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The figures in the margin indicate full marks
for the questions

1. S°R @RS Sed fa - 15355
Answer the following questions :
(a) Windows< taskbar & 21?2
What is taskbar in Windows?

(b) TERH a0 FEARF TRIFT FIF AR IO
S BN A ferat

Write the temporary storage area to
store deleted files.

() TS (clipboard)s ¥ SR @i R

52
What is the group of commands in
clipboard?
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(2 )

What is bullet in MS-Word?
(e) PowerPoint3 "K-ﬁ!ﬁﬁtﬁ U =2

1
|
(d) «=.92. TES JED (bullet) IR R 3= T2 1
4
|
What is the default view of PowerPoint? i

|

2. TER oM@ Ted o - 2x5=10
Answer the following questions :
(@) MS-Word® oGl & @ I 5 3= 2 |

What are green wavy lines in an MS-
Word document?

|

'~i

(b) @ 531 (cell address) I & =2 |
What is cell address? _ ;

(c) TS IR (Cloud office) e F J&=?
What is Cloud office? |

(d) MS-Word3 ol Wi¥ FTHoR (header and (
footer) Jferer &5 I=w2 i

What are the header and footer in MS-
’ Word?

(e) T (font) e & T=H?

What is font?

3. TOR PERT o] B @G =oR Oed Tl - 5x6=30
Answer any six from the following questions :
(a) MS-Word® find SII¥ replace J*6t GFCItP

Y ¥, TR
Explain how find and replace option
work in MS-Word.
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(b) MS-Excel® formula S function 2

TAIIR TS J&R ot )

What are formula and function in
MS-Excel? Explain with example.

() W AF FEF MS-ExcelS filtering I92
< =72

Why and how is filtering used in
MS-Excel?

(d) Cloud office IFTT 5 5 MqRFel AR?
SEGIERTEIT

What are the limitations of using a
Cloud office? Explain.

(e) PowerPoint® ¥ R[S 2 SRRR wew? R
=eiR fern | \

Explain = about différént'~ views of
PowerPoint. S

() Alignment %2 M‘S-Word@ W‘ﬁli\‘aﬂ SERA
alignment@S9 R¥X Rl

What is alignment? Explain different
types of ahgnments available in
MS-Word.

(g9 MS-Words 3 2@ IR RI@ IR
forar |
Explain about Mail Merge in MS-Word.
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( Additional 15 marks for 2023 Batch )

4. SR NI R R @en fof o" O3 it : 5x3=15

Answer any three from the following
questions :

(@ R @RS (2 IR EFETR RIAS
BEGIERE

What is cell reference? Also explain
absolute reference.

(b)) MS-Word® ¥ R @G iohl shortcut
keys W% WORIo7 I @ fori |
Write any five MS-Word shortcut keys
and their uses.

(c) MS-Word® watermark @GP AHANS
2F? :
How is watermark inserted in MS-Wo‘rd?

(d) «9.9%.-76 (MS-Word)® SeFSI@ el
ARNRE I sMewePTR B

Write the steps to insert text vertically
in MS-Word.
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