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Save ¥+ Save as 92+l dsldad wrudl.
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(5) 'Goal seck' Gelsxel Aled AHAAL.
(3) Exceldl el s weudl.
(§) Exceli 81 Al (sl ogudl.

ENGLISH VERSION
Instruction : As per the instruction no. 1 of page no. 1.
1 Answer in brief : 14

ey
)
3)
4)
()
©6)
()
@)
©)

UA-2541]

Differentiate between Save and Save as.

How could you Zoom 200% the word document ?

What is work sheet ?

State the use of Drop cap.

What 1s Range ?

State the use of Macro.

What is Gread line ?

Differenciate between Bar Chart and Pai Chart.
What is filter ?
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2 (a) State options of Formt menu in Word. 5
(b) Discuss the effect of different types of alignment on 4
Paragraph.
() State the process of table in word. 5
OR
2 (a) Explain the options of Tools menu. 5
(b) Explain 'Auto Correct' in word. 5
(¢) State the use of Mail Merge. 4
3 (a) Explain types of break in Word. 5
(b) What 1s Macro ? State its process. 5
(© How could you create Bulate and Number in word 4
document ?
OR
3 (a) State the use of Header and Footer. 4
(b) State the options of Page set up. 5
(©0 Explain the process of Mail merge. 5
4 (a) State the process of copy or move the work sheet. 5
(b) Explain the formula with illustration in Excel. 4
() State the importance of sort in Excel. 5
OR
4 (a) Explain any four statistical functions with illustration. 6
(b) Explain Paivot chart.. 4
() State the options of Insert menu in Excel. 4
5  Attempt any three : 14
(a) State advantages of Excel.
(b) Explain Label and value in Excel.
(0 Explain Goal seek with illustration.
(d) State the types of chart in Excel.
(e) State the options of Formal menu in Excel.
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