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Marks

Q-1.

Explain following command of Word,
(oot Word Hi Blelell sHies AHoAd, )
(i}  New (i) Save /Save As (Ill} Open {iv) Close

OR (v{8cll)

Explain different Paragraph Alignment and Line spacing of Paragraph of
Word.

(Word Hi llcldll Paragraph Alignment AHY Line spacing oll %EL €L
UsR AMasdl.)

8

Q-2

What is Mail-Merge in Word? Write the steps for Mail-Merge.

(Word Hl Mail-Merge ¥2@ 9?7 Mail-Merge H(2ell steps ¢ull,)
OR (HYcll)

Explain how you will create a Table in Word - With all option in detail.

(Word H i table 88 3ld ctetlctel A €38 option WA (Qrefetnli

AL, )

03

Explain the use of PowerPoint and Draw the initial screen of PowerPoint,

(PowerPoint oll GU2lot AHALel PowerPoint ol 3ulclall screen ELR.)
OR (alal)

Explain the Design — Tab of PowerPoint.

(PowerPoint H{ Design- Tab ¥Hed).)

template in PowerPoint. | _
(PowerPoint Hi Template M@ 9?7 Aof el UHAA? PowerPoint M
Template 56 3l olollaldl?)

OR (A&l

What is Animation in PowerPoint? How you apply animation in PowerPoint?
(Animation 2@ §? PowerPoint Hi A Animation 58 $1Q wugd A

gRltel. )

What is Template in PowerPoint? What is its importance? How you will create | 7
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