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Duration : 3 /Max. Marks : 50

/Min. Pass Marks : 20

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.

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.

Roll No. ...................................
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I/Unit I)

1. Explain the following with reference to MS-Word (any five) :

(a) Bullets/Numbering

(b) Format Painter

(c) Print Options

(d) Uses of MS-Word

(e) Page formatting Option

(f) Templates

(g) Border and Shading.

MS-WORD 

(a)

(b)

(c)

(d) MS-WORD Uses

(e)

(f)

(g)

II/Unit II)

2. (a) 10 WORD ‘‘Mr. Himalay Sing’’ 

‘‘Mr. Himalaya Singh’’ 

How will you change ‘‘Mr. Himalay Sing’’ to ‘‘Mr. Himalaya Singh’’ in a

10 page WORD document, which has multiple occurrences of the text.

Give the steps.
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(b) MS-Word 

How can we convert a table into text and text into table using MS-

Word ?

( /Or)

3. (a) MS-Word 

What do you mean by auto text ? How does it function in MS-Word ?

(b) tab alignments set 

What are the different types of Tab alignments available and how can

they be set ?

III/Unit III)

4. (a) Work book 

How can we insert a new sheet in a work book ? Write the steps for

renaming, deleting, moving and hiding a work sheet.

(b) MS-Excel functions 

Define Cell and Cell address. Discuss the functions available in MS-Excel

with example.

( /Or)

5. (a) purpose 

What do you understand by column freezing ? What is the purpose and

its advantage ?
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(b) (i) How can you sort data in Excel ?

(ii) How can you generate a series in Excel ?

(i)

(ii)

IV/Unit IV)

6. (a)

What is PowerPoint Presentation ? Write the steps for developing a

presentation in PowerPoint.

(b)

(i)

(ii)

Explain the following :

(i) Slide Master

(ii) Slide Sorter View.

( /Or)

7. (a)

Write the steps to add chart, movie, sound to a presentation.

(b)

What are notes and handouts ? What is special about them ?



0828/0843 5 P.T.O.

V/Unit V)

8.

(a)

(b)

(c)

(d)

(e)

(f)

(g)

(h)

Answer any five :

(a) What do you understand by query ?

(b) What do you mean by default value for a field in Access table ?

(c) What is the easiest way to define a relationship between two

tables ?

(d) What are forms ? How are they created ?

(e) What are the various field types in Access ?

(f) What is the extension of Access database file ?

(g) What is a primary key ? Explain with example.

(h) What are attributes ? Write some examples.


