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Answer five questions, taking one from each unit.

UNITH

1. (& Writedownthestepsfor thefollowing operationsin M S-Word:
(i) Toview multiplepages 2x4=8
(i) Toformat textinmultiplecolumns
(iii) Toadd rowsto atable
(iv) Toinsert aWordArt object
(b) What isabookmark?How do you insert bookmarksin MS-Word?
1+2=3
(c) How do you save adocument asatemplatein MS-Word? 3

2. () Givethekeyboard shortcutsfor thefollowing operationsin
MS-Word: 1x8=8
(i) Toopenfont preferenceswindow
(i) Toinsertahyperlink
(iii) To openanew, blank document window
(iv) Todeletewordtotheright of cursor
(v) Tomovecursor tothe end of the document
(vi) To pastethe copied text
(vii) Toindent the paragraph
(viii) Todign the selected text to the center of the screen
(b) Writedownthe stepsfor thefollowing operationsin M S-Word:
(i) Tochangetheformat of page numbers 2x3=6
(i) Toadd border and shading to aparagraph

-1-



UNITHI

. (& What aretheusesof mail merge? 2
(b) Writedownthe 6 mgor stepswhilecreating adirectory inmail
merge. 6
(c) What isdatasource? Writedown stepsto use an existing data
sourceinmail mergeform letters. 1+5=6
. (8 Writedown stepswhen arranging directory inmail merge. 3
(b) What arethethree componentsof mail merge? 3
(c) Writethevariousoptionswhilesdlecting to start document in mall
mergeform|etters. 3

(d) Writedown stepswhen completing themergeinmail mergelabels. 5

UNITHII
. (@ Howdoyoufilter datain M S-Excel? 3
(b) Explaingoa seekinMS-Excdl. 4
(c) Givethekeyboard shortcutsfor thefollowing operationsin
MS-Excd: Ix7=7

(i) Bolddl cdlsinthehighlighted section

(i) Toclosethecurrent workbook

(i) Toundothelast action

(iv) Toput astrikethrough ondl cdllsinthehighlighted section
(v) Toenter thecurrent date

(vi) Tohidecolumn

(vii) Tofind and replace data

. (8 ExplainwildcardsinMS-Excd. 3
(b) ExplainformulaauditinginMS-Excdl. 5
(c) ExplanthefallowingfunctionsinMS-Excd. 3x2=6

(i) hlookupQ
(i) averageif()

UNITHV
. (8 Writedown two waysto insert notesin M S-PowerPoint. 4
(b) How doyou createdidetransitionsin M S-PowerPoint? 4
(c) How doyou cresate action buttonsin M S-PowerPoint? 6
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8. (d How doyou createdidemaster in M S-PowerPoint? 6
(b) Explainthedifferent tabsin MS-PowerPoint. 8
UNIT-V

9. (a How doyou createaparameter query in MS-Access? 4

(b) Writedown disadvantagesof MS-Access. 4

(c) How doyouimport datain MS-Access? 6

10. (@) Explainany threedatatypesin M S-Access. 3
(b) What isareportin MS-Access? How do you create areport?

1+4=5

(c) Explainvariousfield propertiesin MS-Access. 6




