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(zi) Draw a well labelled diagram if necessary.
1. Attempt the following : 20
(@) Explain uses of MS-Word.
(b) How to create a chart ?
(¢) Explain basic text editing.

(d) Explain character formatting.

2. (a) Explain formatting using font dialog box. 8
(b) How to add borders and shading to the document ? 7
Or
(¢)  Explain table formatting. 8
(d) How to give numbers to the page ? 7
3. (a) Explain page setup dialog box. 8
(b) Explain different dialog boxes used in MS-Word. 7
Or
(c)  Explain Excel menu system. 8
(d) How to create and format charts ? 7
4. (a) Explain horizontal and vertical scroll bar. 8

(b) Explain procedure to insert 5 row’s and 6 columns table in
MS-Word. 7
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(¢) Explain print dialog box.

(d) Explain opening window of MS-Word.
5. Write short notes on (any three)

(@) Bold italic underline

(b) Bullets and numbering

(¢) Word Art

(d) MIN and MAX formula

() The Ruler bar.
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