
Time-Three Ilounl [Maximum Marks--40

N.B. :- Attempt ALL questions.

1. Explain the proccdure for searching a given word in a

document. Also explain the use ofteplace option. 10

OR
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Name and explain the tools available for fomratting a

word document.

(Hint Explainjustilicalior\ lbn! bold, italics, underline etc.)

l0

(a) Write thc procedure for inserting a table in MS Word

document. Explain about dillerent table borders.

4

(b) Write the steps for pcrforming spell check ofa word

doculnent. 4

(c) Explain the use ofa text box. 2

OR
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(")

Writc the steps for thc Mail Mcrge opcration. 4

Give the steps for providing a password to the
MSWord document. 4

Explain the purpose of Grammar check facility. 2

(a) Explain how to insert slidc numbcr on slidcs ofa
presenlalion. 4

(t) Iixplain how to irrxrt picture on a slide ofa presentation

2

(c) Wllar is a Sma.rt Arr ? \[tEt arc the diIlbrcnt oplions
available under rt ? 4

OR

(a) List lhe different dale formats available in
PowerPomt. 5

(b) Whal are tie dillerent options available under custom
animation ? 5

\rvhat arc lhe dilferent options available under view menu
ofthe PowerPoint menu bar ?

[Hint : I]xplain about Normal, Slide sorter, Notc page,
Slide master, Handout masterl 10

OR

Write doqn the di-trcrent stcps for package for CD olEiaLion.

[IIint l]xplain about CID namc, Packagc t]pe, Security
and Privacy etc I I0

(a)

o)

6

7

8

2UBS 49178 125


