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Unit-1
1. Explain any 5 Dos Internal and any 5 Dos External Commands in Details.

Bw. oTlcttrq fuEq g-s) d fi-s sTffio' apn qiq qrEq ft{vrl or frwn Ttro, s"fq of r

slerqr,/oR
Write a brief note on following-
i. Dos System files
ii. Features of Windows Operating System
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Unit-2
2. What is mail merge? Write steps to perform mail-merge in MS-word. Explain various options
associated with it.

t-f, Td Eqr t? trgo}dce rg t n-f,-q-d ori tg rgm a-<,rt oi frfd I i-f,-Td t ffikd frft-q
ffotdi o1 qrsr o{ r

srersr/oR
What is word - Processing? Write advantage of word-processing. Explain" header and
footer"in details.
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Unit-3
3. What is Spread Sheet? What are the advantages of electronic worksheet. Write steps to insert
and delete rows & Columns in worksheet.
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Explain any five Mathematical and five statistical functions available in MS Excel with example.
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Unit-4
4. What is MS Power Point? How to Create a new Presentation in MS-Power point? Write Steps
to add Transition effect and animation in inserted slide.
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Write a brief note on following-
i. Slide Views
ii. Chart in MS-Powerpoint
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Unit-5
5. How to maintain balance Sheet in Tally? Write Steps to generate profit and loss account in
Tally.
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what are the major characteristics of accoflliliS#*are? Write steps for Creating New
Company in Tally.
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Note : Answer all questions. All questions carry equal marks.


