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Nole : Atlempt l)vc questions in all. selectinti at lea\r oru

questiofl liom each Section. All queslions can! equ.]

m:Lrks.

l Explain the following :

(a) Scroll Bars (b)

(c) Auto-Text (d)

(e) \4acros (f)

(g) Slide-sho$'inPowcr-Poinr

(ir) T]?es of Icons.

Page Margins

Header and Footer

OLE

Section I

2. Explain lhe various options/features available under control

panel.

3. List the various options available at Task-Bar of rl'indows.
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Scction ll

4. What is use of Mail-Merge ? Explain the step-by-step

proc€du!€ to us€ this featu€.

5. Explain rhc follor,ving features of Word-Processing

Package :

(a) Bookmarks (b) Print.

Scction lll

6. What is the use of different formulas in spreadsheet ?

Give an exampl6 to explain at least four fonnulas.

7. Give an example to demonstate the usage of'validation'

feature in spreadsheet.

Scction Iv

8. Wrilc do$n the steps to include an excel chart in your

presentalion.

9. What is the proc€ss of incorporating animations in your

Prcsentation ?
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