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SECTION -A

Section A

I.  Answer Any FOUR questions. Each answer carries 5 marks 4X5=20
marks)

Write about characteristics of Computer.

Differentiate Hardware, Software and Human ware.

Explain steps for Creating tables in MS-Word.

Explain Features of MS-Word.

How to Enter & Edit data in MS-Excel?

Discuss about MS-Excel features.

How to add Clip art in MS-PowerPoint?

Discuss about MS-PowerPoint features.
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II. Answer any THREE questions. Each question carries 10 marks. (3 X 10 =30 marks)
1. Explain about Digital Computer with a block diagram.

Explain Mail Merge concept in MS-Word.

Explain Word Window Components.

How to insert charts in MS-Excel?

How to create a Presentation in MS-PowerPoint?
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