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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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e I/(Unit I)
MS Windows U 3= Operating System T fomr # wHsmEsA 16
MS Windows is a good Operating System. Explain in detail.
{41/ (Or)
/=1 % 94m § wHems
Explain the following in brief :
(a) Operating Software
®) Desktop
(c) Control Panel
d) Accessories.
3% IU/(Unit II)
MS Offce Package H 3Uesdl gfaemsli &1 v ahifsig | 16
Explain the features available in MS Office Package in detail.
AYA/(Or)
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Explain the following in brief :
(@) Templates
(b)  Mail Merge
(c) Text Formatting
(d) Page Orientations.
Zahe III/(Unit III)

Mail Merge #1 & ? Mail Merge &1 3WaN @ g fFar S & 2 SUg Sare™
oo =ifs 16

What is Mail Merge ? Explain how Mail Merge is used with suitable

example.
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AYAdT/(Or)
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Explain the following in brief :
(@) Column and Gutters
b) Bullets and Numbering
(c) Margin Setting
d) Thesaurus.

g3 IV/(Unit IV)
MS Excel # Chart {9 @®g s9™1 W1 €7 TH Diagram & @ foero ifsmi16

Describe how a Chart is prepared in MS-Excel. Explain with a diagram.
A/ (Or)
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Explain the following in brief :
(a) Work Books and Sheets
b) Functions
(c) Chart
d) Column Freezing.
gh1E V/(Unit V)
Effective Presentation ¥ 3Tq &1 99z & 7 99| 16
What do you mean by Effective Presentation ? Explain.
AYA/(Or)
Outlook Express T 3o gl%rmaﬁ Td IYENT 1 fomR | 9uHE e

Explain the features and uses of Outlook Express in detail.



