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Instruction: Answer should be completely in English only.

SECTION-A

1. Answer any eight sub-questions. Each sub-question carries 2 marks. (2x8=16)
a) What is scroll bar ?
b) State any 2 advantages of MS-Word.
c) Give the meaning of Work Sheet.
d) What is active cell 7
e) Whatis file end foider ?

fy What is journal voucher ?

g) Mention any 2 accounting software.
h) State any 2 features of Tally.

1) List different types of virus.
1) Whatis E-mail ?
SECTION-B

Answerany three of the following questions. Each question carries 8 marks.
(8x3=24)

2. Explain any 8 features of MS-Word.
3. Explain the steps to create new presentation in PowerPoint.

4. Write any 8 advantages of D.T.P.
5. What are the advantages of Tally ?

6. Explain the components of Excel Window.

P.T.O.
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SECTION-C

Answer any 4 of the following questions. Each question carries 15 marks.
(15X4=60)

/. Explain various operations of Windows Explorer.

8. a) Write any 5 HTML tags.
b) Explain the steps to create “Company” in Tally.

9. a) Write features of Tally.
b) Write the advantages of PPT.

10. Write short notes on:
a) Inserting and deleting column
b) Relative reference
c) Textalignment.

11. Explain different types of slide view in MS-PowerPoint.




