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0-1.  (a) List out some Word Processing Packages. Explain Find and Replace in detail. 7

(Word Processing Packages <l 4LEL bi-Udll, Find and Replace [URedul axenl.)

{b} Explain Paragraph Setting in Ms-Word. 8
(Ms-Word Wi Paragraph Setting u31dl.)
OR
{a} What is Header and Feoter? Write the steps to insert Header & Footer into a document. 7

(Header 2 Footer & B § Document™l Header 14 Footer GRza WizAL 324 avil)
(b) Explain various oplions of Font Tab. 8
(Font Tab Hi @iladl gel %L [Ased wuwidl)
Q2. {a) What Is a Spreadsheet? List out some Spreadsheet Packages. Write the uses of Spreadsheet. 7
{Spreadsheet A28 3? Spreadsheet Packages «l A&l siAlell, Spreadsheet <t Gualil ol )
{b) Explain the following functions with syntax and proper examples. ' 8
(il (R4 a4l syntax 2 dlox Geigzol 20l Al )

1. INT{) 2.MID{) 3. LEN () 4, ROUND ()
OR
(a) Explain various option of Format cells dialog box in MS-Excel. 7

(MS-Excel Wi Format cells dialog box <l (A{ay, (8.5a0 uuendl.)
{b} List out various Charts and explain Column chart in MS-Excel. 3

{MS<Excel Wi (Al nateel %id Al 2l sl 4 Column A wumdl. )

Q-3.  (a) Explain the Slide Layouts in Power polnt. 7
{Power point ®[ Slide Layouts 21, )
{b)  Write the steps ta do the following task. {113 st8l seal Wizell Wq el 8
{1} Add New Slide {2} Add Duplicate Slide {3) Delete Slide {4) Hide Slide
CR
(a) Write the steps to insert picture, sounds and chart into PowerPoint slide? 7

{PowerPoint slide i (a1, wietar 21t 2t 341 S Giizell 9)
(b) Explain Slide Animation and transition in PowerPoint. 8
{PowerPoint 1[ Slide Animation 1 transition AMatal. )
a-4. (a) Discuss all options for Table creation in MS-Ward. 7
{MS-Word i Table tirtlelett Wizl o, (salill 22l 53,)

(b)  Explainin MS-Word. (MS-Word Hi 2uw=14k): (1) Spelling & Grammar (2) AutoText 8
OR
(a) Write a short note on Filtering in MS-Excel. 7

(MS-Excel i Filtering (4l g5l «vil.)
(b} Explain in MS-Excel. (MS-Excel W[ ®unidl): 8

{1} Subtotal {2} Sort
Yo 7




