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Note : The question paper is divided into three Sections A, B, and
C. Write answer as per the given instructions.

Me: JE U U 3, ‘F g ‘| A @l § g B1 v
Gug & MSATTAR HAT &1 IR ST

Section - A 7x2=14
(Very Short Answer Questions)

Note : Answer all questions. As per nature of the question you
delimit your answer in one word, one sentence or maximum
up to 30 words. Each question carries 2 marks.

(Tus - 3r)
(fer TSR Ue )
die: T 9ol &1 IR AR NI 3T TR DI THTIAR T TG,

1) ()

Teh g1 T 30 2Tect H IR HIoRI | Ucies 719 2 37eh T B

How windows Explorer can be opened?

fel TFalR Y fohg YR A @lelT ST HhdT g ?
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(i) What is the difference between "copy paste" and "cut
paste".
"It Uve’’ T ‘e UNe’ H 9T IR B
(iil) What is "bullets" in word processor?
IS TR § 'Jeigd’’ o1 BT g ?
(iv) What is difference between "workbook" and "worksheet"?
Ihgeh U, gehelic W T 37TR BIdl @ ?
(v) What is master slide?
qRCX TS a7 gt 82
(vi) What is the full form of SQL?
SQL @1 quf B9 FT ¢ ?

(vii) What is primary key?

TTeIfie it T Bl g 2

Section - B 4x7=28
(Short Answer Questions)
Note : Answer any four questions. Each answer should not exceed
200 words. Each question carries 07 marks.
(Tvs - 9)
(oTg I UeA)
e : gl TR Yol & IR ST MY 31U ITR &l 31fhad 200
gregl H gRAfHT BRI Te e 07 3t a1 Bl
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2) What is taskbar in windows operating system? What is its
purpose?
fieT SMRfeT Rived & TRpaR /T Biclt & 2 SaT T S5 8 7

3) How paragraph can be formatted in word processor? Explain
in brief.
I8 YRR § IRIUTH ! forT YR A HiRAce fhar ST Faar g2
<fé o foa=or gl

4) What autofill feature in Excel?
vaRier ¥ arfelfber” Tore R gl &2

5) What are the various cell allignments in excel? Discuss all in
brief.
TFHT | DH-DH H TBR & ‘A Tellg™mue’’ g g 2 fed o
ICERURT

6) What are the various types of graphics added to the slides in
MS Power Point? Discuss each in brief.
MS TTeR U1gue B fohsT TR Y T1fthas Bl Telrged | SieT oI
BT g ° YD BT Al faavor §frg)

7) Describe the features and views in outlook?
3Meee di fIfe fagar vay o ot aHesy|
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8) What is query in database package? Also discuss crosstab

query.
SCed Yobot H R T gt g ? hRICT g3l Bl Hi FHSISU
9) What is Pivot table? Discuss in brief.

uTgdic <ael a1 gicht g 2 e H faaxor gl

Section-C 2x14=28
(Long Answer Type Questions)
Note : Answer any two questions. You have to delimit your each
answer maximum up to 500 words. Each question carries
14 marks.
(s - 9)
(Sef ST we )
qe: ol QU & I S| MU 39 ITR Pl 3T
500 961 H URRAIAT =T B1 TP U9 14 37T &1 3

10) What mail-merge in MS-word? Explain it's complete procedure
in detail.
MS-a8 # HeT-Ht a1 BIT g 7 $h! FrgUl BRITUTel! @l R
& ol |

11) What is formula in MS-Excel? Describe it with help of suitable
example.
MS-Tge # ‘B’ a1 B §? SUY SQie’Ul &A1Y

qHATSU
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12) Explain following slide effects in MS power point.

(i) Action Button
(i) Slide Animation
(iii) Slide Transition
(iv) Animation Preview
MS TiaR dTgue § e Terrse Sthae T quf Sl
(i) TFeHE scA
(ii) ITES THHEA
(iii) TISS Troite
(iv) T e
13) Explain the procedure of creating forms and reports.

e T RO s 6 wegef fpafaeht o foRar & wwsmmRu
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