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Time : 2 hours Total Weightage/ Marks: 30
Marks
Q-1. | Explain the use of Microsoft Word and Draw the initial screen of Microsoft 8
Word.
(Microsoft Word ofl GU2{laL ¥Hostcll Microsoft Word o1l 23lctell screen
elRl.)
OR ()

Explain Change case and Drop cap.

( uHMA.- Change case ¥l Drop cap. )

Q-2 | What is Mail-Merge in Word? Write the steps for Mail-Merge. 7

(Word Hl Mail-Merge W2@ 9J? Mail-Merge Mleall steps CLWL.)
OR (Al

What is Orientation in -Page Layout Menu - explains?

(Page Layout Menu Hl Orientation ¥M%1)

Q-3 | What is Animation in PowerPoint? How you apply animation in PowerPoint? |8
(Animation ¥2@ 9? PowerPoint Hl A\ Animation 88 3 AU A waudl.)

OR (&al)
How you will insert table in slide? Explain.
(Slide Hi AN Tables <l A insert 5290 2 wxendl.)

Q-4 | Explain Timing and transitions setting in Power point. 7
( Power Point Ml Timing e\ Transitions oli AZal ULl

. OR (adl)
 Write short note on Slideshow.
(280lltL AW - Slideshow)
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