentage - 39 fddeu I ddR S9d ufaerd H oA
ST & |

Fraction:- 3 fadded 9§ & T FaR &1 I9S U &
Fraction § ST |&d 8| IS 3MU+ 60/40 STl &, 3R
39 Fred & {6 98 U 3fb Fraction & wU ¥ 81, S P
g Ty FeR & GHHEIGY ®U ¥ 8, dI 98 6/4 @
98 |AI AXel bS] & A1 YN H &l AT S |
Scientific:- 3 TITTH A AT SUPH AHHIGR 10 & o
P ©U 7 fe@r 8| S afe A= 1200 <18y fHar
2, Al 98 99 2/1 71 103 39 GAIH ¥ ISordl B, TAT S
[12e+3 U ¥ few@mr 2 |

Text:- fdbey A G UHR &1 SET SRS & ®Y |
g & o & |
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11y Special:- af¢ @I ARy Srer Sra=m 8, 59 A dsT #

Ugel Y AT hdl & | o9 @1 Std Code, Zip Code
se 99 39 fdbed &1 JINT &) T8 98 3T &

IR AT 1) STeT AN &Y Y@ B |

12 Custom :- 39 fAdheu # U9 HH & JFAR GITOHA

faf¥ad & 9ad 2|

2. Alignment ;-39 fawea & f=farRad Sufdwen 7 |

1)

2)

3)
4)

5)

6)

7)

Horizontal:- 39 fd®ed & @1 &1 3msr Alignment
fAf¥ad &R FdHd B, S Al B drels & HaH H BT 2 |
Vertical:- 39 fddweu 9 Ser &I @WeT Alignment T3 &R
Ahd & ol f6 A & @iars & ded H B B |

Fill:-39 fased | f&Am 17 R |qol A | A0 2 |
Wrap text:- 51§ Uddl # 28U &Xd & IR I} Ser Jd
H dIers W IRl 8l Al |l G- OR% 918 3T Sirdl & |
Afds 3y argd 2, fb a8 fiRaw ser <7 a_% 9 o[
8U A @ 3R Sy 1 39 fAdhey &1 IuAT o |
Shrink to fit:-afq I8 fddbeu =re 8N a1 @5 1 SRS
Ad ¥ qrEX 8! ordl & | afed Ife e Sae ersu faa
8, J9 99 TR BT ATHR BIST & SN & |

Merge cell:-s8 fdded & 1 a1 IHY SUET Al Bl Uh
I H yNafad B) Adhd © |

Orientation:- 39 fdweu & erer & fafl « e & g
b B

3. Font :- fA®cy ¥ ST & BIe & IMHR, UHR, I gdife
gqe] ghd B |

4 Border:- IfT Aal &I AScATSA AMfRY, AT JIMAT ST Bl
gre} o1 8 O 39 fAdcy &1 SUANT dR| SHY dlexX B
TS B T, MHR salfe F¥ad &R dad 8 |
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5. Pattern:- g9 fddey | Tafd Ael @I ureddA &I e [T
T Hahd B |
6. Protection:- 39 # &I SU fdded &1 & |
1) locked:- afe fH<lt Wl &I Locked ®x fear B, o S9
el § dqald T8l B Ghd dfbd g8 fAdey Ry
Protect Worksheet fddwed @re] @3- W &l 3R<iicd H
37T B |
Hidden:- %1 fd&ed & gafd Ael 3199 8l
9 fAwey 1 R ofic &1 gw o) Add 7, I e &1 9
gl hd & |
7 Rename:-afe @15 a1 dul & ford &W &% W 2
foraH agd 9T SIeT & | SHG! A a¥E § 3@ b
ST 3T Wb Bl SIST 31 3T e H S Tahd o |
Afh gd® e &1 A HRE BRI FHE BT B Ol
Sheet1,Sheet2 safe dd S99 3R &4 AT YgdA=+ H
qR¥&a 8 Hadl 8 | 39 o1 uds ofie & 9 Sel &

2 Hide:- Ife ST 9gd

4 Background:-3d fd®eu ¥ e &1 Uy &1 [T g8
e
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Unit 5

1. MU yolcyd Ufhad Software ¥ @@ GHsId 87
Powerpoint Software @& faff=1 fadiyamt &1 avl=
fpforg

what do you understand by presentation
graphics software 7?7 write various features of

powerpoint software (May19)
IR — YoiceH Ul # godal Aeid @1 A @ IY W8S

& ®©U H geRid f&ar SIar 8| el &I 3 3T Fegs H
ST R I U 9 uelia fdhar S 8, SHdT AN e
SeT Uoiced & oy 8IaT & | WoiceM Udhol STel Uqeid &-d
gl Ud Q@+ gl Q1 & v SuATf 2| 39 U b1 gA
Jifhd, Whel gAMe S8 8T &1 Ms-PowerPoint, Corel
Presentation, Lotus Freelance graphics I8 Uoice Udol B |
o1 goice™ Yoo & fagigor 7|

goice Ul # Save & ifakiad =, g, simarsl st erd
Had & | TAH TEIgS B e ISR Y9G & Fadl & | Wgs H
g8l JATeolde STel Hahd © | 201 AR Wigs A W8S &l
%H d9 @R Gdhd & | Ms-powerpoint I8 HFCdIR Had 2AfRIH
AT B drell Uoie e Yo B |

UaR-UTge fagrg WRIANEROT b1 SN 2| g9R ydfauia
@R, B, aeld, A= waa &) wqof a8 8| s
O | MU U ITad IRATBRT a1 Al & | 3799 fad
gJ Teq EN wWdfed A1 91 gNT FRfa gdfas wH e
UoiceH 91 |dhd B | 3T Yoiced (IRAdRvl) g€ Hioidey, 35
THUA Yellss i UOR WR SAR 9ad # |
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Ud Hoice faf=1 Trgel &1 @8 BT & | S9 9qgidl Uh
BIgdd @1 ®Y QAT ST 2| Wiss I8 Uh UBR 9§ Joics H
U9 & ®U § & &xal & | oy eave, foa a1 fafa=t srer &
GATS BT 8 |

graRurEe & A fagmor 8

Wgs & A= 3sSe — UERuise # O ess olsise
SUdel 8 forae gear 9 sRed wiiss 991 9= 81 Sirdl
2| AU BRI & AR WSS S g ddhd &, a2l I6H
Sel e & 918 Tgs dIR 8l Sl 2 |

A IO — UERUTSE H wWAge Ud 9¥d gcdhl & foly 9gd
¥ readymade ¥ €IS QUG ©| $EH 984 SHNdH Ud
WHee SSTe 98a Sl U 991 |ehdl & |

TIfPeRT BT TN — UraRuTse & Yollss H MU faddeu uifthaw
BT WINT IR IFhd & | 399 91 Re wq v 3iffhw &) uifthad
®1 TART &R Fhd =, 310G M AfABI S R g, IFSHd
BT 3Mfe ¥ 99 3fTeoide. BT ) 399 WIT R Hdhd 2 |
AfeefAifea gecd — U UiEe @ Riolde ¥ &a+l, ¢AHeE U4
movie &I YA &R Hhd & | 30 T8e & aifdd 2ATeoiae IT

;W% ﬁwmmmwaﬂ%ﬁnﬁa
Bl 3 |

apply to all :- UraRUIge § d8d ¥ ¥HE@, ¥ GIGE A 3y
U fdeidh & W |Hl gTh] IR Al &R 96d = | ey wigs
B BRAC H BT BRI ggd A & il & | Fyof goiced
& 9T TASe Bl Uh 9EM UAHIE 9|, 9 TR &I s
JHE B ffe U fders | fhar S dadr 2 |
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action button :- T@RME g ®I FERIAT A HoicIF &I 3ifSE

interactive T ST |l 8 | UGRE dc &1 JANT UIHIAd
Yoice H 98d SUINN 7 |

2. Powerpoint @ faff=1 views & @@ :1fQ
Explain different views in powerpoint (May19,
Jan 20)

SR — UMARUTSE 3MUST UM YHR & & SUael &l &,

S 31T 3MYEHT HIH AR H R Ghd 2 |

Normal view :- 38 & ¥ cRe, Y@fad, fUdaR Sred I9H

decld B Wil o | 39 & H Udh A1 Udh Bl ¥AgS o Adhd

2| 399 faf=1 1 iom, g9, 9redi ST R 99 9dd ¢ |

9 TRE B U H WSS &I IScalsd ol Udhd 8| I8 T

WIgS g0 GHI SUIGT WANT BIdT 2| 39 & W Wigs @l

ardfde ®U @ <ar 81 R @Y R Aey v & faw e

Il B |

Outline View:- 35 & # a1 Wiige & Uy fe@rs <ar 2|

dfs g9 1 ddeE, fafdy gva enfe g 8 fowdr| R

& WS & ANd, T S9D 3ER & "ed o1 fhdl Faro

@ GEY WY H fAEd 51 U8 g Wl Wiigs 99 o1 & 499

SHH! UH wUY W GHANSIA w1 & forg g # oemar 2

HHG: SIeT Sleid W9 39 &I &1 WART 81 fhar S 2 |

Slide View:-7g -¥al & @& 9 8 8Idl & | 394 Alcd &

forg Srre w1E) g ol | wyet Repm W s91E TS wrge g

HIRART T UMfhad & AR @ <l 8 | I8 ATIRO: a1

WSS 99 oM & 9% I9H ifd¥ g5 &= grar 8 dd

TART s STTar 2|
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Slide Sorter View - 39 & # @l Wige Ud WY BIC
AHR H @S <l 8| I8 o # wigs & fAf= wa, S
A H WNadd, dfod wigs @l gy (Hide) &3 afe b
AT BT 2| 39 & H 3MU ¥ASS H ST 78l Sl Whd Al
g SUH $HV daolld IR Ghd o I§ 39 d¥8 ¥ © 99 AT
qel UR 3IeNT—3TeT USl Hhell B U WY 9 X Sv Fdiverd
(Rearrange) &% & 8| $Hd W AU HH HHNUT STl BT,
T wge B HY 99g [fEa fHar 8 a1 98 & wWigs & A
fewars <ar 2 |

Slide Show view:- 38 & # ¥oiced &l aifdd ®U |Yf
Rep 1R fd@ar 2 | uraruige d wWiss & Wi gIforeH, THIREH,
qAT 379 WHIT 3MTATST & A1 I Hhd & |
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Diploma in Computer Application
(First Semester)
PC PACKAGE
May — June 2019

Unit 1
1. (a) feia # Swpeiu @ fda v gham fear
ST &

How do you personalize desktop in Windows?
Ja— 39 U9 & Ik & oIy =% ufedd 9= Question bank
P U . 6 TAT U . 11 T |

(b) fderw @ A= taEdw dH—aF A 87 96T
T SUANRT 27
What are various accessories in

Windows? what is their utility?
SR —39 U P Iy & folv TR= ufestdh 99 Question bank

P U . 3 9T U . 6 % |

Or
2. (a) IR D U<IA Bl fHH SR IgRIT I
T 87
How to enhance the performance of a

computer?
Sa— 39 U & Ik b foly =g ufestd9e Question bank
P YIq h. 8 9T UST . 15 < |
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(b) fdeIsT ® wele U9al BT T SYANT 87
What is the utility of control panel in
Windows
S— 39 U & Sk & folU U . 5 a7 UGl %. 8 o |

Unit 2
3. (a) UAYH ds 1 8?7 Sl uqg@ fARwa o=
®IE 9l 87
What do you mean by MS Word? what are
its main feature
IR — 39 U9 & SR & [T U . 1 T Ul . 19 < |

(b) MUB! CHRT UG STRPICH Bl Bifc H d foIg
AU 98 H DIF—DIH @ e gfemd
SUET 87
What are the different facilities available to

format your text and documents in MS

Word
IR— 39 U¥H & Sy b oIV UIH . 9 9T UGl . 28 oW |
TAT U . 4 IAT UST h. 23 < |

Or
4. (a) UHUE 9S # e¥a &1 A faw ger e
< # 98 URp AT WH B fs PR
S AT BEIGA?
How will you create table in MS Word? How

to remove add new rows and columns in MS
Word?
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SN — B9 U P S} b folU UIF b, 11 AT Ul . 31
o |

(b) THUH 98 A DI—DIF ¥ A U &7
What are the different menu available in MS
Word?

Unit 3
5. (a) UATH 9 @ TSI Wad & dHSISY
Explain the following advanced features of
MS Word
(i) Spell check
(ii) Thesaurus
(iii) Find and replace
(iv) Auto text
I —
Spell Check:- 39 U3 & SR & oIV U . 5 aAT Ul .
39 ¥ |
Thesaurus:- 39 U39 & IR & U U . 7 dAT UG . 41
Y |
Find and Replace:- 39 U3 & I} & folU Y . 3 dAT Uol
%. 37 < |
Auto text :- 39 U & IR & o0 UeH . 4 TAT UST . 38
Y |

(b) THTH T # Ufhad &1 9 ISR AT ST bl
2? faorg and @m 2
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How to import graphics in MS Word? What
do you mean by clip art
I~ Insert Picture

UH T
Or
6. (a) vAYH Ts & Aa #ol gRwr & M9 T
A B7 39T 7T SUYANT
What do you mean by MS Word mail merge
facility? What is its utility?

I — S9 U9 & SN B folU F¥g Ufeeddher Question
bank @ U3 . 1 4T UGl . 34 <% |

(b) THUH g% @ 7 Biead I GHSISy
(i) Sfagic A Al qer W Aoriic
(i) ®fc™ Td ARWE
Explain the following feature of MS Word
(i) Margin and space management in
document

(ii) Column and section break
Td— 39 U & Sk @ fol¢ R+ Ufeaid e[ Question bank
P Y . 4 9T U . 52 < |

Unit 4

7. (a) U9 UH Udd © SRS aAT I e T 87
What are the basic and main features of MS
EXCEL?

IR — 39 U & ISk & folv U9 . 1 JAT Ul . 45 < |
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(b) THUE UFHd H W AT GRG BT AMHR dga
TAT BTl DI ST BT T AADT B2
What is the method to enter formula and
resize the column and row in MS EXCEL?
Il— U & SR @ oIy 75 ufestde= Question bank &
U3 . 309 UGl . 67 oW |

Or
8. (a) UHUH Uddd &RT dI—d9 ¥ PR & dIC
g1 S 9ad &
Explain the types of charge that can be
designed by MS Excel explain with example
J—

(b) =1 &1 IH=SY

Explain the following

(i) Cell formatting

(ii) Column freezing
IR —Cell formatiing:- 39 U3 & IR & oIy A=
ufestb9= Questionbank & U . 9 TAT UG . 54 T |
Cell Freezing ;-39 U9 & Sk @ fol¢ Rwg UfeAd M
Question bank @ YeF . 7 T UST %. 51 <4 |

Unit5
9. (a) THYY UGR@ISC ¥ AT FT GHS 87 SHDI
T SYART 87
What do you mean by MS owerPoint? What
is its area of use
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I—U3T & S B o0 - ufestdb e Question bank &
U9 . 1 Ud Ul . 62 9 | U¥H @. 5 Td UGl . 65 QY |

9. (b) UHUH UGRWEC A IAISS fhd YHR 91d
8° gua A= g dF-—a9 ¥ 87
How to create slides in MS
PowerPoint? What are its various views

SN — 39 U & Ik b folv v ufedh I Question
bank & U9 %. 10 AT Udl . 78 <% |

Or
10. (a) f&Y Ooicyw # uifhew, ¥u, wpEEe T4
e e fHa yaR iSO 87
How to add graphics, shapes, screenshots
and smart art in in a presentation
JaR— 39 Y99 & Ik & v A= Ufeddh 3= Question
bank @ U3 . 9 TAT UG . 72 < |

(b) THGE UR@IZC H wgs gIfoE Ud wISS
UHIHTE Shac & GHSISY
Explain slide transition and slide animation
effect of MS PowerPoint
I — 39 U9 & IR & (ol =g ufecid = Question
bank @ U3 %. 8 TAT UGl . 67 < |
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Diploma in Computer Application (First

Unit 1
1. (a).

Semester)
PC PACKAGE
Examination : Dec 2019/ Jan 2020

Ms-windows @ fafi=1 wiad sagy | vagw st
# fifer $%cfar & @) Y sasy|

Explain various features of MS Windows
write the steps to install printer in MS
window

I— 39 U & Sk & v F¥=g Ufesteh 99 Question
bank & UG .12 TAT U .7 & |

1. (b).

doldl Ud B GHAA 8Y 3 BIgd AR |

qdrgy |
Explain control panel and all its features in
detail

ICE—39 U & Iy b folU =% Ufetd 99 Question bank
P UGl .8 TAT U . 5 < |

Or
2. (a).

Uy fdeior § SUART 899I accessories @l

CRIENS
Explain accessories available on MS
Windows
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I— 89 U9 & I b forv sivg ufetd = Question
bank & UST 5. 6 92T U9 . 3 o |

2.(b). fd<IsT ¥ desktop @9 Personalize &< &7

HHEATRY
How can we personalize desktop in
Windows

IIe— 59 U & SN P folU -v=g Ufeaib o< Question
bank & UST . 11 JT U . 6 < |

Unit 2
3.(a). UHGH 98 @ A= wrad & 9Hssv |

Explain the various feature of MS Word
Icie— 39 U & IaR & oIy v ufecdidb o= Question

bank & U . 19 IT U . 1 < |

3.(b). TUHUH TS @ goic Ud -9 Bl & Iar |
HEATRY |
Explain bullet and numbering features of MS
Word in detail

I—3 U & IaiR & oy =5 ufedde= Question bank

& UST b, 23 dAT U9 b, 3 < |

Or

4.(a). <A W] @ SUANT @ cgd g9 &1 fAfy wwsnsw |
Explain the type of creating a table using
table menu

J— B9 U & SN b folv Av+=g Ufeddh 9 Question
bank @ UGl %. 31 dAT U .11 o |
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4.(b). TUHUH TS # WART 8 drel A= A &1 TSy
|

What are the different menus available in
MS Word
I—3 U P Sk d g Ufedde- Question bank &

fore Ut . 79 T U H.4(b) < |

Unit 3

5.(a). THYH ds H Hol Aol I GHSISY
Explain the concept of mail merge in
MS Word

Jv— 39 U9 & Sk & oy =g ufesidh 9= Question

bank & US . 34 dT U . 1 < |

5.(b). TUHTH ge H Ufhay Y import BId 8¢ faerg
3 | 3T T FHIA &
How to improve graphics in MS Word? what
do you mean by clip art

IcN— 39 U & SR & foly =g ufeiad = Question

bank @ U . 80 T U . 5(b) 3 |

Or

6.(a). THYH TS H BIsS U4 Rwld HHis  SUANT Bl
NHEATSU |
Explain the use of find and replace
command in MS Word

IT— 39 U9 & N & forv v ufestb 99 Question
bank & UGl . 37 dAT U %. 3 < |
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6.(b). THUH 9S H ®¥SX U4 WX @A Bl GHSN8Y U4
Sq@! A= AfeT o A afdwar awsngy
Explain header and footer option in MS
Word and explain the various settings of
header and footer

Ia— 39 U & IR & oy s ufeaid < Question

bank @ UG @ 35 d2T U3 &, 2 < |

Unit 4

7.(a). UA U9 URS A WANT 8 arel fafi=t ard &
THSSY | THUE Uadd # fhye &1 @ U
ferfRag |
What are the various charts available in MS
Excel write step to create in MS Excel

I—39 U & Sk & oIl -iv-g Ufeaiw9© Question bank

P UST . 46 IAT U9 . 3 <9 |

7.(b). UH UH URNId @ 9R$ U9 g features

qHSATSU
What are the basic and main feature of MS
Excel

JITe— B U & Iy & folv Iv+g Ufeddb e[ Question
bank & US 5. 45 9T U . 1 < |

Or
8.(a). =1 &1 9HsIsy
Explain the following
(i) Splitting cells
(i) Removing and resizing of column and rows
JcNi—
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Splitting cells :—34 U9 & Ik & [oI¢ UST &h. 53 dAT U
%. 8 Y |

8.(b). = & fAf=1 ysHR TaEy
Explain the different types of chart
IC—39 U & IR & foly v ufedd 9= Question bank

P UGl . 82 AT U %. 8(a) W |

Unit 5

9.(a). Power Point &iige # WSS g Al Gilgd &I
fafer wwsmsy
Write the steps to add sound and movie to a
slide in PowerPoint

J— 39 U & IR & oIy Aves Ul = Question

bank & U .66 OAT U &. 7 < |

9.(b). <oigs # fAfA=T Transtions @1 insert &7 &1

fafer ww=my |
Explain the steps to insert various transition
to slides

Ide— 39 U9 b S} B folU AN Ufealh 91 Question
bank & UGl %. 67 TAT U . 8 < |

Or
10. (a). /=1 @ H&U § Farsy
Write short notes on
(i) Handout
(ii) Slide sorter
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Ii¥— Handout:-39 U39 & Sk & Avg Uleidh I
Question bank @ feTT U1 .64 TAT U . 3 < |
Slide sorter:- 30 U & SR & (AU g UfecTh e
Question bank @ UST .. 63 TAT U . 2 o |

10. (b). UER dfgc Aoicy™ 9 & forg e ferRag
How to create a PowerPoint
presentation? Write Steps
I—34 U & SR & v =% ufesid o= Question bank
@ UGl . 83 IAT U . 9(b) <@ |
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