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PC PACKAGES (Word, Excel, Power Point)
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Instructions:

I 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. Al questions carry equal marks.

4 Assume suitahle data wherever necessary.

J. Enghbh vi_.rsi“n Shﬂllld bf‘- deemed to be corr-ect in case Of any &noma]y in
translation

6. : scribed on the
Candidate should write his/her Roll Number at the pre space
question paper.
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(3rgar / OR)

9. Computer Shutdown, Logoft, Hibernate 3 Login & 39 &1 3wz §?

What do you understand by Computer Shutdown, Logoff, Hibermate and
Login ?

(s&1¢ [/Unit II)

3. Ms Word Document &1 Printing 3 Headers & Footers & Vg
Exnl.:
*plain Ms Word Document Printing and Headers & Footers.
(31@ar / OR)

Q.m Word
document ) 7y %9 format %7 gF3 ¥ gamm

Explain
] 'Ow
® can format a word document ?
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(37¢ I/Unit II)

Mail Merge #11 87 7% U 31wg 4 $3 3wanft &2
What is Mail Merge ? How it is useful in a office ?
(3terar / OR)

6. ¥ W Hfya fromf ford
Write Short Note on :
- Auto Text
- Find & Replace
- Watermarks
- Clip Art

(3&18 IV/Unit IV)

Ms Excel ¥ 37dm f&u 9@ @l Data types ¥ € ? 30% 3Idm dfen fdl wig

formulas ¥ =49t HIfSC | |
What are Data types used in Ms Excel ? Discuss any five formulas with its uses.

(3raar / OR)
8. T8 W Ry feof ford -
Write short note on :
- Column Freezing, Splitting, Merging. .
- Hiding Row & Column.
[8]
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(318 V/Unit v)

o, Presentation ¥ €1 JfEa 3l Wﬁ*ﬁ%mﬁ?mﬁmﬁwm’u

How we can add Video and Sound into Presentation ? Explain steps

(3rgar / OR)

10. Outlook Express 3R 3q&% configurations | 3y e ¥

What do you understand by Outlook Express and its configurations ?
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