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Each Section is compulsory. The marks distribution is same as shown in the question paper. The blind

students will be given 60 minutes extra time.
University has all rights to change the distribution of marks,
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Section A (Objective Type Questions) : 4x2=8
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All questions are compulsory. ‘

1. Wq—é ..................... m %|

(31) application ()  compiler
(|) system ' ; ’ ()  programming
Microsoft word is................... software. ' -
(a) application : (b)  compiler
, (c) system (d) programmmg
2. ST TA.GE.- aﬁﬁmgaama#qa@a@wﬁzﬁmaﬁvﬁﬁxﬁwamﬁﬂwm%’
(31) Merge cells () Data tab :
(¥). Conditional formating (X)  Table tools
Which MS-Office tool helps you sort and filter data in an Excel spreadsheet ?
(@) Merge cells (b) © Data tab
() Conditional formating _ (d)  Table tools
3. Wmﬁﬁm%mﬁz ........................... TR wm,ﬂmﬁmmm%|
(37) .pot - (F)  ptt
(|) .dtp () .ppt
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A PowerPoint design template is stored in any file with the

(@) .pot , (b) .ptt
(c) .dtp (d) .ppt
4. Frafafed ¥ ¥ wF@r seRE =1 woR 7@ ¢ ?
(31) TR Yea . (@) e
(7)) faafa ' A (z) Faebsipd
Which of the following is not a type of database ?
(a)  Hierachical Network (b) - Network
(c) Distributed (d)  Decentralized
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© Section B (Short Answer Type Questions)
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Al questions are compulsory.
1. TE-aE ¥ 9 wEn $8 W o § 2 fwr ¥ awes |
Explain in detail, how page formating is done in MS-Word.
i ‘ YAt (Or) :
THTE.-ES § Td Y Y @ o @ 2 weft s wfed wwesy |
How to create a table in MS-Word ? Explain with all options.
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2. TATH.-UeRWEE H A & &l §HARY |
Explain all views in MS-PowerPoint. | :
' - 3ar (Or)
 THE.-TEREe ¥ WES A S R S ¥ ? wHes |
How to create slides in MS-PowerPoint ? Explain.
3. TE-TRW ¥ W iR fire B queRy |
Explain sort and filter in MS-Excel.
: ' At (Or) - ,
TH.UE.-TRT § q@yiie, ahgs 3R WIS HiaH & TR |
Explain worksheet, workbook and freeze column in MS-Excel.
4. U UE ug@ faewo w=w ¥ ? wwemww |
What is loan and lease stafement ? Describe.
: . 3Er (0r)
o 3R /A w1 GAY ¥ quit wifag |

Describe in brief the tables and queries.
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‘ Section C (Long.Answer Type Questions) . 2x15=30
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Attempt any Two questions.

1 -aéﬁﬁaﬁam%7@@-aéﬁ@?wi\ﬁ%ﬂmwﬁquaavhﬁﬁm|

What is macro in MS-Word ? How to create a new macro in MS-Word, describe with steps.

2. THTE Wﬁmmﬂmmm%aﬁmaﬁmém|

Explain all the options of custom animation and slide transition in MS-PowerPoint in detail.

3. m@qﬁﬂﬁéﬁﬂﬁaﬂzﬁuﬁﬁﬁwaﬁmqﬁaml

Explain the text function and mathematlcal function in MS-Excel with examples.

4 o ww d 2 wH S wd wded SR T YRR @ AU HR |
What is the form ? Describe all the controls of the form and their types.
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