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Note : Attempt all five questions. One question from each unit

is compulsory. All questions carry equal marks.

lHkh ik¡p iz'uksa ds mRrj nhft;sA izR;sd bdkbZ ls ,d iz'u

djuk vfuok;Z gSA lHkh iz'uksa ds vad leku gSaA

Unit-I / bdkbZ&I

1. What is page setting ? Describe all options of page setting

of MS Word. [20]

Page setting D;k gS \ MS Word ds page setting ds lHkh

fodYiksa dk o.kZu dhft,A
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OR / vFkok

Explain the following :

fuEufyf[kr dks le>kb, %

(a) Spelling and Grammar

(b) Working with Mail Merge

Unit-II / bdkbZ&II

2. What is meant by Cell Formatting ? Describe major

options of cell formatting of MS Excel. [20]

Cell formatting ls D;k vk'k; gS \ MS Excel ds eq[; Cell

formatting fodYiksa dks le>kb,A

OR / vFkok

Explain the following :

fuEufyf[kr dks le>kb, %

(a) Filtering a database

(b) Date and time functions
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Unit-III / bdkbZ&III

3. What is Slide Transition ? Explain Slide  Transition and

Animation of MS Powerpoint.  [20]

Slide Transition D;k gS \ MS Powerpoint ds Slide

Transition vkSj Animation dks le>kb,A

OR / vFkok

Explain the following :

fuEufyf[kr dks le>kb, %

(a) Slide show

(b) Working with Smart Art

(c) Handouts

(d) Creating Chart and Graph

Unit-IV / bdkbZ&IV

4. What is meant by Query ? Write a note on Query in

database. [20]

Query ls D;k vk'k; gS \ MkVkcsl esa Query ij ,d ys[k

fyf[k,A

[P.T.O.]
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OR / vFkok

Explain the following :

fuEufyf[kr dks le>kb, %

(a) RDBMS

(b) Creating Table

Unit-V / bdkbZ&V

5. What is meant by Voucher Entry ? Describe various types

of vouchers of Tally in detail. [20]

Voucher Entry ls D;k vk'k; gS \ Tally ds fofHkUu izdkj ds

Vouchers dk foLrkj esa o.kZu dhft,A

OR / vFkok

Explain the following :

fuEufyf[kr dks le>kb, %

(a) Types of Accounts

(b) Profit and Loss Account

----x----


