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Subject/Paper Code : UB035COMO6 — Computer Skills -
Total Marks : 60

Que:1 (a) Explain different uses of Microsoft Word. (7)
(b}  Explain about Change Case and Drop Cap with reference to Word. (8}
OR ‘
{a}  List different options related to Tabie and expiain any two. {73
(b)  Explain various options of Font Tab in Word. (8)
Que:2 (a) Write short note, Screen of Excel {7)
(b) * Explain. Charts in Excel ' (8)
. ()R .
(a)  Explain about different Addressing Modes of Excel. (7)
{b)  Explain following functions of Excel with example. (8)

SUM( ), DATE( ), MAX( )}, ROUND({)

Que:3 (a) Write uses of Power Point. A7)
(b}  Explain about Animation and Transition in Power Point. (8)
OR | |
(a)  List various options of Insert Tab of Power Point and explain any two. (7)
(b)  Explain about Slide Layouts of Power Point. (8)
Que:4 (a) Whatis Mail-Merge? Explain how it can be create in Word? . (7}
(b}~  Explain different String Functions of Excel with example. (8)
OR |
(a)  Explain Sorting in Excel. {7)
(b}  Explain different slide printing options of Power Point. (8)
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