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

2.  Draw well labelled diagram wherever necessary.

3. Avoid vague answer and write answer relevant and specific to questions.

Either:
1 a)  What is Office Automation? Write need of Office Automation? 6
b)  Explain E-Governess in details. 6
OR
c) Explain advantages and disadvantages of Computer in Official Work. 6
d)  Write anote on: 6
i)  Printer
i) E-mail
Either:
2 a)  Explain the utility of Find and Replace in MS-Word with suitable example. 6
b)  Explain in details Mail Merge? Write advantages of Mail Merge. 6
OR
c)  Explain in detail Print Preview and Page Setup. 6
d) How do you create a new document and how to open it in Microsoft Word? 6
Either:
3 a)  What is Charts. Explain types of Charts in details. 6
b)  Explain different formatting features in Excel in detail with example. 6
OR
¢)  What is Function? How to used Average Function with Example. 6
d)  Write different toolbar options available in MS-Excel. Explain any two of them in detail. 6
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4 a)
b)
c)
d)
5.

Either:
Explain different types of layout in detail.
What is the difference between a slide transition and an animation in Power Point?
OR
Explain the concept of MS-Power Point in detail. Write features of it.
What are the various options of Standard Toolbar? Explain in detail.
Solve all questions.
a)  Write a short note on E-Commerce.
b) Explain following terms —
i) Undo
i) Redo
iii) Goto
c) Differentiate between Bar Chart & Pie Chart.

d) What is Animation? Write a procedure for applying custom animation to the slide?
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