
AF-3122 

DCA (Part- 1) 
Term End Examination, 2018-19 

Paper-II 

Windows and PC Packages 

[Maximum Marks: 100 

[Minimum Pass Marks 33 
Time Three Hours] 

Note : Answer from both the Sections as directed. The 

figures in the right-hand margin indicate marks. 

TUS/Section-A 

Answer all questions in 30 words each 

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

What is Hyperlink? 

fafey 
Write the process to insert row in Table. 

(d) 3TE 3TY T F4 ? 

What do you mean by Word Art ? 

(e) exe AIT ? 

What is .exe file? 

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

(g)UsT3RT ? 
What is Handouts ? 

What do you mean by Workbook? 

How to insert picture in PowerPoint? 
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(3) 

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

TUS/ Section-B 

14x5 
Answer all questions: 

2. (a) 77 I HZTAM 3ÍH HIUH HTY 

What do you mean by Internal and 
External DOS Commands ? Write any 
five DOS Commands with example. 

(b) nfafen HSNEr: 

() fregsA fa 
(iün) faust YATIT 
(iv) ZT5 R 

(v) 

Explain the following 

() Check box 

(i) Recycle bin 
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(4) 

(ii) Windows explorer 
(iv) Task bar 

() Control Pannel 

S7YT/OR 

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

() COPY 

i) TIME 

(iit) CHKDSK 

(v) MOVE 

() RMDIR 

Write the syntax of the following DOS 

Commands 

() COPY 

(i) TIME 

(in) CHKDSK 

() MOVE 

(v) RMDIR 
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(5) 

3. (a) 3T z Hd 

How can you see the print preview of 
the document and how to print 

Explain paragraph and page formatting in 
MS Word.

79T/OR 

Explain the editing of table in MS Word. 

Write the functions of different main 
menus of MS Word. 

How to insert headers and footers in MSS 
Word ? 

TT? 
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(6) 

How to perform spell check and how to 

insert page numbers in MS Word ? 

7YT/ OR 

HHSTSI 

Explain the process of Mail Merge with 

example. 

f4T TT ? FHTEYI 

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

5. (a) q4ie y51HT5H ufq f54T IT 

How is formula inserted in Worksheet?

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

379791/OR 

yfa fe ? 
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(7) 

How to insert borders and shading in MS 

Excel? 

Differentiate between Workbook and 
Worksheet. 

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

TeT/OR 

fefeg 
How to insert graphics and sound in Power 
Point ? Write the steps for presentation of 
slide show. 
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