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Select Appropriate Option for the Following,

Which is the shortcut key to open Search option in MS WORD?
[a] F5 [b] F11 [c] F6 [d] None of This

Header and Footer option is under | Menu.

[a] File [b] View [c] lusert [d] Format

Which of the following is example of Applications Program?

[a] Spreadsheet [b] DBMS [c] Both A and B [d] None of This.

Which is the shortcut key to save MS WORD file?
[a] Ctrl+a [b] Ctrl + ¢ fc] Ctrl + t [d] None of This
Which option is used to see print preview of current word document? -
[a] Print {b] Properties [c] Page Setup [d] None of this
Key is used to the next cell in the table.
[a] Alt + Tab [b} Ctrl + Tab {c] Tab [d] Shift + Tab
Shorteut Key to Search and Replace is?
[a] Ctrl + T [b] Ctrl + F [¢] Ctrl + P [d] None of this
Page Margins can be changed in option of File Menu.
[a] Page Setup [b] Format Font [c¢] Format Paragraph [d] File

Write brief answer for Following Questmns (Any Seven).
What is Personal Computer?

Explain Cut, Copy and Paste Operation.

What 1s Mail Merge?

What is Header and Footer?

What is Formula Bar?

What is the use of Chart in Excel

What do you mean by slide transition?

What 15 the meaning.of Custom Animation?

Explain SUMIF Function in Excel;

What is' Word Processing? Write the advantages of Word Processing?
What is WORD? Write down the features of word processor.

_ OR
Explain Classification of PC Software.

What is Mail Merge? Explain each step in detail.
Explain How to Create Chart in MS WORD?
OR
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What Is Header and Footer in MS Word? Explain in detail how to add them in a document?
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Explain Excel Screen in Detail.

How you can import your externally created file in Excel spreadsheet?
OR

_Explain Filter Facility of Excel in Detail.

Write the short note on features of presentation tool. _
Write Down the Steps of insert picture in Power Point Slide.

A OR .
Write down the steps for slide transition and give special effects to power point slide?
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