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1 Answer the Following from the given Option 5
1 Which is the shorteut key to align text in word document line?
{a) Ctrl + E {b) Ctrl+ R
{¢) Ctel+ L {d) Ctrl +J
2 Which menu contains Table fool?
{n) Design {b) Insert
{¢) Layout {d) View
3 __ function is used to find number of cells having numeric value in a worksheet,
{a) =countif() ' . (b} =countblank()
{e) =count() . {(d) =counta{ )
4 __ shorteut key is used to check spelling in the worksheet,
{a) F2 {b) F11
{¢) F5 ' {d) F7
§  ___ Shows cell address.
{a) Cell (v} Cell Pointer
(¢) Formula Bar (d) Name Box
2 Answer the following in short. (Any Five) 10
1 Explain use of buliets in word.
2 Explain line spacing in word.
3 How to resize a picture in word?
4 Write list of word menu name,
5 Write the default size of a cell.
6 Write the use of Wrap Text in cell,
7 How to copy and delete a worksheet?
3 (a) Explain the use of columns in werd Doc. 2
(b) Write a note over Mail Merge. 3
OR
(b) Write a note over Macro of Word, 3
4 (a) Make alist of insert menu tools and give its infroduction, 2
(b) Explain about Text Box of word. 3
OR
(b) Txplain about Page layout of word, 3
5 (a) Write the steps to Hide and Unhide the Row and Column. 2
{(b) Explain Filter of Worksheet 3
OR
(b) Explain Pivot Table, . 3
6 (a) Whatis Chart? Write its advantages. 2
(b} Explain the use and function of Name Box and Formula Bar. 3
OR
(b} Explain any 6 functions with example. 3
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