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SECTION A — (10 x 2= 20 marks)
Answer any TEN questions.
Kach duestions car:ries 2 marks.
Define file. ‘
What is folder?

How you create a directory?

What is bulleting? How you implement in your
Word document?

Define Header and footer in text document.

Define Workbobk.




What is cell? M

ention various
a cell. : ’

How yoy filter datg 's in Exce] sheet?

How you bresent clip apt in slide?
10.  How do you do frame movements ip
11

What are browser? List few.

Define URL,.

SECTIONB _ B xs

= 25 marks)

Answer any FIVE questions.

Each question carrieg 5 marks,

Explain various Operations gp files.

Write notes on cpe

store and Yemove direcfjory and fileg

15.

16, Daplii. o at p

rocedure of find and rag
word, Spel] checkin

2 in word document.
Write g proc

edure for- Mixed mode refo
cell in Exce].

rong

types of rofyy ¢

slideg?

ation of folder ang ho

gl

i

=

i lixpl

Biliin - the procedure  of sorting  and

Milomenting logical functions in Excel,

Silnin various present

ation types in bower point.

List various browsers available

(@)

: (
ain how you use browser (3).

PECTIONC — @3« 10~

30 marks)

Answer any THRER questions,

lach question carries 10 marks,

(1) Define desktop
(11) Mention its usage.

lixplain: how you create and delete jcong and

lolders, And process it,

(6)

What is a document? (2
lixplain the process of Copying text and. .
picture from Excel] and PowerPoin_t in Majil

Verge,




What  is ‘ Excel '_ and i_t’s

Explain the procedure of Cfeating

charts.

Mention the apphcatmn areas of .
point. '

Explain with neat diagram the p
_creating and displaying your "fj‘
automatmn System

Define Website.v

Explain the procedure of creatim

partmular URL ‘




