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J,%\ T};e\ 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 recessary.

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

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

question paper.
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What is word processing  Explain the main features of M.S. Word

with example. . ;
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Briefly explain the following : e

(1)  Printing and various print options.

(2)  Different Page Views and Layouts.
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How many types of Menus are t%e!i‘ m‘ MS Word ? Describe them in detail.
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Whatido wo”u hean by mail-merge ? Explain in detail with example. .
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Briefly explain the following :
(&) Header and footer ,
(@)  Spell Check
(éii) Thesaurus
(tv) Find and Replace.
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What is the difference between worksheet and workbook ? Explain it.
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