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I*struction : Answer all the Sections'

Max. Marks: 60

{6x2=12}

(4x6=24)

SECTION _ A

l.Answerany6questions'Eachquestioncarries2marks.

1) Mention any two features of Operating System'

2) What is lcon ?

3) How to open a document in tVlS-Word ?

4) How to insert special symbols in MS-Word ?

5) What is line spacing in lt'ilS-Word ?

6)Writetheshortcutkeyforfindandreplaceinh,ls.Excel.

7) What is merging in MS-Excel ?

B) Write the steps to edit slides in MS-PowerPoint'

9) List out any two features of MS-PowerPoint'

SECTION _ B

ll.Answerany4questions'Eachquestioncarries6marks,

10) Write short note on lnternet'

11) ExPlain about File ExPlorer'

12)ExplainCut,CopyandPasteoptionsinh/|S-Word.

13) Write a note on spell check in MS-Word'

14) Explain creating formulas in MS-Excel'

15) Explain Creating Presentation in MS-PowerPoint'
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SECTION * C

lil" Answer any 3 questions" Each question carries I marks

16) Write a note on :

a) Control Panel.

b) Web Browser.

17) a) Write a note on Ernail Operations.

b) Explain setting text font colors in htlS-Word.

18) Explain formatting text in l\*S-Word"

19) a) Explain creating tables in MS-Word.

b) Explain types of charls in MS-Excel.

2q a) List out features of h{S-Excel"

b) Write a note on adding pictures in PowerPoint
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