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Notes: 1.  All questions are compulsory and carry equal marks.
2. Draw neat and labelled diagram and use supporting data wherever necessary.
3. Avoid vague answers and write specific points/answers related to questions.

1. a) Explain the term office automation. Explain the needs of office automation. 8
b)  Explain the output devices of computer with diagram. 8
OR
c) Elaborate the office automation tools. 8
d)  Write about E-Commerce and E-Education. 8
2. a)  Write about Introduction to Windows and explain it’s features. 8
b)  Explain the administrative tools for Windows. 8
OR
c)  Explain the Windows Accessories. 8
d)  Explain Operating with Windows along with Windows Explorer. 8
3. a) Explain the concept Word Processing. Write the features of MS-Word. 8
b)  How to format text, apply spacing and align the paragraph. Explain. 8
OR
c)  Explain, while creating documents how to apply table of figure and table of contents. 8
d)  How to create citation and generate reference list. Explain in detail. 8
4. a)  Write the introduction about spreadsheet and explain the features of MS-Excel. 8
b)  Explain the basic of power point and mention it’s power point. 8
OR
c)  What is the basic of MS-Excel and how to navigate around the worksheet. Explain. 8

d)  How to create presentations with the effects of sounds and animation.

5. Write short notes on:
a) E-Governance
b) Recycle Bin
¢) Header and Footer

d) Ribbon tab
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