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Note: Question number 1 is compulsory, for remaining question write the answer according the instruction

sRA gsqT 13{Elqr{r a lN sl'aa .F' lfr(r Erau fi qsR rftr{ lnrGr

a) What is the difference between DOS and Windows?

d's 3it{ ffirn fr rqr sim tz
b) What is control panel in windows?

ffir.s fr, Eir{td ftra +qr tl
c) What is MS Word?

MS Word TqI t?
d) What is the shortcut key for viewing macro in MS word?

MSWord fr ffi aEri * fu erf€-fi-s :iffi * B,
e) Write the name of the menu from where we can insert the caption?

rgf{ zFT ;Irff ffi ffii t 6fr *'cqrfr ffi Efri &
f) What is Recycle bin?

Recycle Uinfqf t?
C) What is spreadsheet?

Tnsefd Fqr t?
h) Write the shortcut keys for playing the PPT slide from current and beginning?

Tf,nrfr :it-t gosna t ffqfi Fdrfs rf,ri * ft(' tfihz {ffi ffi
i) Write the file extension of batch files.

tE ff{d *.r sr{er wstlra fut
2: Explain any 10 external command used in DOS with proper syntax and application t6

3fud f;Htfs 3i1-{ :nrq}rr *'srtr d-€ d'sqqtrr 1M drd l+,dI eff roErAfr fifrb *,} TtrflRr

1: short answer type
,dfrw f rat ffi

OR

Explain the features of windows

fdfuto* trl}q-dr3lt fi eqrsqr flffi
3: Explain the following.

A: Explain the document alignment features of MS Word

B: Explain step by step the concept of mail merge

ffifua fir eqrcqr 6t
A: MS word *I 6Fdri:in 'itsur gffir3i *. Ert d' rrgrg('
8:*6r rd'fi 3'Frtrrqr *t qgr+gat*'t Trgr5('

OR

Explain the Following
A: Explain the different page views and layout supported in MS Word

B: Explain stepwise how to insert chart, date and time in word document

2 X 10= 20 Marks

L6



ffiEa fir eqreqr +t
A: MS word fr gHEd Bfffr Tsd req sit{ fu[rrd ft aqreqr 6t
e.Tg s.i+{il'c fr qrt,fFA rik sqq sFqffid mrt 6t qrw+gatt't srArgq'

4: Explain Auto formatting tools used in MS Word 15

MS word fr r++a 3ild sifrfarr (ro 6l strfrflr
OR

Explain the following
A: creation of table in MS Word
B: steps to insert watermark

ffifua fr aqrcqr fit
A: (rr1qt:H q-5 fr'tE-fi fir ffirul
B: Efsrflrt'srfri *'T{uI

5: Explain the following 15

A: Write the steps to insert chart for the given data set in spreadsheet

B: explain any five string function used in spreadsheet

ffiEd fit aqr€qr frt
e:+isanu fr eN' rrcr ifl td + frr' qrt sBnFa 6Ti *flq ffi

s: eis?lfc 6 5q+br f6('dri Erg ffi eff ciq Ezr lii+rrfr fir eqr€qr st
OR

Explain the following
A: five statistical function used in MS Excel

B: Create spreadsheet with student's subject marks and apply the formula to calculate total and percentage

ffifua fr eqrcqr qt
A: (rfi(rg (.f,tfr f Sqddf qtq giffilq function

B: 6r=r *'favq *, 3iEif *'srq Ffsqtrd rfrrq'(,ti5d sitt cfran fI rlut;Tr *tt * frv q{il+r$

5: What is slide transition? Explain the animation effect in slide transition

Fdr{s gitrsarqr hearf,s d1M trffdtra qsnq fr qrsqr 6t
OR

Explain the features of MS power point

(rIK'iH qTir qr{s *r fdetEl-dKi qil-t
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