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1. FaFRe ecs Tes fu : 1x5=5
Answer the following questions :
(@) FS SCHICTH Hel 52,
What is office automation tool?

(b) WETRFH IO 96l (RS e 52

What is a cell address in Microsoft
Excel?

) ¢ 97-IRE{ “Z5e 2Re &2
What is slide in MS-PowerPoint? -

(d) SRS 365 IIT IIF 961 R o |
Write one benefit of using Office 365.

(e) «¥. 9=.-T6© T 572
What is footer in MS-Word?
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2. fufiRe exERe T fram -

(2)

Answer the following questions :

(@

(b)

(c)

(@)

(e)

(b)
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P . P

qY. q%.-76S (B3 AMRE FI K0! SAH Rl |

Write the two ways to insert table in
MS-Word.

GY. R -IAE v sy S G
Tere {12 62

What is the difference between
animation and transition in
MS-PowerPoint?

GCITS IR S TP Ao AL 162

What is the difference between
worksheet and workbook in Excel?

PR SA[ccooT R[S €79 & 52 ¥, 9=
TGS P SREACHH (FCACP Fefle] IR A1 2

What are the different types of page
orientation? How to change page
orientation in MS-Word?

FICT SFE 5 2
What is Cloud Office?

gy, R.-I6® TG &9 2
What is word wrap in MS-Word?
‘Save’ ¥ ‘Save As’{ qEe A1 &F2

What is the difference between ‘Save’
and ‘Save As’?
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(b)

(c)

(b)
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©oTS Ty 1 HHFID [ o 3
Write the shortcut key of the following :
(i) GO¥. q7. TGS GBI TP FizA PR
To open a new file in MS-Word
(ii) T3 APE I FRCeT
To increase font size
(iii) €O VWIS AN el @1
To go to the beginning of a document

aCITe AW PR T2 2

What is active cell in Excel?

afeRe FROWR ARS IFRWPR G1ee IR

<90 :

Explain the following functions with

proper syntax :

(i) CONCATENATE()

(ii) COUNT()

(i) MAX()

@R @FEE 2 R R[KiSq a9 T 41 |
1+3=4

What is cell reference? Mention its -

different types.

% 392 AF @ER @S AT e A1 2
2+3=5

What is macro? How to record and run
macro?

TRE iR 2 3

What is autocorrect?
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6. Y BRI o (R e o) : 3x2=6
Write short notes on (any two) :
(@ Rk Shiea e e«
Find and replace
(b) e W FRo1/Formula and function 3

(c) GZe W%t /Mail merge
( Additional 15 marks for 2023 Batch )
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7. oo fET R e i (R e o) @ 5%3=15
Answer the following questions (any three) : |
(@) C=TAG 7 9. qR-GIER T CFEEFAR ‘
0T 47 |

l

|

What is spreadsheet? Explain main
features of MS-Excel.

b) @ TG TJEE 5o wEW Avehe
watermark &P RS I AR 2

What is the use of MS-Word? How to
insert a watermark in MS-Word file

background?
(0 av. q%-ER ~Xoe Ritn wF 5T &2
R A0

What are the different types of views in
PowerPoint? Explain.

(d) Indent & ? Indentation3 R o=
[T 9
What is indent? Explain various types of
indentation.
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