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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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313 I/(Unit I)
TR w1 W w0 & # wEe § 2 fatvs e We @ gEias st

What is the advantage of previewing of document ? List the various print

options. 8

uE-a€ # 79 fafvs wifew & 39 IR TRIUR %8 H THA © 7 AT
HITT |

How can we import and export various formats in MS-Word ?

Explain. 8
3YdT/(Or)

(@) wHEE-I€ # fafy= I9 =1 iR dlemse &1 fowr § wwemsd) 8
Explain in detail the different Page view and Layout in MS-Word.

(b) TATE-TE HI RS wHEfET Fhaw w1 TR § Fwemsd 8
Explain in detail text formatting provided by MS-Word.

gh1g II/(Unit 1)
HUg.-a€ § fefafeq & fou vw fafeae . 16

Write the steps for the following in MS-Word :

(@)

b)

(a)

Converting text to table and table to text.
Changing space between rows.
AYA/(Or)
TIUE.-9€ H TEgHS #I Ufee & &I 91 gaumd 3ueeEy ¥ 7 GHemEdl 8

What facilities are provided for editing a document in MS-Word ?

Explain.
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) frafafeq w dfga feodft fafed - 8
Write short note on the following :
(a) Footer and header;
b) Spelling checking.

Zahe III/(Unit III)

(@) THATH.-THA &1 a1 fogvand wd@ g fafen ) 8
Write the main features and limitations of the MS-Excel.
(b) THATH.-THA & J&I SRl T[T Hl THEE | 8

Explain main data type of MS-Excel.
3YdT/(Or)
frafafen — wfga feoft fafedr - 16
Write short notes on the following :
@) Column freezing
(1) Cell formatting
(zit) Hiding and merging.

&g IV/(Unit IV)

TH.TH.- T § B ¥ T 1 993 © 7 Beffedwa iR Rfefesa wam #i Samw
ERUBSEEIERE 16

What do you understand by functions in MS-Excel ? Explain mathematical and

statistical function with example.
JAYAq/(Or)

e &% T S H R ey § 2 W % o § e d i yeRl & =el
H TR | 16

What are the advantages of charts over mathematical data ? How is it created ?

Explain the different types of charts in MS-Excel.
3 P.T.O.
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3&E V/(Unit V)
(@) TATE TENIRS Sicxd & fafy=T =& & 9w9emsd | 8
Explain the different views of MS PowerPoint Presentation.
(b) TUATH UERUES H AR RS ¥ ST R TEEd © 2 8
What do you mean by the master slide in MS-PowerPoint.
3ga/(Or)
frafafea = wfya feooi fafew 16
Write short notes on the following :
@) Handouts
(17) Notes
(zit)  Animations

(iv)  Graphics



