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Instructions :

1. The Question Paper is divided in five Units. Each unit carries an internal
choice.

2. Attempt one question from each Unit. Thus attempt five questions in all.

3. All questions carry equal marks.

4. Assume suitable data wherever necessary.

5. English version should be deemed to be correct in case of any anomaly in
translation.

6. Candidate should write his/her Roll Number at the prescribed space on the

question paper.
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1. (@)

(b)

2. (@)

(b)

g@E I (Unit I)
MS-Word &1 q&a faviad fafed wd famr 4@ wwsmed |
Write the main features of MS-Word and explain in detail.
s & g &0 & ® Wk § 2 fafvm fie sferw =1 gEes
it |

What are the advantages of previewing a document ? List the various

print options.
AT (Or)

MS-Word &1 eRe WHfen wigfad (Hfawm) =1 fawr ¥ wwsmd |

Explain Text formatting facility provided by MS-Word in detail.

MS-Word # Menu ffad THR & 20 & ? a1 foR & 9uiF Hifed|

How many types of Menus are there in MS-Word ? Describe them in

detail.

g3 II (Unit ID)

3. frefafeas d ¥ fosl aw w gy feuot fafed

Write short notes on any four of the following :

(a)
(b)
(c)
(d)
(e)

4. (@)
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Find and Replace

Header and Footer
Tabs and indents

Spelling check

Page Layout.
4T (Or)

MS-Word # 2fdal smm & fafv= ol &1 & ? 98=mEd)

What are the different ways to create a table in MS-Word ? Explain.
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(b)

(a)

(b)

g€ gAfET F1 ¥ ? MS-Word &1 qea fovmaist 1 e dfed w@emed |

What is word processing ? Explain the main features of M.S. Word

with example.

g III (Unit IID)

MS-Word # el i ferifen iR Swm @ =Xueg fafed |

Write the steps for recording and using macros in MS-Word.

MS-Word # #fei oiodd Td T $49 o\@ SA © 2

How to create a mailing labels and envelopes in MS-Word ?

JgAar (Or)

MS-Word # fifafed w dfera feuoi fafew

Write short notes on the following in MS-Word :

(a)
(b)
(c)
(d)

(e)

(a)

(b)

Cell formatting

Hiding and merging
Resizing rows and columns
Column free and unfreeze

Templates.
e IV (Unit IV)

I HY TFF W § ? MS-Excel H fafq= weri & =6l @ W@ |
How to create chart ? Explain the different types of charts in

MS-Excel.
FIH TH HR & o I[N Afgd ST TR wifNT
Differentiate between formula and function with example.
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JgAar (Or)

o [Nl ey d

MS-Excel # fr=fafed weemi &1 ww@=msa

Explain the following functions in MS-Excel :

(@)
(i0)
(i11)
(iv)
(v)
(vi)

(vii)

(@)

(b)

SUMO
MINQ
MAX()
LENO
AVERAGE()
MOD()
PRODUCT()

THE V (Unit V)

MS-PowerPoint slide & fafwy= =q& =1 wwzsd |

Explain the different views of MS-PowerPoint slide.

MS-PowerPoint presentation 4 faf!= charts &1 IfoarR goemEd |

Explain in detail various types of charts in MS-PowerPoint presentation.

JgAT (Or)

MS-PowerPoint § fiefafea w wfygw femoi fafed

Write short notes on the following in MS-PowerPoint :

(a)
(b)
(c)
(d)
(e)

Slide show
Design Templates
Inserting videos
Animations

Handout master.



