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

1. a) Explain the Office Automation tools and need of office automation. 8
b)  Explain the concept of Internet and its importance in E-commerce. 8
OR
c) Introduce the Office Automation tools and its functions. 8
d)  Explain the concept of E-business and role of internet in E-Business. 8

2. a) Discuss the type of Windows operating system? Explain the features of windows operating 8

system?
b)  Explain the need of windows accessories. Write about Notepad, paint & Disk clean up. 8
OR
c)  Explain the GUI (Graphics User Interface) in windows operating system. 8
d)  Write the importance of control panel and its uses. 8
3. a) Explain the World processing application software and features of MS-Word. 8

b)  Write about importance of word processing. Explain the function of Formatting Text and 8
paragraph alignment.

OR
c)  Explain the function of creating columns and tables in Word Processing. 8
d)  Write the process of creating table of contents in MS-Word. 8
4. a) Describe the features of MS-Excel and chart features in Excel. 8

b)  What is meant by MS-Power point? Explain the function of power point in creating PPT 8
presentation?

OR
c)  Explain the formatting features of MS-Excel. 8
d)  Write the process sound effects and animation in PPT presentation. 8
5. a)  Describe function of printer. 4
b)  What is mean by Recycle Bin. Explain its uses. 4
c)  Describe Header and Footer in document. 4
d)  Explain the type of Presentation? 4
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