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STl BT Scol™ PR ol Tddel A fhpar Sirar
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OR (3121a1)

What are the two important aspects to perform the

mail merge function ?
Ael Aol BARHE B @ folg I Ae@yel e
COI A

8.  Write the steps of creating a power point presentation
and also explain various main elements of office

button.

Udh UIdY WIS USc¥ 9 & aXoll &l
ford | Ay dea & Y= IyaFdl H ARl
N |

OR (3121an)

Describe in detail functions of the vertical and

horizontal scroll bars ?
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ISP

Full Marks : 70
Pass Marks : 28

Answer all 20 questions from Group A, each question
carries 1 marks.
Ju-A ¥ afl 20 ¥ B SR T, IAP U BT 9F 1 352 |
Answer all Five questions from Group B, each question

carries 4 marks.

9B & @t ufg uel & IR <, UAS U & 9H 4B 2 |

Answer all Five questions from Group C, each question

carries 6 marks.

7u-C & uft ufg gl & SR <, IS U BT 99 635 2 |

All parts of a question must be answered at one place in
sequence, otherwise they may not be evaluated.
TH U & O e BT SR U@ &) TR (AR & o)
BT AMRY, =41 4 Sifd T8 o ¥ahd © |

The figure in right hand margin indicate marks.
¥ ursd @ e QUile & qad 2 |
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OR (3121a1)

How do you think that MS Power Point is useful ?
Justify.

AT Y Aiad & fo w7 w9 urar uise
SuAf 2 | s 3facy /aifad & |

Write the steps to create a macro in MS-Word 2000.

4
THUH ds 2000 ¥ #Al 9911 & aRON &l

ford |
OR (3121a1)

How is picture inserted into the word document?
Describe the procedure.

3leq o¥drdol ¥ I 9 STdl SIdr 2 | S9a
yfehar &) cuawar a3 |

Explain the use of auto sum feature in MS-Excel

with suitable example.
4

Tq U Uhdd ¥ 3Teiad BIaR & SYANT &l
AISTEROT ATT BN |

NT3018

(i)

(iii)

(iii)

(iv)

3 1618303

(a) Alt
(b) Ctrl
(c) F11
(d) Shift

=1 § & @9 9 Ad @1 CudHe D
H SUANT B 2 |
(a1) Alt
(@) Ctrl
(|) F11
(2) Shift

MS-Excelisa ............
(a) Language

(b) System software
(c) Package

(d) None
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o) Fr=ifafeaa & fea 39 @ RAeR, Swe
i, 91 &l adg & dabd o |
(@) Brge
(@) ufse
(@) g
@ =

GROUPB
Answer all Five Questions.
! ofg yel @ SR Q|

2. What are the advantages of using open-office over
MS-Office. ?

4x5=20

4
gy o AT ur A g & Suhlr
B B Al Bl ford |

NT3018

(vi)

(vii)

(vii)

(viii)

5 1618303

U Yeflc @ 9a s @ ferur
gifcsc FHoll = ?

(1) Ctrl +S

@) Alt+S

(|) FI11+S

() Shift+S

Which tool bar allows changing of fonts and
their size in MS. Word.

(a) Standard

(b) Formatting

(c) Print Preview

(d) None of these

71 ¥ 319 91 ¢d IR W< 9 49isd
P dqa- @I golrold adl 2 |
CEASS]

(@) wrRAfET

(\) fo< fUeyg

() 3 9 3Ig 78

From which menu you can insert Header
and Footer ?

(a) Insert Menu

(b) View Menu

(c) Format Menu

(d) Tools Menu

P.T.O
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(xvi)

(xvii)

(xvii)

(xviii)

10 NT3018

U$ Yqid SRIgRaeT &1 98 87
(31) srRIYRa®IB &1

(@) srivzr®dl HI

(|) =

(?) srfu=a®t vd ard

Excel files have a default extension of ?
(a) xIs

(b) xIw

(c) Wki

(d) 123

UHAd BIgel &I fShicex favaR gar 23—
(31) xIs

(@) xlw

(|) Wki

(@) 123

Which of the following is not one of power
points view?

(a) Slide show view

(b) Slide view

(c) Presentation view

(d) Outline view

NT3018

(x)

(xi)

(xi)

(xii)

7 1618303

WYY TAGR WR i< ATHR <A q
SUdEl 999 Blel AR Jad 98T Bi<T
ATHR T B |

(31) 8 3MR 72

(d) 8 3R 62

(|) 12 3R 72

(?) s 9 @iI¥ 7

Which of the following is not a valid data
type in excel ?

(a) Number

(b) Character

(c) Label

(d) Date/Time

<1 ¥ @ $I9 91 tqad ¥ °HIY STl
UHR T8l 2 |

(31) AR

(@) DI

(|) otad

(?) Se/erzH

Which menu option can be used to split
windows into two ?

(a) Format ->Window

(b) View ->Window —Split
(c) Window —Split

(d) View —Split

P.T.O
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10.

d9ad 3R Afas ShideR & BRI BT
gofq fawar @ a¥ |

Explain the available formatting tools of MS-Office.

6
g U9 g & SUAT ¥qOUtT SUBNIT Bl
wfera aarear &Y |

OR (3121a1)

Explain the steps for creating Header and Footer
in MS-Word.

UH UH 98 ¥4 @eX Ud Bhex 3l goiid & ferg
U B ATET N |

Discuss the merit and limitations of word processing

and spread-sheet software of computer.?
6

33 yrafiT vd WshRie divedar & on ¢4
Huret @ foaR @ @ a |
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o9ad 3R afas ShidedR & BRI Bl
g9 fawar @ &Y |

Explain the available formatting tools of MS-Office.

6
Tq Ud iy § Sude [@OU USRI DI
Hftra = a3 |

OR((312141)

Explain the steps for creating Header and Footer
in MS-Word.

TH UH 98 4 TeX Ud e 3l goiid & ferg
WY B AT BN |

. Discuss the merit and limitations of word processing

and spread-sheet software of computer.?
6

a3 yrafiT vd Wefe divedar & on ¢d
e @ foar @ @ a

P.T.O



R

| RIbb
L& 1DIYiRhe SRS K-kl BR) (& Uk
® bleb ohidh o Sb BAED ¢ @ lkb fob R

"9310w [rewr 3uneaid 10§ sdois pue soFejuBApESIP pue
SOZeJUBAPE ST UMOP JLIA (, 9SIOW [IeW ST JRYA\

(lekEE)IO

ItlRhS 1® bk I el ¥ (1)
L3 pRRLE 1218 Aie 1bAd hid dh RRbA (1)

— @R 2 dh k)

‘Suraow pue 3urgdei(y Jo asn (1)
[99xH ynm ejep Sunemndiuew pue Sunjiop (1)
: UO 9JON] MOUS LIA

| PR} & lnde @ klib Plo k
PRbh BAkD § @ kb RUR® Lukjbl lp Plb

“[99XH -SIA Ul 1By € 918310 03 sdays
oY) ALIA /, SHEBYD JO SALI039)8D JUIIPIP I8 JeYA\
(IlprR)AO

Tl

SI0€LN 81 £€0€8191

P

| RIbb
(& DIYiRhe SRS kid-—Klk @R] (& (ak
® bleb bl f S BAD ¢ @ lkb ok Bh

9810w [rew 3uneard 10y sdays pue soFejueApeRSIp pue
SO3ejUBAPR ST UMOP ILIA\ (, SIOW [IBW ST JBYA

(lekE)IO

kIRhS 1® Lplh b el ¥ (1)
e 2PRLE 1218 Afe Lbdd hid dh RREA ()

— @R 2 dh k)

‘Suraow pue 3urgdei(y Jo asn (1r)
[29xHq ynm ejep Sunendiuew pue SUBIoA (1)

: U0 9JON MOoUS 9IA  “T1
| BR| @ Undk & plkb 21k
PRbY RAkY § 2 Ikb PR kukbl (b Plb
"[99XH -SIA Ul 31BYD © 91ea1d 03 sdoys
oY) UM [, SHEBYD JO SOLI03)BD JUIIPYIP Ik JBY A
((TT ) (0)
SI0€LN SI €0€8191



	1: PAGE 16 - 1
	2: PAGE 2 - 15
	3: PAGE 14 - 3
	4: PAGE 4 -13
	5: PAGE 12 - 5
	6: PAGE 6 - 11
	7: PAGE 10 - 7
	8: PAGE 8 - 9
	9: PAGE 17 
	10: PAGE 18

