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Instructions: 1. All questions are compulsory
2. Figures to the right indicate full marks
Qt) Broad answer questions (Any ONE out of TWO) [16]
Explain steps in adding pictures, images, tables in Ms Word.
OR
Explain steps involved in creation of slides with optaons
Q2) Short answer questions THREE) [14]
A) Explain different Page forma‘ggigg_,gptianéﬁin Ms-Word.
B) Write different steps in crggtiﬁgfgyerl'-‘oint__pres_gjétation.
C) In Ms Word write procedtre for i) Mail merge iy Macros
Q3) Write shortnote e - [10]
out of FOUR)

a. Write 0 oies i
A) Ms Word documentiypes

B) Ms Wc;ﬁftqolbar options
C) Ms powerPoint slide formatting options

D) Ms power slide animation options
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