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Answer five questions, taking one from each unit.

UNITH

1. (& What arethedifferent typesof errorsin MSWord? 3
(b) How do you correct errorsin MSWord? 3

(c) How doyou changetext alignmentin M SWord? 4

(d) How do you convert text to tablein MSWord? 4

6

2. (a) Writedown stepsfor thefollowing operationsinMSWord:  2x3=
() Insertdateandtime
(i) Replaceatext
(i) Insert shapes
(b) Writeshortcut keysto performthefollowing operations. 1x8=8
() Redoapreviousoperation
(i)  Selectwholedocument
(i) Cresteahangingindent
(iv) Pastethesdlectedtext
(v) Movethecursor to the beginning of the document
(vi) Movethecursor onewordto theright
(vii) Movethe cursor to the end of the paragraph
(viii) Printadocument

UNITHI

3. (d) What arethe componentsof mail merge?
(b) What arethe advantages of mail merge?
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(c) What isamergefield?Writethe stepsto add mergefieldstothe

main document. 1+6=7

. (8 How doyou crestemailinglabel documentinmail mergelabels? 3

(b) Writedown steps to preview in mail merge envel opes. 4
(c) Explainthedifferent methodsto salect recipientsinmail mergeform

|etters. 7

UNIT-II
. (8 Explanthepmt() function. 4
(b) What arethedifferent errorsin pmt() function? 3

(c) WhatisacdlinMSExcd?Explainthedifferent cell referencing
modes. 1+6=7

. (@) Writeshortcut keysto perform thefollowing operations. 1x8=8

(i) Insartahyperlink

(i) Create anew workbook

() Savetheworksheet

(iv) Sdecttheentirecolumn

(v)  Undelinedl cdlsinthehighlighted section

(vi) Closethe current workbook

(vii) Putitdicsonal cdlsinthehighlighted section

(viii) Movetothenext cell, totheright of thecurrently selected cell
(b) ExplainthefollowingfunctionsinMSExcd. 6

@) orQ)

@)  sumif()

(i)  count()

(iv) if()

(v) and()

(vi) round()

UNIT-HV

. (8 Explainquick accesstoolbar.

(b) ExplainribboninMSPowerPoint.

(c) How doyou apply or change colour inthemes?

(d) Writedown some usesof PowerPoint presentation.
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(e) How doyou apply acustom animation effect?
8. (8 Explaintheworking of chartsin MS PowerPoint.

(b) Explainthedifferent presentationviewsin MS PowerPoint.

(c) Explainthedifferent usesof dide master.

UNIT-V

9. (8 Explainthedifferent waysto createformsin MSAccess.
(b) Writedown the advantages of MSA ccess.

10. (8) ExplaintablesinMSAccess.
(b) Explainquery inMSAccess.
(c) Explaincurrency, auto number, andlong text datatypesin
MSAccess.
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