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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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3h1g I/(Unit I)
(@) THHe & W &0 & | wEa ¢ 2 ol e Wi i gEeEs it

What is the advantage of previewing of document ? List the various print

options. 8

(b) uHug-o€ # 7 fafy= wiHem # TEE SR UEgU 9 WX Ued § 72 S
Hife |

How can we import and export various formats in MS-Word ?

Explain. 8
JYE/(Or)
(@) TwATE-3E # fafym 39 5 ofR demse & fomar ¥ wHemEd 8
Explain in detail the different Page view and Layout in MS-Word.
(b) TUATE.-IE I TS WA gawn H fTER ¥ guemd ) 8
Explain in detail text formatting provided by MS-Word.
gahe II/(Unit II)
muE-ae # frefafes & fau == fafew . 16
Write the steps for the following in MS-Word :
(a) Converting text to table and table to text.
(b) Changing space between rows.
3141/ (Or)
(@) TATE-TE # T N ufee FW @t F glowd sueey ¥ 7 wEemsd) 8

What facilities are provided for editing a document in MS-Word ?

Explain.
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b) Trafafen w afyg feof fafed . 8

Write short note on the following :
(a) Footer and header;
(b) Spelling checking.

3@ IIL/(Unit III)

(@) TATE-TFEE F e fRmad e Hed fafe 8
Write the main features and limitations of the MS-Excel.
(b) TA.UH.-THE & &I SR I Kl GHIEA | 8
Explain main data type of MS-Excel.
31gd/(Or)
frafafes w fem feorft fafed - 16

Write short notes on the following :
() Column freezing
(i) Cell formatting
(fii) Hiding and merging.
e IV/(Unit IV)

TA.TE.-TRE § BRE § 9 1 99 § 2 Bemfewa ok Rfefesa wam #1 S
B FHETE | 16

What do you understand by functions in MS-Excel ? Explain mathematical and

statistical function with example.
3g4qt/(Or)

= & T S W o Ay § 2 W $hd o § e A fafv= weri & =l
H TR | 16

What are the advantages of charts over mathematical data ? How is it created ?

Explain the different types of charts in MS-Excel.
3 P.T.O.
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3&E V/(Unit V)
(@) TATHE UEROEe YSievd & fafvs = 1 wwemsd 8
Explain the different views of MS PowerPoint Presentation.
(b) ~TATH. UERUES H AR WIES ¥ oM F OEd € 2 8
What do you mean by the master slide in MS-PowerPoint.
31dr/(Or)
frafafen  wfaa feorft fafe - 16
Write short notes on the following :
(@) Handouts
(i) Notes
(7i1) Animations

(fv)  Graphics
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