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Q-1 Answer the following from the given options. 5
1 enables us to send the same letter to different persons.

Q-2

Q-5.

Q-6.

(b)
(a)
(b)

(b)

{a) Table {b) Macro (c} Column  (d} Mail-Merge

Page Margins can be changed in dialog-box.

(a) Page Setup (b) Font (c) Paragraph (d) Page Background

Which feature do you use to create a newspaper like document?

(a} Dropcap {b} Column (c} Bullets & Numbering (d) Table
function is used to return the factorial of a number.

{a) SUM( } (b) MAX{)  {c) FACT{) (d} EXP()
key moves the cursor to the next cell in the worksheet.

(a) Shift + Tab {b} Ctrl+ Tab (c}Alt+Tab (d)Tab

Answer the following in short. {(any five) 10

What is hookmark?

What is the use of Spelling & Grammar facility?

State the use of Page Break Option.
Write the use of Mail-Merge.

What is Cell range?

Explain Autosum in Ms-Excel,

Explain given functions. SQRT( ), Today()}

Explain header & Footer in MS-Word. 2

Explain changing case with example. 3
OR

Write a detailed note on paragraph formatting. - 3

What is sorting? 2

What is table? How do you create a table in MS-Word? 3
OR

Explain find, replace and goto option in Ms-word. 3

Give difference between workbaok and worksheet. 2

Explain Conditional formatting. 3
OR

Write the steps to delete row, column and worksheet. 3

Explain IF( ) function in Ms-excel, 2

List the various chart types and Explain Pie chart, 3
OR

Explain any three Statistical function with example. ' 3
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