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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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g@E I (Unit I)

e # ®ad U9d & Te & A HiNU| fhd an SN e

& W fafew dqean 9 s <Sifsu
Explain the importance of control panel in Windows. Write the names

of any four windows accessories and give their uses.

fogl deRo &t fafq= fosioasti &t =men s
Explain various features of window version.
3gdar (Or)
fosfea foq &1 &0 ST § 7 waed fF & TEE SO 9 UW W
THd 8 ?
What is the use of Recycle Bin ? Explain how we can retrieve data

from this.
WM HI JAfRFd HE W YR F oadd § 2
What do you mean by personalizing desktop ?
g3 II (Unit II)
™ TE g€ & gea favwasli ok & w1 gl wifs
Describe the main features and areas of MS-Word.
T TE A H TRE TEHe dU1 SRe Tefm dd ¥ eue # SiiuE
g 2
What do you mean by text enhancements and text editing tolls in

MS-Word ?

JAgar (Or)

MY goied o =R %y HwAT 7 =Rl Hfgd FOA Hifeg |

How will you do bullets and numbering ? Describe with the steps.
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AT Tk oA (difcAsh) &Y oA 2?2 difetshl # ol &l geM 3R faod
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How will you create a table ? Explain the steps in deleting and merging

the cells in a table.

g III (Unit IID)
Tl At i fagioaiell T IO i AT hifed |

Explain the features and steps of Mail Merge.

. TH g€ TH cwWoS (SlEgHe) H Heded a9l TWeAlRH @ STAn %y
F T ?
How MS-Word uses the footnotes and endnotes in a document ?
AT (Or)
g€ § 9€ @ SR g %y fommm@d w@m ¥ O?
What are the Word Art and Drop Cap features in Word ?
MS-Word # fr=fafed =t =aren wifsg .
(i) e R a=dl (wEve qur Rww)
(i) Fad (FfE) q@ SR (IR) HT S|
Explain the following in MS-Word :
@) Find and Replace
(i1) Spelling and Grammars check.
3hE IV (Unit IV)
THRA H ghgd IR FhIiic HI FAAURON HT FUMA  HIfST |

Describe the concept of workbook and worksheet in Excel.

ghee & fafm el m s e fafau

Write a note on the different views of worksheets.
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JUAar (Or)

T BRTE w2 aEEE ER dEie W fie W @ R fwed W

AT SIS |

What is a chart wizard ? Explain the various options in printing the

workbook and worksheets.

HIAH WIS R ¥ 7 A9 Hied H hd fourd, fawfsa &3 iR faom

HAT 2

What is column freezing ? How will you hide, split and merge columns ?
F&E V (Unit V)

BH MS-PowerPoint &1 STINT &dl Y Hhd © ? UleruEe ¥ fafv= fo=mi

i oA TSI |

Where can we use MS-PowerPoint ? Explain the different views in

PowerPoint.

Th T8 UNfd (US=¥E) a9F H Afhdr S AT hifeg |

Explain the process of creating a new presentation.
AAAT (Or)

RS NI T RS UTHAHYH J9E &l 9Hemed |

Explain slide transition and slide animation effect.
qeruge ¥ fafy= fufen fasew nm § 2

What are the various printing options in PowerPoint ?



