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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.

&

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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¥ 1 (Unit 1)
RS IR RAwH 31 wpd AR @ Waa & gammge 7

Explain file and Directory structure in windows operating system ?

faars A shwr qaraR dr Fagr A 22

What do you mean by screen saver and themes in windows?
AFHgaGr (Or)

HO AT Z@RT NITH Y g AR Sew F fw avor g

Write the steps to remove and add program by control panel?

2= e g r gfnRa w7

Define the term Disk Fragmentation?
THTE II (Unit I

Google 3Tdg & fava? FaEe?

Explain the Features of Google Docs?

A, SEATAH 7 e A ST Fr3udarFw e
What Is the use of Tab and Indent in word document?

AGar (Or)

A TEATAA & T+ T T &7 1 aRRa w12

Define working of spell check in word document?

e ZTATRSA A FIAH 311 IR g2t & avor fad?

Write steps of inserting and deleting columns in word Document?
¥&E I (Unit IID)

TATH a% # o135 U AW wT F Aaaa &2
What do you mean by Find and Replace in MS word?
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(b) m!fﬁﬁlndcntsmmﬁﬂﬁﬁﬂqﬁ‘mm

Define the term Indents and Margins In MS word?

rgat (Or)

6 (@) MS word 3 B¥YaRoT 3T Ry wiAAfaa & & axor fafae

Write the steps of inserting Equations and Symbols in M5 word?

(6) " MS ez & AT T F TRor fAEd?
Write the steps of running Macros in MS word?

IFE IV (Unit IV)

7. (@) AT vade & R 2 9o A aaremr w17

Explain various data type in MS excel?

(b  MS excel & e 22T TS FI F TROT A2

Write the step of sorting cell data in MS excel?

HTAr (Or)
8. (@) Ay wFde # O AT T A AT F dfRa s
Define page setup and cell formatting in MS excel?

(b)  vATE vHAA A RSB TR F a8 frasm F?

Explain different types of chart in MS excel?

TS V (Unit V)
9. (a)  PowerPoint # wizards F7 3TN FTF THfey Twmey &1 90T fxd
Write the step of creating presentation using wizards in PowerPoint?
(b)  PowerPoint # TS AT &1 32827 FAT &7

What Is the purpose of Slide master In PowerPoint?
7618 3 P.T.O.
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(a)

()

At (Or)

¥ ur3T AR T AYTH AR A HTIHI FAT1 3T 27

What do you mean by Handout Master and Notes Master?

mmwmﬁmﬁmmm

Write the step to add E-mail accounts to outlook?
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