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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.

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. (a) Dialog Box dialog boxes 

What is Dialog Box ? Explain various type of dialog boxes.

(b) MS-Windows 

Explain any two of the following in MS-Windows :

(i) Folder

(ii) Shortcuts

(iii) Autostarts

( /Or)

2.

Explain the following :

(i) Recycle bin

(ii) Icon

(iii) Install printer

(iv) Toolbar

II/Unit II)

3. Word processing MS-Word features 

What is word processing ? Explain the important features of MS-word.
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( /Or)

4. MS-Word style 

What is style in MS-Word ? Explain any two of the following :

(i) Double space your document

(ii) Make a template

(iii) Differentiate Save and Save as.

III/Unit III)

5. (a) MS-Word document spellings check 

How to check spellings of MS-Word document ? Explain.

(b) MS-Word Find Replace command 

Explain Find and Replace command in MS-Word.

( /Or)

6. (a) MS-Word table 

How do you create table in MS-Word ? Explain.

(b) MS-Word mail merge 

Discuss about mail merge in MS-Word.

IV/Unit IV)

7. Worksheet MS-Excel column freezing, hiding splitting 

What is Worksheet ? Describe the process of column freezing, hiding, and

splitting in MS-Excel.
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( /Or)

8. (a) Column resize 

How do you resize column ? Explain.

(b) MS-Excel chart 

Discuss any two chart types available in MS-Excel.

V/Unit V)

9. MS-PowerPoint presentation graphics sound slide add 

Discuss the process of adding graphics and sound to a slide in MS-PowerPoint

presentation.

( /Or)

10. Outlook express features 

Explain the main features of Outlook express.


