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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/her Roll Number at the prescribed space on the

question paper.
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(F&E I/Unit I)

(@) FUAA A H FH W g uw fGues d@fen w1 wHmE)

8

Explain any four windows settings which can be performed in Control

Panel.

b) fovds # TR F § ? wEEmRU)
What is Toolbar in Windows ? Explain.

(JrqqOr)

freafafes w afea feuft fafew .

(i) Y™

i) forg™ TR
(iii) <@

(iv) fEmsa fo=)

Write short notes on the following :
() Shortcuts

(i) Windows explorer

(7ii)  Desktop

(iv)  Recycle bin.

(FE II/Unit II)

(@) WR sifrg os w feomit fafem)
Write a note on Star Office Package.

(b)  SHA-TwEET TR ? qORH H TS

What is Auto-Formating ? Explain Bullets.
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(31=H/Or)
(@) TATE-gE H foorg iR Imerm # T 7 9uEEu) 8

What are Wizards and Templates in MS-Word ? Explain.

(b) ey T ¥ ? weieyH wikem W feweh fafem) 8

What is Spreadsheet ? Write a note on presentation graphics.

(Z&E II/Unit III)

frafafes — wfaa feoft fafew . 16
(i) T IR E{H

(i) A =H

(i) g8

(iv) 'CFTS'?:" R R

Write short notes on the following :
() Header and Footer
(i) Spell Check
(7iz) Indents
(iv) Find and Replace.
(3IT4E/Or)

(@) THTE.-9€ H A O9l N ¥ 7SIV 9fed HEEmEu 8
What is Mail Merge in MS-Word ? Explain with example.

(b) Thesaurus W feoqo fafam 8

Write a note on Thesaurus.
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(13 IV/Unit IV)

(@) d%9% F1 © ? = s= ey #1 wEwE)
What is Workbook ? Explain the various data types.

(b) 9 wrHfem W wim feoot fafe

Write a short note on cell formattings.
(3IIATVOr)

freafafea =1 wfem & e § avlH =wifsT .

Describe the following in terms of columns :
(1) Hiding the column
(i) Column freezing
(izi)  Cell formatting
(iv)  Worksheet.
(F&HE V/Unit V)
(@) TSI M ¥ 7 W YSREA H oM B w9 fafem)

What is presentation ? Write steps to creating a new presentation.

(b)  Handouts 1 ¥ ? HHmSU
What is Handouts ? Explain.

(3raaqr/Or)

(@) HRvEY iR gary | wigm feooft fafew)

Write a short note on Sounds and Movies.

(b) TS HEAIE FM T 7 WHEmEY
What is outlook express ? Explain.
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