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Instructions : &

1 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.

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

question paper.
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&E 1 (Unit D)
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What are the advantages of previewing a Document ? List the various
Print options.
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What facilities are provided for editing a documefit in MS-Word ?

Explain.
Hgar (Or)
(@) THTH-TE ﬁ};i/vﬁrﬂﬁﬂﬂ, fomm ¥ THFECI 8
Write the main features of MS-Word and explaih in \letail.
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Explain in detail Text Formatting facility provided by MS-Word.
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Write short notes on the following :
(&) Header and Footédr
(i) Find and Replacq
(iii)  Spelling Checking
(iv) Tabs and Indents.
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Write the steps for recotrding a macro in MS-Word. How can one run

a recorded macro ?
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