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5 1. Describe any two of the followings :

(i) Features of Windows

(i) Creating Users
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(iii)) Setting common devices using Control Pannel

{iv) Accessories of windows

What do you mean by word processor? Write about the

fomatting features available in MS-Word.

Or

What do you mean by Wizards and Templates? Write the

steps for creating your Resume using Resume Wizard.

Write about the mail-merge option available in MS-Word,

also explain its steps and advantages of using.
Or

Write short notes on the following :

(i) Headecr and Footer

(i) Creating Tables in MS-Word

Describe the toolbars and menus of MS-Excel.
Or

What do you mean by function in MS-Lixcel? Explain

various function available in MS-Excel.
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5. Describe any two of the followings :
{i) Slidc transition
(ii) Action button
(i1i) Custom amimation

(iv) Diffcrent view of Power Point
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