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Yot 1)
(1) ARG 3122 Wl W A 52l[a1s Aldel GUALL Ulduiltd 8.
(2) YU ¥l Yds U Q[Wd YAell)] §55 Uldel scHi 2414 B,
(3)  YuS HIS[cl el Y1oY RN 2[R () 6] 1Y d) £l
(4) o) %3] SlU dl AW Hifedl uR.
Q-1 Attempt the following questions: ()
(MCQ/Short Type of Questions=1 mark* 7=7 marks)
a) | &R U §22 9 82
b) | MS Word Hi e} 6112 yHdl.
c) | Shortcut key Cut, Copy 41U,
d) | MS Word Hi 2Wd £1Wd 5L HIS UG ] 4 14),
e | A4 9 82
f) | syl IR QY &2
) | Excel symbol 4i S16URL §13ydl el sal HIe Q) GUANdL 1Y &2
Attempt any two questionsfrom Q-2to Q-5
Q-2 Attempt all questions (14)
1. MS Word o1l 4&8ll [doldd 1R 4H2xdl. 7
2. Mail Merge [ddlddlR Huxdl. 7
Q-3 Attempt all questions (14)
1. Spelling & Grammar Tool [daldd iR Hux1d). 5
2. Auto sum, Auto fill & Formatting toolbar U &5 «lltl qudl. 5
3. a5 ld MS Word 41 document opening saving & existing Gudl. 4
Q-4 Attempt all questions (14)
1. (cl[d function MS Excel (SUM, Average, Count, Date, Now) 442x1dl. 5
2. Y1 [%el wal detl USIR AHd) 5
3. MS Word U2 &5 eiltl eud] 4
Q-5 Attempt all questions (14)
1. MS Excel il G&LQL YH1cll. 5
2. WordArt U 25 it @ui) 5
3. Find & Replace Toolbar 44ldl. 4
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