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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.
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I (Unit I)

(a)

5

What are the various major activities of an office ? What are the softwares

required for these activities ? Explain.

(b) 5

Explain the following with reference to MS Word (any two) :

(i) Toolbars and Buttons

(ii) Text attributes

(iii) Autoformatting.

(Or)

(a) (MS Office) (Open Office) 

5

Describe various software components of MS Office and Open Office

software suites.

(b) 5

Explain the following with reference to MS Word (any two) :

(i) Wizards and Templates

(ii) Paragraph Formatting

(iii) Printing and Print options

II (Unit II)

(a)

5
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Explain the use of the following features of MS Word with an example

(any two) :

(i) Find and Replace

(ii) Working with columns

(iii) Tabs and Indents.

(Or)

(b)

5

What is Mail-Merge ? What are its uses ? Explain various steps in

Mail merge.

(a)

5

Explain the use of the following features of MS Word with an example

(any two) :

(a) Spell Check

(b) Headers and Footers

(c) Symbols.

(b)

5

How do you import and export to and from various formats from MS

Word ? Explain steps.

III (Unit III)

10
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Explain the use of the following features of MS Excel with an example (any three) :

(a) Resizing of Columns and Rows

(b) Column Freezing

(c) Use of Formulas

(d) Borders and Shading of selected rows and columns.

(Or)

10

Explain the use of the following features of MS Excel with an example (any three) :

(a) Data Types in Excel

(b) Different views of Worksheet

(c) Printing of Workbook

(d) Creating Charts in Excel.

(Unit IV)

(a) Excel 

5

What are the uses of Mathematical and Statistical Functions in Excel ?

Give at least five functions with example.

(b) Excel Pivot 5

Explain about the use of Pivot table in Excel with an example.

(Or)

10



5438 5 P.T.O.

Explain the use of the following features of MS Excel with an example

(any three) :

(a) Data Validation and Protection

(b) Filters and Filter types in Excel

(c) EMI Calculation in worksheet

(d) What-If analysis.

(Unit V)

(a)

5

What is the use of PowerPoint in Office ? How do you create a chart

in PowerPoint ? Explain with an example.

(b)

5

What are Slide Transitions ? How do you give slide transitions effect

in PowerPoint ?

(Or)

(a) 5

What is Word Art ? How do you create a Word Art in PowerPoint ?

Give steps.

(b)

5

What are Handouts and Notes in PowerPoint ? How do you use these

in PowerPoint ?


