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1. FafiRe fmare RotrpR Te fm 1x6=6
Answer the following as directed :

(@ MS-Word® «bt fAf#8 »r% ﬁwﬁ« IR R
e 7

Write the keyboard shqrtcut to find a
particular word in MS-Word.

(b) WA 51 I IR AR RS oG B2

What is the keyboard shortcut to ‘cut’ a
text?
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2. REPRS AR e
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(2)

() MS-Excel © @Rz TR AW

( fer 31 o@ 31 )
Formula in MS-Excel always starts
with

" (Fill in the blank)

(d) MS-PowerPoint ® R63 1ot Jm slide
- show ¥ I INYT F W7
Which key on keyboard is used to view

. slide show in MS-PowerPoint? -
(e}=—=Jord Processor 7
~=What is Word Processor?

() MS-Wordd indent &7
What is indent in MS-Word?

.Answer the following questions :

(a) MS-Excel I 3@ W% o< &S ol ¥ 2
What is the difference between formula
and function in MS-Excel?

(b) MS-Word © ‘Gub Ty’ &2
What is text formatting in MS-Word?

c) TR

" What is workbook?

(d) MS-Excel® SUM &R ford[ &1 B2

Write the .syntax of SUM function in
MS-Excel.

2x9=18

{ Continued )
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(3)

(e) ARFFIT RF? MS-Word ® me 41 Rivw
(IR oMfFFIT T B

What is an alignment? Write the various
alignments supported by MS-Word.

() MS-Word'® SIRFHZ bold W itallic T4
ATCHAR Frar
Write the steps to'make text bold and
itallic in MS-Word. '
(g MS-Excel © 5p°Re 2
What is Autofill in MS-Excel?-

© (h) MS-Word © Jz=i6 Rvwza o = e

Write the steps to insert bullets. in
MS-Word.

() MS-Word © *@rr 3 g =7

How to insert Page number in MS-Word?

RafRe epaas Tet fim (R en wibl) :  6x6=36

Answer the following questions (any si) :

.{a) MS-Word® header ¥ footer f¥?

header W®F footer AWHS IRT IX
TSN *HTTPTE vl |
What is header and footer in MS-Word?

Write the steps to insert header and
footer.

(b) MS-Word® Mail Merge IRV IR
SRAEE TP a1
Write the steps to perform Mail Merge in
MS-Word.

(Titm Over)



(4)

() MS-PowerPoint 3 RfSs 179 view R &
RUSHIRE N
What are the different views in
MS-PowerPoint? Explain.

(d} MS-Excel ¥~ ~absolute. WI¥ relative
reference 3 R¥ca I 0|

Explain absolute a.nd relative reference ,
in MS-Excel.

) MS-Excel® MACRO ﬁm run W@
record ¥ W ?

How to record and run MACRO in
MS-Excel?

() MS-Word© table (SR IR M AR
ARfTR WM 41 o,

Explain different ways to create a table
“in MS-Word. .

(@ 3 &= B (R e g@) - 3x2=6
Write short notes on (any two) :

() T ove
Office 365

(i) P s
LibreOffice

(iij) Pivot G3&
~ Pivot Table

* Kk
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