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Nﬂ"e: Aﬂcmpl ﬂ“ SL"L‘“““H. If' rL‘qui‘rc an-\r ""'ssing dﬂlﬂ; lht‘n ('hﬂﬂ.‘it.‘ Suitﬂhly,
SECTION A
1. Attempt all questions in brief. 2*7 = |4
L.V" Hm\ can you Ill'\(‘ll dates into the footer in the Pow crl’oint presentation? ? |
d ¢

[4;/ Name the s.nmmnnlx used MS Oﬂlu.‘ Inuh" |
- Steve draws 2 picture on the computer. But he is not satisficd with he is |
drawings. So hc wants to change its color and cdit the picture. Which programs
he should use to do the same and why?

- |

L«i Dcunh; Uraphl-.. database.
il - Wha is the purposc of Ruyd; Bm’ How it hclps tu pn:w.nl av..c:d:.ntal deletes? |

M. _Define Data Redundancy, o .
,'_g W hd[ do vou mean by Pagc MargmGi’ S _ N - - _

SECTIONB

2. Attempt any rhree of the following:
&~ Write shortcut keys for the following B —i :
1) To go to the next cell. |
ii) To cdit a cell '
11} To undo the editing of contents in a cell
v) To cut cell contents
‘ v) To copv cell contents - )
_b. . How is cross- rcﬁ.rencmg\@Ealed in MS Word? L |
el Explain the various l;gi.@ffonnamng tips and lechmqucs
4~ Explain the use of @Gl s funetion wizard. Explain some of the Mathematical and
Text function i el. -
e. ' Explain the f@'jngsr (1) Reports , (ii) Forms R
SECTIONC

3. Attempt any one part of the following:
(37 What is. Cell rcfcrencmg’ Dufferenhatc between relative and absolute cell |

?*‘I =

' reference. )
What is slide ummgJ What effect does it create at the time of slide show?

Differentiate between automatic slide show and normal slide show,

ib.

4. Attempt any one t.'nirl of the following:
I 5

*a.“EE::EE l_h_fl-rrikmg uf‘lmp:mm;, and Exporting . Rcﬂords in MS Access.

;_I:_x];l:im the procedure to insert phutu video and sound in a pmw..r pumt

— S—

_ | presentation.
5. Attempt any one B:irt of the following: 7*1 =7

PP

V Describe the following terms- .
" i.) Microsofl Excel I

ii.) Worksheet
[ f

I iii.) Sheet e -
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T iv) Cell T

| v Active Cell

;__JV vi.) Cell Range —————————
b. Fxplamthc prm.cdnrc_ to create and d dC_lc_l_t'_C_U'imm I"“ e e

6. Attempt any one part of the following:
T |

'a. | Explain in dctail about following features of MS word.

| i.) Formatting of documents |
| ii.) Auto correct

iii.) Bullet and number list J
-Explain all steps | mwh cd in making and s: saving a filc in MS word.

Kp‘i

T*1=7

7. Attempt any one part of the following:
slide

"How to insert a picture into a master slide and how are the automatic

numbering donc inside your presentation? ]
"] Is it possiblc lo insert video into a word document? If yes how can the users insert |

/ video into a word file? — )

®
Q
6\\
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