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Instruction :

ENGLISH VERSION
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State the use of F7 key in Word.

How could you close the file in Word ?
State the efact of the centre Alignment.
State the use of Macro.

State the command of page break.

How could you insert a raw in Table ?
State the tools of formating bar.

State the use of Home key in Excel.
What is cell address ?

What is custome list in Excel ?

State the command of Insert Worksheet.
State the use of Power function.

What is Greed line ?

State the use of F11 key in Excel.

State the process of save the file of Word.
Explain Bullet and Numbering in Word.
How could you creat a table in word document ?
What i1s Macro ? Give illustration.

OR
Explain 'Auto Correct' in Word.
Differenciate between Indent and Margin.
Explain Find and Replace in Word.
State the advantages of Word Processer.

Explain the process of Copy Paste in word.
What is Alignment ? Explain its type.
Explain page break and section break.
What is Mail Merge ?

OR

Explain the process of Header and Footer in Word

document.
How could you chage the text in columns ?
Explain the process of 'Mail Marge'.

As per the Instruction No. 1 of Page No. 1.
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Explain value and lable in Excel.
What is Range ? Give illustrations of its.

Explain the process of insert column in Excel Work

Sheet.
Explain formula with illustration.
State the step of chart wizard.
OR
Explain Workbook and Worksheet Excel.

Explain the following function with illustation.

1) SUM
@) MOD
B) AVG

State the types of chart and use of XY chart.
State the use of Paivot Table.

State the main functions of Excel.

How could you entry in cell of Work Sheet ?

Explain 'Custom list'.

Explain any four number format in Excel.
OR

State the process of colsed the work sheet.

How could you change the mistake in Excel Work sheet.

Explain Auto fillter and Advance fillter.
Draw a pai chart.
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