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N,B. r-Attcmpt ALL questions.

Explain the steps for creating a word document.5

Write the functions of thc following :

6) Prmt

(ii) Paste

(iD Italic

(iv) Redo

(v) Ali$Left. 5

OR

Explain the steps for edtting a word document 5

Explam applications ofword processiflE. 5

How you will creatc a table in a word file ? 5

IIow to chcck spelllng and grammat mistakes in
Word ? 5

OR
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How to protect a Word document 'l 5

Explain the procedure to change the vicw ofa word
file 5

What are thc major featurcs ofPowerPoint ? 5

write the functions of thc following :

(, cut

(ii) Bold

0D Bullets

(iv) Text Box

(v) LincColour. 5

OR

How is a ncw blank presentation crcated in
PowcrPoint ? 5

Write down the stcps for inserting clipart in
PowcrPoint. 5

Explain the sleps for entcring data into a graph.

J

How you will create a table in a PowerPoint ? 5

OR

Explain Auto Contcnt Wizard. 5

How to use design tcmplate ? 5
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