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Instructions :

1.

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

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

All questions carry equal marks,
Assume suitable data wherever necessary. a2zSubjects.com
English version should be deemed to be correct in case of any anomaly in

translation.

Candidate should write hisher Roll Number at the prescribed space on the

question paper.
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Vhat is meant by Word Pmﬁ“ti{iiﬂ: ? Explain the features of M3-Word

with example.
Lo Prefefan w e d e :
Briefly explain the following :
{i) Paragraph and page formatting
(ir)  Bullets and numbering.

AT Or)
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Brielfy explain the following in the context of MsE-Word -
(i Auto formatting

(i} Print Preview a2zSubjects.com
(i)  Page View

(iv) Text alignment.
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2. (a) ﬂﬁ-ﬁﬁmﬂmfﬁmm . I !

What do you mean by mail-merge ? Explain in detail with example.
6) vAW-FE 4w fhE wf ® OE o i #9 @ wER f 2
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How can we import and export various formats in MS-Word. Explain,

Y (Or)
] L-__-
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Write short notes on the following :

15
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{¢) Page Orientation J

(i)  Creating Tables .
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Distinguish belween "iggrkﬂh#l and Workbook,
a¥siz ° fafim o ) Towmm
Explain the different views In Warksheel.

HEAE(Or)
Prefefan vt wfyw fewmt fafmg -
Write short notes on the following o
(i) Format Painter a;zSubjects.cnm
(i) Wizards
(ki) Merging Cells

(iv} Formulaa

v IV/(Unit ™M
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Differentiate between formula and function with example.
th) maﬁ:ﬂm%ﬁﬁﬁmﬁﬁ?mnﬁam#m.;
How will you filter a dalabase ? Explain in detail with exampla,
{Dr]f__.w-""'-'
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Explain the following functions in MS-Excel :
(f)  SUM( )
(i) MING ) -
(i)  MAX( ) .
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Write the steps to insert sound and movie in PowerPoint Slide.
) wgs # fafm @ @ @t L, - 8
Explain the different views of slide..
ugy(0Or)
frefafags w @fuw ool fafau o

Write short notes cn the following :
(i) Transition effects

(i)  Slide Show

(¢if)  Design Templates

(fv) Inserting Videos.
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