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Unit I &73 1)

I. (a3 What do you mean oy operaung system ? Explain Windows operating

system.
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(b) What is Search Engine ? Describe any two search engine.
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2. (a) What do you mean by Accessories ? Explain any rwo accessories in

detail.
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(b) Explain the following :
(1)  URL

(i) Reeyele Bin,
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(1) URL

(1) Recycle Bin.

Unit I1 (313 11)

3. (a) What is word processing ? Explain the main features of MS-word with

example.
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(b)  Describe oflice automation suil.
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4. (a) Explain paragraph and page formatting in MS-word.
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(b)  Write short notes on the following :

(i) Header and footer

(i1) Google Docs
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(i)  Header and footer

(i) Google Docs
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Unit 111 (312 111)

o

(a)  What do you mean by Mail merge ? Explain with example.
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(b) Explain the Process of import Graphics in MS-Word document.
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6. What is Macro ? Explain the process of record, edit and running the Macro in

MS-Word with example. https://www.mcubhopal.com
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Unit IV &2 1V)

; - By ith example,
7. What is Chart ? Explain difTerent types of charts used in MS-Excel with example
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8. (a) Differentiate between the following :

(i)  Workbooks .and Worksheets

(11) Form_ula and Funclio_ns.
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(i) Workbooks and Worksheets

(i) Formula and Functions.
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(b) Explain various data types used in MS-Excel.
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Unit V (3&13 V)

9. (a) Explain different views of MS-PowerPoint presentation.
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(b) Write a short note on Outlook Express.
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10. Write short notes on the following :
(1) Master slide

(1) Transition elfect
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(111) Handouts

(iv)  Shide show.
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(i) Master slide

(i1) Transition effect

(111) Handouts

(iv) Slide show.



