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Time : 1% hours Max. Score : 50

Instructions :-

The first 15 minutes is given as cool off time, This time is to be spent for reading and
under standing the questions.

Answer the questions based on the instructions,

Answer the questions according to score and time.

PART — A

(Answer any Five questions from 1 to 6. Each questions carries 1 score.)

(I o 6 avow)ss Cal0B§e@nglad agomsslane @memf YEROTIT DOMVO )P ®)B>.
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- Write the shortcut key to copy a content in a document.

80) cWwIseaglonl 98aSHN e0afl HUGIM@IMBE Ca0BSH:S b1
)00 B>.

. Image or text appears in the background of a document is known as ...

80} CWIHNOAFIHNG alURIOOLIGW 63 U 2l MERO HSHBINO ..oveverrrrrerrrn,
af)aOlea|SIaM).

What is the address of the first cell in a worksheet ?
80} udss oulgloar apeieom orvefload @@y agmy ?

- Which is the function key to start a slide show ?

80} HOARADEAH CNSEBMDIMSBE aNoCIauB > aB®- ?

In RDBMS, a row in a relation is termed as ...
RDBMS -@ &0) dleaiumlon 80 UGV ..o, of)aM  aloW)aM).

(5 x 1 =5 Score)
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PART —B

(Answer any Eight questions from 7 to 16. Each questions carries 2 score.)

)o@ 16 aweowss 2108 @BREIT AROOBs1Rl0 0 aEROTIM ROM@O af) ORD
£0600 GalosyOmIm)e 2 aies:0d arlo.)

Write the four types of paragraph alignments in MS Word.

MS Word -eel moen®oo 2100008 @ROHRINBOAMHUE af) IO
Define a template.

9S0Celd MIdaiallee)d.

What is a range in a worksheet ?

a0y udses olgioa GoemI a)MOG @ ?

Mention the use of filtering in Spreadsheet.

80) aSelalal oH1glod aol@3QaleEElnng Qaleowo amoyailaflanyd.
Define sorting in MS Excel.

MS Excel -oe1 emodgiead mldalallend.

Write the use of notes pane.

emosa Oaldmleng 2alcWIO ) 9O .

What is text formatting ?

OSHAY ¢an0@20¢lod} of)aNOOLI ?

Define cardinality and degree.

sodusimoeiigloye wsluiloo mdaIailee)d.

Write the use of primary key.

ooadl &1eS PalGRINo af) O

Define data redundancy.
anoQo Slawadaw@dmsl adaailen)d.
(8 x 2 =16 Score)

PART —C

(Answer any Eight questions from 17 to 26. Each questions carries 3 score.)

)@@ 26 WOeWB3 2103, @BREIG) aBOO®;IRN0 apé cHEROVIM 2OMO0 af) YRS
£0GD0 Gal0B3OTIMe 3 MIEE:0A arlmo.)

Write the role of Intemnet in office Automation ?
@0a01MS  BOGHOCRAUNIIGD @a@@omg’loc@ alE af)eI®)d.
Write the advantage of ‘find and replace’ and its shortcut key.

find and replace -6} ca@®)o @RGIOMR ca0§ &§ SNWo af IO
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Write the steps to perform ‘cut and paste’.

cut and paste (aloI@@mMoO MSOMMONMBS OqRaARBHRD a9
Wiite any three built-in functions and their use in spreadsheet.

el «Hlgloal ago@esieno oS enii@ds-gm anoWauMdE)0 @RAUW)OS
DalEONQ0 af) @)

What is freezing in worksheet ? Write its use.

ades a1giod (D168 ag)INOGd ag)aD ? @ROIOM DalEWINO af)F M-
Write the steps to insert an image in a slide.

B0) OOayUIG3 Deasl 9u3Ha|s)CmMTIMSS OqRapHWB af) P3O S
‘What is slide transition ? Write an example for any one transition style.
oOIRAS (Sommilaud aMI@ ag)a® ? ogo@sslene 80} (sodaVlaum@ eegueil
©B0aDOEMo  af) PO H>.

Write the steps to reorder slides in presentation.

80) (alMEMaHmIcd HOTRAHUD Al MBI EOMTIMSS ORaHUB
af) YO D>.

Write a short note on any three users of database.

ago@EIene @ WOoQOGENITY @mewoa@omagmgcﬂg eal) @)0la]

@ GOOIBR) .

Define Office Automation.

0a0lS 806506anUM MI@aIalleen)s:.

(8 x 3 =24 Score)

PART —D

(Answer any One question from 27 to 28. Each question carries 5 score.)

27 )o@ 28 AUSOWSS3 GasoBi@EBEl agomEslene B0 2108 OB} QOO0 afFI@}S:-

27.

28.

G600 GaloBiEwIMe 5 M3eE08 arloo.)

Explain the office system components.

goa0lad avlqyo PLIS@EEBW ailGloe) .

Define mail merge. Explain the steps to perform mail merge.
Mail merge @ldaiallene. Mail merge OalgNCIMSS oo olliClen)d:.
1x5=5 Score)




