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(1) Column Freezing
() Uscof Formulas
Lixplain the following :
(1) Column Freezing
(i1)  Use of Formulas

Yl uige o fafy=1 259 &1 guzET)
Explain various views of PowerPoint.
_ e / OR

= =) TR

(1) Inserting Sound to a Slide
(i1) Handouts

Lixplain the following :

(1) Inserting Sound to a Slide

(i) Handouts
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Note : Attempt all the questions. Options are internal.

Section-A
(T )
(Objective Type Questions)
1. G 3o F1 99 HifA ;
Choose the correct answer :
(i) TUfwa foe =1 98 71 #1 MEHS Hl &
(31) Shift+F4
(9) Alt+F4
(") Ctrl+F5
(8) Ctrl+Alt+Del
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The shortcut key for closing active

window is -

(a) Shift+F4

(by” Alt+F4

(c) Cul+F5

(d) Ctrl+Alt+Del
(11) W@ﬁ'%m@'ﬁ—w%—

(z1) MS Word () MS Excel

(®) WordPad (g) Notepad

Which one is a 'text editor’ for Microsoft
Windows —
(a) MS Word  (b) cel
(c) WordPad Notepad

(iii) ﬁﬂﬁﬁw-mﬁtﬂmﬁammqﬁ%—
(31) Left (&) Right
(@) Centre (7) Top

Which of the following is not a type ofpage
margin — '
(a) )ef’t (b) Right
(&)~ Centre (d) Top
(iv) IECA ] FUEEhd FRR T-
M age orientation
(d) Papersize
(®) Page layout
(g) Alloftheabove

212139

3
Po rait and landscape are -
Page ori entalioh
(b) Paper size S
(c) Page layout
(d) Allof the above

©) 8 58 o s ) e 9

(3 FS @ F7

(H)_F9 (® Fll

W1?1ch of the following function keys
activates the speller —

(@ FS oy F7

€ B (@ FI

(vi) o 1 Afei e 8 fore 1 R T S 8-
(31) Data sheet (&) Source
@)y Datasource (%) Sheet
In word, the mailing list is known ast
(a) Datasheet  (b) ce
Data source |
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(viii} Frde S Fam A WM 1 2~
X @ +
(7 = (@) @
Which symbol must all formula begin with -
fa) = (b) +
(c) # (dy @

W?WEWWWEWWWH’%?T% -
() Effects ™
(&) Custom animations
2 Transitions
2y Present animations ‘
Special effects trsed to introduce slides in a
presentation are called ~
(ay FEffects
(bj Custom animations
M/Transilirms .
(d) Present animations
(#) fip client i
(#) email
() calendar
@ journal

Which is not 2 function of MS outiook ~

fix)

(%)

(a) fip clhient
(b} email
(¢c) calendar
Journal
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Section-B
(7] AT Yrm )
(Short Answer Type Questions)
¥ e femfort feafrm .
(1) Recycle Bin
(ii) My Computer
Write notes on -
(1) Recycle Bin
(ii) My Computer
A3/ OR
What are fcon, Desktop and Toolbars?

example. _
a4/ OR
% ¥ forat v evs a4

TE G 27 27 UF T2 B 5OEET
What is Word Processor? Explain with one

5x4=24
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5. . e uE A e
What is Worksheet and Workbook? I e SlEkic
ataar / OR Explain about Contro| Pw R TR
aien 1 ) T g AT three settings done with ;ﬂﬂl e
Explain Range in Excel with example 8., Tafm siff A
ple. L 2 I I faeraanaii F W THAEY
6. e Y faforet s T ST I Bxplain various offc it with her features. ‘
Explain various features and uses of PowerPoint. i HAgar/ OR |
arerar./ OR : Al W
) e il (1) Bullets and Numbering
Explain features of Qutlook express. o l-)age e
§Xp[a1n the following :
. B (l) Bullets and Numbering
Section-C 5 EhREa
(S geaa ue ) 9. . FEH NS H I Hed FHAT
(Long Answer Type Questions) 5% 10=50 _ e e
77 = ® ERL .
< ¥ fafv 24 e §3z afén = gwaR el
Explain various tab and indent settings mword

(i) Windows Explorer

(ii) Creating Shorteuts

Explain the following:
(i) Windows Explorer

(ii) Creating Shortcuts
argrar / OR

19, e 2 et * el '*aﬁm@','
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