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Instructions:

1. All questions are compulsory.
2. Figures to the right indicate marks.

Ysl-1  MS WORD of EDIT MENU (Aoldallk AHstal. (10)
el

Ysl-1  MS WORD Hi 8cll YlAuzll dat Guaoll (Qatd agldl,

Ysl-2  MS EXCEL Hi @cll Azl da Guloll (Qatad agldl. (10)
uall

Ysl-2  MS EXCEL & Ald ¢itl s:cllell Sleuil UR d AHcdl, WORKSHEET, ROW al

COLUMN (A¥ et cl.
Ys-3  HLOAL YHIEL cllol AUl (Slsuil As) (ouw)
1) MS WORD oil 8 Slote{l 2usld €131 Aell @l AWl

2) o{lAell sHIoS HI2 Wese Sl Al

(1) EXIT (4) REDO
(2) copy (5) PRINT
(3) CUT
ENGLISH VERSION
Que.l Explain in detail about MS Word Edit Menu. (10)
OR
Que.l Explain in detail about facilities and utilities of MS Word.
Que.2 Explain in detail about facilities and utilities of MS Excel. (10)
OR

Que.2 Discuss the four different methods to open and close MS Excel and explain about
Worksheet, Row and Column.
Que.3 Answer the following question (Any One) (05)
1) Draw the home screen of MS Word and mention it’s components.
2) Write shortcut keys for the following commands.

(1) EXIT (4) REDO
(2) COPY (5) PRINT
(3) CUT
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