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Part A

Answer any ten guestions.

Fach guestion carries 2 marks.

What do you mean by word processing?
What do you mean by duplex printing?

What is the use of Replace tool in MS Word?
What do you mean by a nested table?

What is page-composition software program?
What is the use of a text tool?

What is fill and stroke optioﬁ in PageMaker?
How to lock a layer in PageMaker?

How can you add and delete worksheets?
How to adjust row width in excel?

What is clear format option in excel?

What is pie chart?

Part B

Answer any six guestions.

Each guestion carries 5 marks.

Max. Marks : 80

(10%2=20)
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Explain the main components of Paragraph tab in MS Word.
Briefly explain about paragraph formatting.

Wheat are color and style palette”

What are the basic steps of printing a document?

Cescribe Master Pages in PageMaker.

Explain the steps to find and replace in excel.

Explain the number group and different options availabie with #.

Explain how to wrap and rotate text in excel cells.

Write a note on different types of sorting in excel.

Part C
Answer any two questions.

Each question carries 15 marks.

Explain various steps in generating a mail using Mail Merge.

Explain layouf menu in PageMaker.
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(6x5=30)

Explain Indenting text, Tab stops, Line spacing, Paragraph spacing, borders and shading.

How to create and modify an excel formula? Explain with an example.

(2x15=30)



