
                                   Course Code: 2 BCOM6CA 

                         Course:  Title: Window & MS Office 

                                   Credit: 3 

Last Submission Date: October 31 (for January Session) 

April 30, (for July session) 

 

      Max.Marks:-30 

      Min.Marks:-10 

Note:-attempt all questions.  

Que.1     What is window operating system? Explain the evolution window operating system. 

               Windows vkisjsfVax flLVe D;k gS\ Windows vkisjsfVax flLVe ds evolution dks  

         le>kb, . 
Que.2     How we can manage the files and folders in windows ? 

               Windows esa ge files o folders dks dSls manage djrs gSA 

Que.3     Write down the steps for creating a mail merge file? And also write the advantages  

              of mail merge. 

              Mail marge dh files dks  create djus ds pj.k fyf[k,] ,oa mail merge ds Qk;ns dks  

         fyf[k,A 

Que.4     Explain the following:- 

              fuEu dks le>kb, :- 

(1) Bullets and numbering 

(2) Header and footer 

Que.5    What is chart ? explain the type of chart with explain. 

            pkVZ D;k gS\ pkVZ ds izdkjksa dks mnkgj.k lfgr le>kb,A 

Que.6    What do you mean by function? Explain any 5 function used in MS-Excel. 

              Function  ls vki D;k le>rs gSa\ MS -Excel esa mi;ksx gksus okys fdUgha 5 Function dks  

        crkb;sA 

Que.7    What is MS- power point? How to create a presentation in power point ? write  

              Steps for it. 

              MS-power point  D;k gS\ MS- power point esa presentation fdl izdkj cuk;k tkrk gS\    

        blds pj.kksa  dks fyf[k,A 

Que.8    Describe the custom animation and design template in ms –power point with example. 

             MS- power point esa dLVe ,uhes”ku o fMtkbu VsEiysV dks mnkgj.k lfgr le>kb,A 

Que.9    What is the use of outlook express? Write the basic operation of e-mail in outlook  

               express. 

         आउटलुक एक्सप्रेस dk क्या mi;ksx gS\ आउटलकु एक्सपे्रस में ई-मेल का मलू सचंालन ललखें।                
Que.10   Write short notes on :- 

                fuEu ij laf{kIr fVIi.kh fyf[k, :- 
(1) Email Address 

(2) CC 

(3) BCC 

(4) Attachment 

(5) Header 
 



 

 


