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. Note : Answer from all the sections as directed. The figures in

the right-hand margin indicate marks.
GUs-J | Section-A
qgfa@edid U9 / Multiple Choice Questions
e |l S gie ¢ |  [1%10=10]

Note : Choose the correct answer !
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Q1. Ctri+B EHE Ms-Word ¥ F1 [ Hal &7
@) ARG TR B WS H §
@ R IR B R FE
@ AARE IRT B AVSTART BT B
@ ARG TR B GO TR B aEwwT
Wha-t does Ctri+B shortéut accomplish in Ms-Word?
(a) Boldens the selected text
(b) Italicize the selectéd text
(c) Underlines the selected text

(d) Changes the font color of the selected text
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A saved document is referred to as a
(a) File

(b) Folder

(c) Database

(d)y - Page

Q.3. MS-Excel ¥ B9 G &l &7

@
@
@ TR
@

Which one is not a function in MS-Excel? - - -

(@ SUM
b)  AVERAGE
(€  TEXT

(d) SORT
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Q4. TR T FO-SET Gl by &d?
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How to create a drop-down list in Excel?

(a) Use the "Data Validation" feature under the "Data"
“tab ' ' |

(b) Use'the "Insert" tab and select "Drop-down"
(c) Use the "Formulas" tab and select "Data List"

(d)  Click onthe "Review" tab and choose "Drop-down

list"
Q.5. PowerPoint T H B @Fﬁ‘«’ﬁ -1 37
()  .ppix
C)) .docx
(| .xIsx
()  .pdf
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Which of the following is the file extension of the

PowerPoint application?

(a) .pptx

(b) .docx
(c) Xlsx
(d) .pdf

Q.6. PoWerF?oinf ¥ R & P9 '\fﬂ'&ﬁ 7 GO DT 87

(%)

Which of the followihg is a way to add a caption to a

picture in PowerPoint?
(a) | Insert — Text Box —» Caption
(b) | Insert — Picture —> Caption

| (c) | Right-click on the image — Add Caption

(d)  Usethe"Text Direction” option . ' _ 5
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In MS Access, what is used to define the stn-:cture. of a
table?

(a) Query

(b) Form
-(c) Design View
(d) Report

Q.8. MSAccess ¥ ffaitad & § Za?-HT Th OV T

YR e 87
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Which of the following is not a valid type of relationship
in MS Access?

(a) One-to-One
(b) One-to-Many
(¢)  Many-to-Many
(d) Many-to-One
Qo. Rreffed ¥ ¥ BF-1 I RGN F AT 87
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Which of the féllowing is an example of page orientation?
(a) Landscape

(b) Bold

(c) Italic

(d) Underline
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Which of the following software is used for making a
resume?

(a) Microsoft Word
(b)  Microsoft Excel |
(c)  Adobe Photoshop o |

(d) Microsoft PowerPoint
gUs-9 | Section-B
(g T8 w)

(Short answer type questions) = -
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Note: Tl UsHl & Iu¥ s [5x4=20]

Q.1.

Q.2.

Answer all questions :
MS-Word § 3hreT a7 &7

What are Macros in MS-Word?

fTRaTy

0 T
(i) AT
iy R B

(iv) W@Tmﬁﬁ‘m
v) e

vi) R

Write short notes on the following paragraphs setting with

exampe :
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Q.3.

(i) Bullet

(ii) Numbering

iy  Align

(iv) Line and paragraph spacing
) Indent

(vi) Border

Rreieiae X e fevfPrl R -
h g9 T

i)  MIN3R MAX

@iy U o %q

Write short notes on' the foIIoWing :
(i) Group and Ungroup

(ii) MIN and MAX

(i)  Page Layouttab
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Q.4.

Q.5.

Note:

- Q1.

MS-PowerPoint ¥ TR 1 8?7 @il Mgy &
O FART AR HB TR B W ¢ Ry,

What is an animation in MS-PowerPoint? Explain how to

add an animation and Also write some animation's name.

MS-Access § RfY=T IR 3 SI-TBY TRl TAF
ST-TEY & [T T T v

Explain different types of data-fype are there in MS-

Access. Give an example for each data-type.

Qus-9 / Section-C

(A sadw 9w

(Long Answer typé questions)

gft ui B S A ;. [4;10=401 |

Answer all questions :
MS-Word T &7 MS-Word 3 RRvait &l @ i

What is MS-Word? Write down the features and
advantages of MS-Word.
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Q.2.

a¥ar / OR

MS-Word & SR seest aar ot 3 BiHe HT
£ g 9 qEEEw awes BAfeT & fag Sude
gﬁmﬁ,éﬁmw,m@weﬂtmm
® TEt BT e, $A9 Rk 99 3K SR B TA
M He? - =

Explain the process of creating and formatting a
professional document in MS-Word. Diécuss the features
available for document formatting, such as font styles,
paragraph alignment, and text direction. lnclu‘de the steps

for inserting tables, images, and a page header.

e 3 e B gle W F T W e
TR &1 O B S Hagsie S B g &
mm,m%ﬁmwm@

Explain the function of Ptoteét Sheet in the Review tab.

How can it be used to restrict editing and protect sensitive

data?

AY]P / OR
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Q.3.

MS-Excel Eﬁl' Rt fRuael @ auiF ST e
ST 37 RAvAwer & Rw fear o ¥ ey gl B
SIS SR IEHT TR Hid &7 SUM, AVERAGE @iIX IF
N BRME D SN H GHIEY T &, I HidT 76
90 T ST T Y A1) frar S 81

Describe the different features of MS-Excel that are used
for data analysis. How do you create and format a
worksheet? Explain the usage of functions such as SUM,
AVERAGE, and IF. Also, discuss how data validation is

applied to cells. |

MS-PowerPoint T 8?7 MS-PowerPoint &l ﬁﬁ’f‘ﬂﬁﬁi k4
e faRaa B

What is MS PowerPoint? Write down the features and

advantages of MS-PowerPoint.

ST / OR
Hﬂﬁ[ﬂ@ﬁﬁf T & T MS-PowerPoint § Iuael
R ged oIR Adae W == Ak oY Re,
2o, 9 SR TFATE & A WIES By feSTE &

%? WSS TN B AR L X WSS M Y A B,
TqE AT HivTT
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Q.4.

Discuss the different components and features available
in MS-PowerPoint for creating effective presentations.
How do you design a slide with text, images, tables, and
animations? Explain how to apply slide transitions and

set up a slideshow.

MS~Accessﬁﬁ'ﬁﬁﬁ!§$rm’Tﬁ%Gﬂq@ﬁ
B T Y S 7 e @ 3e i B 37w
% T AR AMGS HI GRINT B | FXoT &%

HHHARUI

How do you use the Query Wizard in MS-Access to
create a query that retrieves data from muiltiple tables?
Explain step by step, including the selection of fields and

defining criteria.
AL / OR

MS-Access ¥ STEd s @l IFFT @ HHART| EL|
SR B R B, ARERT a9 SR aiiewsral &
e gy QT B B AU AR ST ST HF B
HeST T & I 8T P Excel I Word S 17 qraat

T &9 Frafa & 9 &7
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Explain the process of creating a database in MS-
Access. Describe how to define data types, create
tables, and set relationships between tables. How can
you save the database and export data to other formats

such as Excel or Word?
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