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1. SR @RS See 1x5=5
Answer the following questions :

(@) Windows3 taskbar & 27
What is taskbar in Windows?

(b) TfE% a1 ThREA@R ATF TN AR JIZS
SR FAGR T B

Write the temporary storage area to
store deleted files.

(€ @RS (clipboard)® 43 FNWERA G5 5
9

What is the group of commands in
clipboard?
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(d) @3.4%. TES O (bullet) It &5 3@ w2
What is bullet in MS-Word?

(e) PowerPointd *&-fFidifts o 592

What is the default view of PowerPoint?

2. TR AR TeR
Answer the following questions :
(a) MS-Word® GIC&R & @31 e 5 geim 2

What are green wavy lines in an MS-
Word document?

(b) = 3 (cell address) Frm &5 @R2

What is cell address?

() FITT R (Cloud office) i 5 J&R?
What is Cloud office?

(d) MS-Word3 RER ¥ FHIR (header and

footer) Ifoia 5 ITm?

What are the header and f i
e ooter in MS-

(e) TF (font) Iewa & g@m?
What is font?

3. TN PIERT [l R @Ien wHR Tet | ;. 5x6=30

Answer any six from the following questions :

(a) MS-Word® find 9% replace S5 &GS
i 9, fora
Explain how find and repla i
work in MS-Word. et
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(b)

()

(@)

(e)

(@)
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MS-Excel® formula =€ function ?
TR oe @R |

What are formula and function in
MS-Excel? Explain with example.

59 S @ MS-Excel® filtering JRA
F ?

Why and how is filtering used in
MS-Excel?

Cloud office IR & & Harae! AR?
7ZEz ot

What are the limitations of using a
Cloud office? Explain.

PowerPoint® 2% Rfew @99 viewd T
zaz fodi

Explain about different views of
PowerPoint.

Alignment 5?7 MS-Word® %3 fifen g3
alignment(I{3 o fen

What is alignment? Explain different
types of alignments available in
MS-Word.

MS-Word® ol G%e W@ fmw IR
el
Explain about Mail Merge in MS-Word.
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( Additional 15 marks for 2023 Batch )

4. TR PIRRT [ R @I fofbr g fmt ©  5x3=1

Answer any three from the following

questions :

(@) R ™ 57 RS @R REEe
TR forat |

What is cell reference? Also explain
absolute reference.

(b) MS-Word® <3 R @ B shortcut
keys W% ©Rfey I@ze R R |

Write any five MS-Word

shortcut keys
and their uses.

(c) MS-Word® watermark T AR
]

How is watermark inserted in MS-Word?

N9R-TE  (MS-Word)s Tereim Ryt
AR a7 TCHPIR fora |

Write the steps to insert text vertically
in MS-Word.

(d)
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