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

2. Draw neat and labelled diagrams wherever necessary.

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

Either:
1 a)  Explain in detail about the Need of Office Automation.
b)  Write down the list of Feature of word processor.
OR
c)  Write a detailed note on MS-Word.
d)  Write the Basic operation in MS-Office Software tools.
Either:
2 a)  Write the procedure for saving the document in MS-Word.
b)  Write a detail note on change case of the text in MS-Word.
OR
c)  Write the procedure for making the text Bold, Italic and Underline.
d)  Write a detail note on protecting document.
Either:
3 a)  Explain in detail about inserting Symbol in MS-Word File.
b)  Write a detail note on inserting text box.
OR
c¢)  What is border? Write the procedure for inserting border on the pages of the File of
MS-Word.
d)  How to set Margin in MS-Word File?
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Either:
4. a) Explainin detail about Window group in MS-Word.
b)  Write in detail about Macro in MS-Word.
OR
c)  Explain the “Web Layout’ View of MS-Word.
d)  Explain in detail usage of Thesaurus.
5. Attempt all the questions.
a)  Write the limitations of MS-Word.
b)  Write the short note on Format Painter.
c) Explain in short about Themes.

d) Explain in short ‘Language’ option in MS-Word.
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FIer - 1. §G 9 HiAGTY e 30T AT FATT T[0T 3Tl
2. 3G Y HAlcaieas IO Ade dheled 3Tl Hrer.
3. 37Egse 3TN T 30T Shdes TRATETST FEfad 3 forgT.
Either:
1. 37) 3if%hw 3ie#ea (Office automation) =T IR &1 3Mg? foreT. 4
d) 93 wraater dfrsear adr e 4
fhar
#) MS-Word scgol aiaER fogr. 4
5)  MS-Office HWIFEA3N ToHd S8 o2 e 4
Either:
2. 31 MS-Word aT document save &urdr Ufshar forgr. 4
d) MS-Word #tfier change case sco foigT. 4
fhar
%) #olRX Bold, Italic 3T Underline suamer ufshar fergr. 4
3)  Protecting Document aX¥ e foigrT. 4
Either:
3. 31 MS-Word ®iga#@ed Symbol insert #iudTadcge folgl. 4
d) Text box inserting Segel Tolgr. 4
fhar
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%) Border #FguTat ®1I? MS-Word TIr Document aX Border Insert &Ioardr gfshar forgr.

g) MS-Word wEeaed Margin &aT d¢ argdr?
Either:
4. 3) MS-Word A Window Group dcgd AfdEay forgr.
d) Macro segol EiaEaR Arfgdr Torgr.
ffar
%) MS-Word I ‘99 «133¢’ (Web Layout) View TISC .
8) Thesaurus dcgel AfaEaT forgr.
5. {9 9T AHfAardy 31ed.
31) MS-Word Tar #3er (Limitations) forgT.
d) Format Painter aX &9 forgm.
%) Themes dScgel AsFATT ¥ase forgl.

3) MS-Word &tfier ‘#T (Language) 93T AsadTd TIST ol
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