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Note : Attempt Five questions in all. Q. No. 1 is
compulsory. All questions carry equal marks.
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1. (a) What is CC in e-Mail ? 1
ida § did e ? 2

(b) What is BCC in e-Mail ? 1

Iwm 4 A = e ?
(c) What is word processor ?

a2 W w=m g ?

@& H-2101403(UG160)(TR)

(d) Define formatting.

FiifET W uRwiia HE |

(e) What is What-if analysis ? 1
=re-TE favawer 1 § ?

() What is filtering in MS-excel ? 1
et § feeefn w=n o® 2

(g) Define Powerpoint. 1

urEmiEe & uirieg Fite |
(h) What do you mean by hyperlink ? 1
TEWfEF | AT F GHEd © ?

2. (@) Write the process of creating a new e-

mail account. 4
TF Adl I-Uel SAFIEe FAM WP WEAl
fefaa

(b) Explain features of e-Mail. 4

T-9e = fodwa FaRT |
3. Write notes on the following :
(a) Social Networking
(b) E-Learning. 4
frefefea M feufoml fafae .
(31) G Feafdn
() -«
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4. (a)

(b)

(b)

Write the steps to add header and footer
in a document. 4

o fafag |

Explain various types of formatting
available in MS-Word. - 4

wquE.-a€ H Iuees fafa=m gwr =)
widfen = =ren wifEg )

Explain various options of page setup.2

T Yo B fafird fased w1 e -

it |
What is Mailmerge ? Explain by giving
a suilable example. 6

TS @ @ 7 SUgw SWE S
HAFEA |

Describe various components of a chart.
https://www.cbluonline.com 4
e & fafa= w2l «1 9o sifae
(b) Explain various built-in functions in MS-
Excel. 4
HUn.-TEa W fafvy= sqafifes =i «

S hifea
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(b)

8. (a)

(o)

9. (a)

(b)

Explain various formatting features
available in MS-Excel. .4
wE-TE A Suee fafeE wHfen
gfawe® =t el &It |

Explain conditional formatting by using
example. 4
JEERy FT YA FE A EEI col
AR |

Explain various views in MS-ineern;
presentation.

e e Sy # fat = Extd
F =rE &g |

Describe various steps to add ClipArt

Objects in a slide. 4
e § e, affsae Wi & faiir
o W TuH Hifed | 2
What is slide master ? Explain arious.
steps to change the existing sl master

wEe IRR | T 7 UNE
F T @ fafww =
Fifaw |

Write the steps 10 insert and delete shd

th%eﬁiazﬁéwﬁml
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