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'1. What dc you mean by word processing?

?. What d* ysl! mean by dupl*x prlntirrg?

3. What is the us* *f Replace toot in IVI$ Word?

4. What do Ycu mean bY a nested table?

S. What is pagc-cornposition software program?

S. What is the use of a t*xt ta*l?

7. What is fill and stroke option in PagelVlaker?

B. l-"{ow to lock a {ayer in Fagefu}aker?

S. How can you add and delete workshaets?

1S. l-iow tc adjust row widti'l in excel?

11. Wi"lat is ctear format option in excel?

12. What is Pie chart?

Pa* E

Answer any six quesfir:ns.

f;*cf; quesfion carl'res 5 ff?arks.
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13. Expl*in the main c*mponents of Paragraph tab in fi,4S W*rd.

14. Briefly explain about paragraph farmatting.

15. What are color and style palette?

15. What are the basic steps cf printing a document?

17. Describe h,4aster Pages in PageMaker.

'18. Explain the sleps to fi*d and replace in excel.

19. Explain the *umbe r group and difiercnt aptions available with it

20. Explain how t* v,rrap and rstate text in *xcei coll*.

31. Write * n*te on diff*r*nt types nf sorting in excel.
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Answer any fwc guesflons.

Fach qresfian uades f5 marks.

22. Explain uarious steps in gen*rating a mail using fvlail L,{*rge.

23. Explain laycut m*nu i* Pag*Maker.

34. Hxplain lnd*-nting t*xt, Tab stops, Line spacing, Farngraph *paeing..b*rders end shading.

25. Flow to create and modify an excel forrnula? Explain with an example.
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