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Part A

Answer any ten quesflons.

Eacir quesflon carries 2 marks-

1. What is the use of Line Spacing tool in lt/iS Word?

2. How can you inrsert a Header and Footer to an MS Word document?

3. Which are the main tools in the Review tab of MS Word?

4. Define Word Art.

5. what are the two methods that you can use to create a new document?

6. What are control Palettes?

7, How to insert a new page in Pageltllaker?

8. How to add a graPhics in to a frame?

9. What ribbons are in excel?

10. What is merge and center oPtion?

11 . How to insert a page break in excel?

12. What are chart in excel?

Part B

Answer anY six questlons'

Each quesllon carries 5 marks.

(1 0x2=20)



]rffiffiffiffiffiffiffilllll

13. Briefly explain the uses of lr/S Word'

14. Briefly explain the clipboard operations in MS Word"

15" Explain the need of desktop publishing'

16. What are document layout and pasteboard?

17. Differentiate between rulers and gridlines'

18. How to move cells by A) drag and drop? B) cut and paste?

19. Explain different methods to automatically enter text in excel'

2a.Explainthenumbergroupanddilferentoptionsavailablewithit,

21. How to protect a workbook and a worksheet?
(6x5=30)

Part C

Answer anY two quesfions'

each quesfion carries ?5 marks'

22. Explain the different ways in which a document can be viewed before printing in lVlS Word'

23.Explainlndentingtext,Tabstops,Linespacing,Paragraphspacing,bordersandshading'

24. What is the importance of layers in pagemaker? Explain its features'

25'Howtocreateandmodifyanexcelfor"mula?Explainwithanexample.
{2x15=30)
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