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

Either:
1 a)  Explain in detail about the Office Automation System
b)  Write the list of Basic operation in MS-Office Software tools.
OR
c)  What are the limitations of MS-Word?
d)  Write the Features of word processor.
Either:
2 a)  Write the names of Tabs of MS-Word. Write a note on any one.
b)  Write a detail note on Print Preview.
OR
c)  Write the procedure for inserting the page number in MS-Word File.
d)  Write a detail note on protecting documents.
Either:
3 a)  Explain in detail about inserting picture in MS-Word File.
b)  Write a detail note on Drop cap.
OR
c)  What is Table? Write the procedure for inserting table of 4 rows and 5 columns.
d)  How to change Page color in MS-Word file?
Either:
4 a)  Write a note on Spelling and Grammar.
b)  Write in detail about Macro in MS-Word.
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2.  Draw neat and labelled diagrams wherever necessary.

3. Avoid vague answers and write answers relevant and specific to questions only.
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OR
c)  Explain the usage of ‘Read Mode’ View of MS-Word.
d)  Explain in detail usage of Comment.
5. Attempt all the questions.
a)  Write a short note on Word processing.
b)  Write the shortcuts for
i) Find and Replace
i) Open
iii) Print
iv) Copy
c) Explain in short about Hyperlink.

d) Explain in short ‘Language’ option in MS-Word.
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2. IATEEIE q ek ST e shalel TR .
3. 3TETE I T3 ST hafes Tiemel Heifera 3a forar.

Either:
AT HTEWIM (Office Automation) FreHeEe Tfery fetar,
MS-Office Software Tools He siféieh SHToRH= a1t fotr.
ferarr
MS-Word =47 #31eT (Limitation) ST 3T&d?
EERICEICEINECRRH
Either:
MS-Word =T Tabs =t ATel foTaT. shIvTeTe Tehrer 29 forar.
Print Preview €t AfeRr ATfedt fotar.
feham

MS-Word BTETHE Page number insert UATE Tk foTar,

Protecting documents SIES HSeaX ATfRdT feTaT.
Either:
MS-Word BTsetHe fors Trehvateee (Insert Picture) Tfea? At forar.

17 Fuar (Drop cap) 219 fotar,
fRar

I U B2 4 Rows 30T 5 Columns =T ¢ SMI0AT={T UfshaT foTar.,

MS-Word W@HWT‘T (Page Color) shHT dGATI=T?
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Either:

4. ) Spelling and grammar S o ferar,

&) TRl (Macro) I8 MS-Word A& OTfer} fote.

feha
F)  MS-Word o € HI' T (view) TIE F.
g)  fewufiEm (Comment) =T ST fotar,
5. Td v I ot
31)  Word Processing aX feu fear.
&) Tidehe fotal
i)  Find and Replace ii)  Open
iii)  Print iv)  Copy
F) eEUicidsE (Hyperlink) eiesmd fotar,
g) MS-Word HefteT '"ITT' (Language) T3 SNSRI TIE 3.
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