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Instructions:
1. The question Paperis divided in five Units. Each unit carries an internal
choice.
9 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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1, (MNice Documentation # fert MS Office Fha e jumeft @ 2 flaem b

How MS Office 1s useful m Office Docunyantation ? Explain

| mfr)r)

0 &) faxan 4 augge

Explain the following in detail
a) Page Formatung
b) Word Processing Softwares

@ 11/ UNITID

3. MS Word & faniyaraa &) fazan & anaga
Explain the Features of MS Word 1n detail

(srergr/ Or)

4. e = e & wmmea
Explain the following in detail :
a) Mail Merge
b) Macros & Templates

@F1S HI/ UNIT 1)

5. MS Excel § Formula FTITANRTE ?  ISTeR] Gfead g9z

What 1s the use of Formula in MS Excel ? Explain with a suitable example.
' (arerar/ Or)

6. i =1 foega | qA4C
Explain the following in detail
a) Functions 1n fxcel
bh) Worksheet & Workbook
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MS Excel # faad yan # FunClions @a # 2 Fl Ay a1 fam drfam

| 7 foxplain any threean

|

What are the vanous types of Functions in MS Exce

detal

(e / (r)

& MS Fxcel i 0% Chart a4 #1 fafa fefay

Write the steps involved in création of a Chart n Excel

@FTS VI UNIT V)

9. U %5 Presentation 8 319 1 GUFA 2 qUHAILT)

What do you mean by a Good Presentation 7 Explamn.

(3tear/ Or)
10. MS PowerPoint &1 3% 18 ? Farew dfea faa aﬁﬁsrv'.
What for the MS PowerPoint 1s being used? Explain with a suitable
example.
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