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Max. Marks : 40

Notes: 1.  All questions are compulsory and carry equal marks.

Either:
1 a)  Explain in detail about the Office Automation System
b)  Write the list of Basic operation in MS-Office Software tools.
OR
c)  What are the limitations of MS-Word?
d)  Write the Features of word processor.
Either:
2 a)  Write the names of Tabs of MS-Word. Write a note on any one.
b)  Write a detail note on Print Preview.
OR
c)  Write the procedure for inserting the page number in MS-Word File.
d)  Write a detail note on protecting documents.
Either:
3. a) Explainin detail about inserting picture in MS-Word File.
b)  Write a detail note on Drop cap.
OR
c)  What is Table? Write the procedure for inserting table of 4 rows and 5 columns.
d)  How to change Page color in MS-Word file?
Either:
4 a)  Write a note on Spelling and Grammar.
b)  Write in detail about Macro in MS-Word.
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2. Draw neat and labelled diagrams wherever necessary.

3. Avoid vague answers and write answers relevant and specific to questions only.
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OR
c)  Explain the usage of ‘Read Mode’ View of MS-Word.
d)  Explain in detail usage of Comment.
5. Attempt all the questions.
a)  Write a short note on Word processing.
b)  Write the shortcuts for
i) Find and Replace
i) Open
i) Print
iv) Copy
c) Explain in short about Hyperlink.

d) Explain in short ‘Language’ option in MS-Word.
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2. 3TEvIh 49 Hieeeh ATMT et halct ST hIal.

3. ITETY I (ST AT Shaed TLTETST Heiferd I forar.

FEither:

AT AT (Office Automation) foreeneeet afeea forar.

MS-Office Software Tools Hed SIfteh A= ATdT fotar,
TeRar
MS-Word =T water (Limitation) hTX 3TEA?
< st Afkre fore,
Either:
MS-Word =T Tabs =t Tal feTaT. hIvTeaTe Teher 21 fofa.
Print Preview SEeT Gfer&t wTfdt foTar.
Tera
MS-Word HIScTHE Page number insert SHTITT sk forar.
Protecting documents STEcT et ATfed forer.

Either:

MS-Word BTseae foet Trehvamaeet (Insert Picture) Gforeat arfeet fomr.

77 ek (Drop cap) 319 foaaT,

feRar

I FEUS 2 4 Rows TMUT 5 Columns AT eod Sa0T=H TfshaT fetar.,

MS-Word STEAWETE I8TET T (Page Color) FET SEATI=T?
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Either:
4. 3T Spelling and grammar 3% foq fetar,
&) Hehl (Macro) e MS-Word &3 ATfed forer.
e
F)  MS-Word o € 1l T (view) TIE .
g)  fewufEm (Comment) =T ST fotam,
5. EEREIC SN
31)  Word Processing s fou forar.
E) R UGE TAN
i)  Find and Replace ii) Open
iii)  Print iv)  Copy
%) e (Hyperlink) eesd forer.
)  MS-Word Heftet 'ITT' (Language) T ITSeRITd TIT .
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