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Y97 1 (a) - &€ IOMGT & 747 GUET §7 TA.QW.-9€ @ §eF favryarg 3gIevor 6igd awaAnd |
What is mean by Word Processing? Explain the features of MS-Word with example.
(b) — Freferas =t 98T ¥ T :
Briefly explain the following : 22zSUBJCTS.COM
(i) Paragraph and page formatting
(ii) Bullets and numbering.
3erar (Ur)

YT 2 (a) — Siagie &t Uy avF & =7 wae &7 fafr= fUe snwig & getag Sivdl
What are the advantages of previewing a Document? List the various Print options.

(b) — UA.UA.-a% # Siagie @l Qe #T & 74T Qrasmy IuersT §7 THsgd|
What facilities are provided for editing a document in MS-Word? Explain.
T¥7 3 (a) — Fo7-0Sl @ N9 T WAHG 57 WiewEor famrw § ausEdi
What do you mean by mail-merge? Explain in detail with example.
(b) — TR.UR.-T2 W W fafq=1 Gitde &I 391¢ U Uaqule 39 &7 9&d &7 foran)
How can we import and export various formats in MS-Word?
STEar (Or)

w74 - FEfafaa woae oo fafan :
Write short notes on the following :
(i) Header and Footer
(ii} Find and Replace
(iii) Spelling Checking
(iv) Tabs and Indents :
mﬁ{a)—aa!?ﬁzq#aafgﬁﬂ‘mmaﬁﬁm
Distinguish between Worksheet and Workbook.
(b) — F=viz & A= == = aaems
Explain the different views in Worksheet.
J 3HET (Or)
I 6 - FEfaias W e et fafag
. Write short notes on the following :
(i) Column freezing
(ii} Cell formatting
(iii) Resizing Rows and Columns . 22zSUBJCTS.COM
(iv) Hiding and merging.
Yo7 7 (a) — Hien UF T @ AT IRV WET A= W B
_ Differentiate between Formula and Function with example. -
(b) — STETE&T W AT HA feet HI? IIMETU Wigd fam@w & GHHAEA |
How will you Filter a database? Explain in detail with example.
_ 37erET (Or)

T8 - W @ iy ST ¥ FA oy §7 91 S a9 ¢ 7 UAeT § i AT & wrel i g |
What are the advantages of charts over mathematical data? How is it created? Explain the
different types of charts in Excel.

7¥7°9 (o) - WiaY @ize wEE ¥ WET U get gaT w0t @ =y freu
Write the steps to insert sound and movie in PowerPoint Slide.
(b) - &g & fafy= == = guaEd
Explain the different views of Slide.
8 37e7ET (Or)
vT 10— FrAfefEa wv g fewuit farey
Write short notes on the following :

(i} Handouts
(ii) Notes

(iii) Animation a2zSUBJCTS.COM
(iv) Graphics '



