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The figures in the margin indicate full marks for the questions

Answer all questions,

UNIT-I

1. Answer any one question from the following: 2

a. What is the difference between save and save as?
b. Write the procedures of the following:
i. To insert a page break

ii. To insert picture
2. Answer any one question from the following: S
a. Explain the following features of MS-Word:
i. Find and Replace
ii. Header and Footer
b. Write short notes on:
i. Font Face
ii. Font Size
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UNIT-II

3. Answer any one question from the following: 2
a. Write down the steps for the following operations:
i. Opening Excel Sheet

i1. Save the Worksheet
b. Define Spreadsheet and Data validation.

4. Answer any one question from the following: 5
a. Define the following terms:
i. Worksheet
ii. Workbook

b. Distinguish between Cell and Active Cell with an
example.

UNIT-III
5. Answer any one question from the following: 2

a. What is consolidation in Excel?

b. Briefly explain syntax of SUMIFS Function with
example.

6. Answer any one question from the following: 5

a. Write down the Goal seek feature in MS-Excel with
example,

b. Distinguish between AVERAGE and AVERAGE IF
functions in MS-Excel with example.

UNIT-1V
7. Answer any one question from the following: 2
a. Whatis datébase? Define the term DBMS.
b. What are the levels of Abstraction in Database?

8. Answer any one question from the following: 5
Write short notes on Layout view and Design view.

Write short notes of the following:

i. Tables
ii. Forms
UNIT-V
9. Answer any one question from the following: 2

a. What is MS-Power Point? Define presentation
template?

b. Briefly explain how header and footer are added into
the presentation.

10. Answer any one question from the following: 5

a. Explain the steps to inserting pictures and videos in
presentation.

b. Discuss how to add graphics to a presentation.
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