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1. Answer any two questions from the following 15X2=30

fRafafds cataT 5 Jraa Ssa ws|

a. Write the functions of MS Word. Explain step by step how to change the font color
background color and number of pages to write your name and address using MS
Word. 5+10
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b. Write the procedure to save the file in MS Word. Write the procedure for opening any
saved file in MS Word. Discuss step by step how to add an image. 4+4+7
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c. Discuss the requirements of MS PowerPoint in education. Write down how to create a
new presentation using MS PowerPoint. 5+10
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d. Discuss the uses of MS Excel. Write briefly what can be done from MS Excel's Insert
option. Write the method of addition and subtraction by Excel. 5+6+4

MS Excel d9 IR HTATENT FCRAT| MS Excel G9 Insert S (A(H F fF 1oy
AT 1T AT (Y| MS Excel RIRT 157 f[RCI19Y K A @f© (@4 |



