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Instructions for Candidatcs

l. Attempt any three questions: (6x3)

(a) How can you create a table in word?

(b) How do you create a multilevel bulleted list in
pow€r point presentation?

(c) What are the advantages of using formula in excel?

(d) ldentify the reasons to use database approach?
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2. Define main documents and data source in context of

mail merge? (18)

0r

What is meant by lbrmatting a document? Explain

different ways to formatting a document.

What is power point presentation? How to animate

text and object. ( l8)

Describe various excel functions and there uses'

(18)

Or

What are the different types of charts used in excel?

5 What do you understand by 'Relationship' in a

database'l What is the significance of this in relational

database processing? ( 18)

Or

Write the various steps to be followed for creating a

query by using query wizard.
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