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SEC'HONA* (10 x2=2A marks)

Ansrver anY'fEN questicus'

Each questions carries 2 rrarks"

Dcfine file-

What rs folder?

Ilorv yor"l. create a directorY'i

What is bulLeting? {-Iov"r you implernent in your

Word document?

I)efine ldeader anel tboter in text riot:ument'

l)efine rvorkbook'

)



I

/t,l.,,rr the procedure of sorting and
I rr'i'r:rilg.logiea.i tul;el jons in Exr:el.

.i I uii lrLt"jous pre,sert;rti-on iypes in power polnt"

' l,r..rl ,,,arious trrowsei:s available (Z)
' l rJ.iain ]:ov. )-ou use !:rowser (3).

:l,l{ ITI0N C __ (S x 10 = ,?0 marks)

,\rrirtlvsr any TIIH,E'E questlons. ,

l,);rr.;ir question carrj,es 10 mnrks.

r rr l)ofr:le desktop
t2)

r rr) i\,{snglon its usage
(2)

t,rlrtarn'.ho\\, 
).ou crea{e and delete icons and

l',l,lcrs, A1d process it. (6) I

\\ lr;rl, is a documerlti)

l'lilrhin the process of Copying text and ,

l,r, ltirg {rom E,xcei and powerpoint in Mail
\ [r.r'lt{].

(2)

(l S.No. gl00

lT?J 
is cell? &Iention varjous t3,pes of rof,E

8.

9.

I0

11.

l.)f!-

How yc,u filter data,s in Excel sheet?
Horv you present c.trip art in slide?
How do you cli: franre movernents in sjidofl,/
l4hat are hrowser.T Ljsr few.

Define URL.

StrCTIONB __ fu x 5 = ?5 marks)
Arrswcr any FIVE questions.

Each question carries 5 marks.
Explarn various operations on files.
Write notes orr crstore and;;*;;-T,i.:t^1:1' "r roliler anrtrrectory and tiles-

i,J

1.4

r5. Describe the
bultrets, footer

proceSs of crea tingand hea der n tl nl
ula text ^tuocum0n l,16.

,T::lrX with near procedureword, SpeII chccking in word
of find and

1t. Wri
docunaent

te a proced ure forceIl tn Excel. Mixed nlode reftl l't

2 \
I

L

$i,,. (8)

I
I



\

23. (a)

(b)

What is Excel and iLs

Expiain the procedure of creating

charts"

a1 (a) &{enti,:n t,he applicatii:n 31y6;*u o1
point.

(b) Explain with neat diagram the
creating and displaying -vour collcgo
autcrnation systern.

25. (a) IJefine website

(b). Expiain the proceclure of creating
your college and }:ow you register w
partit:ular UBJ,.
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