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Instructions to Candidates:

I1.

Answer all sections.

SECTION -A

Answer any Ten questions.
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Write the characteristics of a digital computer.

- What is superscript and subscript?

Write the steps for find and replace.
Write the difference ction and formula in excel.
What is the use of toggle b

List the components of Ms-Ofﬁcéaﬁ%on software package.

What is Macro? Why it is used? @J’
Define spreadsheet.
Write the function of key ‘F5’ in powerpoint.
Define Bookmark. A
Differentiate between VLOOKUP and HLOOKUP.
What is Pivot table?

SECTION - B

Answer any Five full questions.
a) What is CPU? Write the block diagram of a personal computer and explain.

13.

14.

b) List and explain the types of Memory.
Explain the following features.

a) Bullets and Numbering.

b) Paragraph spacing.

¢) Header and footer & its options.

d) Charts and its usage.
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Explain any five formatting features in powerpoint.

Discuss basic operations of MS-Powerpoint.

Write the steps for creating a new presentation and applying designs in Power

point. :

Explain how to create pivot table in excel.
Explain the features of spreadsheet.
Explain functions in Excel with examples.
What is financial function? Discuss.

Write the function of following shortcut keys :

i Ctl+W
ii. Ctl+0
iii. Ctl+Y
v, Alt+Ctrl e
v. Ctrl+S

Differentiate between condi‘éoﬁ@and logical functions in worksheet.
Explain the differences between au ring & conditional filtering.

What is validation rule? Explain.
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What is the use of query in MS-Access? Explain the steps for creating an

Query.
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