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Define Windows operating system and its basic features.
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Write any ﬁue tools defined in Windows accessories in detail.
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Explain the importance of control panel in Windows.
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What | is the function of cache memory ?
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3. (a)
What type of software is in MS-Word ? Explain its important features.
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What are header and footer ? How will you insert on page ?
(31aE/0r)
4 (@ v feamm ¥k Ry feamw ® ¥ 2w ww wR ¥R Ww amey
feag ® W A wERU
What are input device and output device ? Explain any four input and
four output devices.
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Describe the various options in page layout of MS-Word.
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Write about various options for formatting text in a MS-Worg
document,
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How to insert clip art in MS-Word ? ﬁxplain its important features.
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Describe the line and paragraph spacing in MS-Word.
TN R Y R o v § o
What is mail merge ? What are its advantages ?
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Explain the following in MS-Excel :
(¥) Autosum
(ti) Workbook and worksheet

(@ii) Cell range.
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What do you understand by MS Excel chart ? What are the types of

charts ? Write the process of inserting a chart.
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Write steps for protecting a workbook with a password.
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How you resize rows and columns in worksheet and enter formula

in cell ?
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What is PowerPoint ? Explain its chief elements.
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What are the different views of MS-PowerPoint slide ?
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What do you understand by slide transitions and animations in MS-

PowerPoint ? Explain the process of adding them.
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Explain the working with charts in MS-PowerPoint.
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