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Pc Packages (Word, Excel, Power Point)
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Instructions

1. The Question Paper is divided in five Units. Each unit carries an internal choice.

2. Attempt one question from each Unit. Thus attempt five questions in all.

3. All questions carry equal marks.

4, Assume suitable data wherever necessary.

5. English version should be deemed to be correct in case of any anomaly in translation.

6. Candidate should write his/her Roll Number at the prescribed space on the question paper.
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SHRE 1 /Unit-1
Windows Operating System &1 22 Fofafea & qaEy - 10
a. My Computer b. Recycle Bin
c. Disk Clean-up d. Disk Defragmenter
3{Ydi/Or

IS & ok o) THEA IS B B13d aUT HiceR & I1Y HY S fHaT ol Fhdl @ ? 10

Explain the structure of Windows? How to work with files and folders in Windows?

$PT 2 /Unit-2
MS Word @1 faRiuaraf aut SUanT &) JHega? 10

Explain the features and usage of MS Word?
HYdi/Or

MS Wordﬁé@ﬁ%@ﬂﬂﬁ%ﬁﬂ stepsﬁflﬁ?ﬁ? Rowsﬁé@ﬁﬁﬁinsertmx_ﬂ'ﬂ%? 10

Write steps to create a table in MS Word? How are rows inserted into the table?

ZHI% 3 /Unit-3
oo & wmemsd - 10
1) Spell Check 2) Watermarks
3) Drop Cap 4) Macro
Explain the following -
1) Spell Check 2) Watermarks
3) Drop Cap 4) Macro
3{Ydi/or
MS Word H Mail Merge Concept P Letters qUT Envelops D Tl I THESA? 10
Explain Mail Merge Concept in MS Word with the help of Letters and Envelops?
P é 4 /Unit-4
MS Excel @1 faRivarsft & ffaw? adhge aul ahiic & iR WE DI ? 10
Write the features of MS Excel? Explain the difference between a workbook and a worksheet?
3{Ydi/or
MS Excel T faffs GR & Charts &1 qaggad? 10
Explain the different types of Charts in MS Excel?
EEAE 5/Unit-5
MS PowerPoint & U new Presentation [ UHR create a1 ST G %? 10
How to create a new presentation in MS PowerPoint?
3{Ydi/Oor
MS PowerPoint H Slide Master, Handout Master diT Notes Master Eblfﬂﬂ's}'l'siff? 10

Explain Slide Master, Handout Master and Notes Master in MS PowerPoint?



