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1. (@) Défine format painter. How do you use
format painter in MS-Word: document?

2+4=6
(b) Explain the various teglt formattmg
commands available in MS-Word 11
grH L
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2. (a) Explamb the followmg ‘.rt .MS-Word : 9
" (i) Spell check and grammar
»iifif Hihd’and replacé” !
(i) Undo,and.xedo sy ;

(b) Howto add header and.footer in word

document? 4
i wi ko LA e
(c) How to change line and paragraph
spacing in MS-Word? . .4
~ UNIT—II

3. (a) Define worksheet. Write down the steps
for the fo]lowmg operatlons g 3+3=6

(z) Opening and closmgh the Excel
§ﬁee£ . . g J..'

(ii) Save theNeyw/Existing Excel Sheet

(b) Wnte down the syntax of the following : 12

14 WL

(i)"AVERAGEA Colang T
(i) SUMIF
s leA R, 0 s suahy

Pl m,-, Z0 s aldmisvs ghasg.

(iv) EXP

{osmai v gt g

SRR
J23/87 ( Continued )

P P

4. (a)
 ®
'B. (a)

‘®

(c)

6. (a)

(b)
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. ﬁlters with example‘ m Excel.
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Explain the ﬁltenng using number
: E

9
Explam the goal seek features of

* MS-Excel with ‘an’example. v 9
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Define database. Distinguish between
database and datg.base management
system (DBMS] - o ,6

What are the levels of abstracuon in
database? y ) ) 3

Write down the steps for the following
operations w.r.t. MS-Access : 4+4=8

i) Creating database with and w:thqut

using templates '

(i) Rearrange the order of columns in a
table
oo
Briefly explain the different ways of
searching specific records in the
database. 5

What is report in MS-Access? Write

down the steps for ereatmg the report in
MS-Access. 12
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¥ 7. (a) Define MS~PowerPomt What are the
ma.m features of MS—PowerPomt? 2+4_5

(b) Write the - steps of creating new
presentation in MS-PowerPoint using

blank presentation template. 6
() Discuss the !$ide layout in
- MS-PowerPomt. ' 6
[Rich T H RN AR ’ : R B
8 """ Discuss the’ ?oﬁowmg y " 4x3<12
() Adding header and footer to the
gl presentation

[

(i) Adding tables into the presentation
st (i) Adding trarsitions to the presenta-
o {.s,i uon i i

(b) Wnte short notes on AutoContent
Wizard and des1gn template. 6
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