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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) Write in detail about Office Automation. 8
b)  Write a detailed note on Need of Office Automation. 8
OR
c)  Explain use of Internet for Business Conferencing. 8
d)  What is E-Education? Explain. 8
2. a) Explain any two administrative tools. 8
b)  What are the features of Windows? 8
OR
c)  Explain any four Windows Accessories in detail. 8
d)  Give information about the Control Panel in detail. 8
3. a)  What are the features of MS-Word? 8
b)  What is meant by header and footer? Write the steps for inserting header & footer. 8
OR
c)  Write the steps for creating table of contents? 8
d)  How to insert picture, shapes & icon in the MS-Word. 8
4. a) Explain features of chart in MS-Excel. 8
b)  What are the features of MS-Excel? 8
OR
c)  Explain the features of Power Point. 8
d)  How will you apply sound effects and animation to the power point presentation? 8
5. Write in short.

a)  Write a short note on E-mail.

b) Explain in short about Recycle Bin.

c) What is meant by Citation?

d) Explain in short about Ribbon & Ribbon Tab in MS-Excel.
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