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Before ansuwsering the questions, candidates should ensure that they have
baf:nsupplxedmewrmctandampleteqnwnbn paper. No complaint in
this regard, will be entertained after exarnination.

Note: Attempt five questions in all, selecting one question
from each Unit. Question No. 1 is compulsory. All
questions carry equal marks.

1. Explain the following in detail : 8x2=16
(@) Uses of Title bar.

(b) Finding and replacement text in MS-word.
(c) In-build sound effect in PowerPoint.

(d) Coping and moving file and folders.
(e) Taskbar.

(f) Database management using Excel.
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(g) Word art int MS-PoWVerPoint,

slide v;
(h) Difference petwee? 1de view and slide sorter view.

UNIT -}

windows- Explain the basic components of

Definé
8

% /’(} ) windows in detail.
erating System ? Explain the functions

) What is Op
8

" < of Operating system in detail.

s Control panel ? Explain the concept of display
and removing software, screensaver
https:fﬁwww‘mdustudy.com 16

3. What i :
pmperties, adding

and appearance in detail.
UNIT-1I
4. Explain the following in MS-Word in detail :
(a) Linking and embedding object 8
8

(b) Document Dictionary and Page formatting

ing ? What are

5. (a) What do you mean by Word Process
? Also explain

the advantages of Word Processing
how to create and save documents.
in

(b} Explain the concept of mail merge and macro
8

detail.
UNIT — 1l

mhat is spreadsheet ? Explain the features of
spreadsheet in detail. 8

(b) What is worksheet ? Explain the various operations
you can perform on your worksheet in detail. 8
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7. (a) What is MS-Exce] - W'hat are

MS-Excel ? Alsq explai® the
Ref i how
eferencing, Range and

organize data in MS-gxcel-

(b) Explain the following jn detail :

4
R examp].e
(i) Header and footenthrough suitable

(ii) Formulas and functions

4

UNIT - IV
8. (a) What is PowerPoint ? What is the various
application of the PowerPoint ? Explain. 8
(b) What are the various formatting options available

in MS-PowerPoint ? Explain in detail. 8

9. Explain the following in IﬁS—PowerPoint in detail :
{a) Animations and sounds



