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Notes: 1.  All questions are compulsory and carry equal marks.
2. Draw neat and labelled diagram and uses supporting data wherever necessary.

Either:
1 a)  Explain features of MS-Excel.
b)  Explain how to Copying Data between Worksheets.
OR
c) Explain the following.
i)  Ribbon
ii) Ribbon tab
d)  Describe Sorting and Filtering in detail.
Either:
2 a)  What is Functions? Explain any four basic function with example.
b)  Describe any two type of chart.
OR
c) Explain any two text functions with example.
d)  Explain Date and Time function in detail.
Either:
3 a)  Explain the features of MS-Access.
b)  Explain the following.
i)  Auto number
i) Hyperlink
OR
¢) How to Create Database using Wizard.
d)  Explain Editing table and Editing Records in detail.
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3. Avoid vague answer and write specific answer related to question.
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4 a)
b)
c)
d)
5.

Either:
What is Form? Explain what is the purpose of the form in a database.

Explain any two types of Queries with example.

OR

What is a Macro in a database? Mention one benefit of using Macros.

Explain Specifying criteria in Queries in detail.

Solve all the questions.

a)
b)
c)
d)

Explain how to Entering Cell Entries.
What is Goal Seek? Explain
What is Reports in database? Explain with example.

Explain purpose of Query in a database management system.
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