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Instructions :

0 The Question Paper is divided in five Units. Each unit carries an internal
choice.

2. Attempt one question from each Unit. Thus attempt five questions in all.

3. All questions carry equal marks.

4, Assume suitable data wherever necessary.

5. English version should be deemed to be correct in case of any anomaly in
translation. I

6. Candidate should write his/her Roll Number at the prescribed space on the

question paper.
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e I (Unit I)
(@ TUATE. 7€ # gEA favmad fTER 8 wEemu) 8
Write the main features of MS-Word and explain in detail.
(b) THUE. FE FI = WHET HEw F1 FER ¥ 8
Explain in detail . Text Formatting facility provided by' MS-Word.
Haar (Or)
TUE. 98 % ued § frafafes # d@ém § mmmmEun . 16

Briefly explain the following in the context of MS-Word :
(a)  Auto formatting
(b)  Print Preview
(c) Page view
(d) Texi: alignment.
3@ I (Unit 1D)

(@ wHUE 32 # fm e w0 =m fofau s 9w w0 39 o=
HHEd € ? 8
Write the steps for recording a macro in MS-Word. How can one run

a recorded macro ?

) vawE g€ # Afen dEe 9 wifaew #8 A0 S EA 8 2 8

How to create a mailing labels and envelopes in MS-Word ?
A= (Or)
frafafes = wfga feooi fafen - 16

Write short notes on the following :
(@)  Page Orientation

(b)  Creating Tables

(e) Thesaurus

(d)  Multiple Columns.
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3@E I (Unit TID)

(@) TAUH. THE@ F Wed favwad vd Hmm fefew) 8
Write the main features and limitations of MS-Excel.
(b) U, FEH A TA ® FES F GHABUI 8
Explain the concept of Rows, Columns and cells.
HI=T (Or)
frefafes w wfgw fTooi fafeae . 16

Write short notes on the following :
(@) Format Painter
(b) Wizards
(e) Merging cells
(d) © Formulas.
¥ IV (Unit IV)
(@) HHW T WHE & A9 W A d@m W= s 8
Differentiate between Formula and Function with example.

(b) =wINE W T UA HH F AU Y 52 F THA € 7 IO WiEA IR
8
How can you insert Headers and Footers in your worksheet ? Explain

with example.

Haar (Or)
UE THEE § fEfafon ww o @mmn 16
Explain the following functions in MS-Excel :
(i) SUM( )
(i1) MIN( )
(ezi)  MAX( )
(iv) . LEN( )

(v)  AVERAGE( )
(vi) MODE( )
(vii) AND( )
(viii) PRODUCT( J-
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3EE V (Unit V)
THUE. WEEe # ' YSieyd fEel weR ¥ @ Tad € ? famm ¥ wmemuy
16
How many ways we can create a presentation in MS PowerPoint ? Explain
in detail.
HIET (Or)
frafafas w wfara feofi fafen - 16

Write short notes on the following :
(a) Transition effects

(b)  Slide Show

(e) Design Templates

(d)  Inserting Videos.



