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

d)

d)

2. Draw neat and labeled diagram wherever necessary.

3. Avoid vague answers and write answers relevant and specific to questions only.

Either:
What is the need and importance of fax machine in office?
Explain in detail the concept of E-commerce.

OR

Discuss in detail the Advantages of computer in Office Automation.

Write in detail the need of Office Automation.

Either:

Explain in detail the features of MS-word.

Write the steps for opening and saving document.
OR

Explain the print dialog box.

Explain:

i)  Alignment i) Line Spacing

Either:

Write the steps for inserting a chart in excel sheet.

What are the various excel toolbars Explain any one in detail.
OR

Explain, how the data can be copied between worksheets?

Explain following functions in Excel

i) min()

i)  max()
i) count()
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4 a)
b)
c)
d)
5.

Either:
Explain in detail the concept of Pack and Go feature.
Write down the features of MS-Power Point.
OR
Explain:
i)  Copying i)  Hiding
What are the different of layout? Explain.
Attempt all the questions.
a)  Write a short note on E-Governance.
b) Explain in brief the use of print preview.
c) Write a short note on Goal Seek.

d) Write a short note on Text Styling.
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