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PART -1

Attempt any 3 Questions :

1.  Give names of Input devices and explain any two. 7
2. Explain Types of Computer. 7
3. Explain characteristics of Microsoft Word. 7
4.  Explain following Microsoft Word Command : 7

(1) Drop Cap
(2) Change Case
(3) Auto Correct
(4) Replace

5. Explain Spelling Checking option of Microsoft Word. 7
6.  Explain Formatting Toolbar in Microsoft Word. 7
7. Explain characteristics of Microsoft PowerPoint. 7
8.  Explain different views of Microsoft PowerPoint. 7
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PART - 1I

9.  Fill in the blanks : (Any four)

(1)
2)
3)
4)
)
(6)
(7
(8)
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Full Form of MICR is

Full Form of ALU is

Short cut Key for UNDO is

Short cut Key for Spell - Checking Microsoft Word is
Short cut Key for Slideshow in PowerPoint is
Extension name of PowerPoint file is

Short cut key for Auto text is

Extension name of Microsoft Word file is




