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1. Describe the importance and usage of Slide Master in presentation. 5
OR
1. Describe the different types of slide view in PowerPoint. 5
2. What are the different types of slide layout and how are they used ? 5
OR
2. Explain how to insert audio and video into a slide. 5
3. Describe any five important features of MS Excel. 5
OR
3. How does the AutoSum feature work ? Give one example. 5
4. What are formulas and functions in Excel ? Give examples. 5
OR
4.  Explain the use of IF and VLOOKUP function with examples. 5
5. Answer any 5 (five) of the following questions : 5

(1) What is the default slide layout in PowerPoint ?

(2) Which option is used to start a slide show from the beginning ?
(3) You can insert video in PowerPoint presentation. — True/False
(4) Hyperlinks can be added to text or images in slides. — True/False
(5) Excel cannot perform calculations automatically. — True/False
(6) A cell in Excel is identified by its cell address. — True/False

(7) The extension of an Excel workbook is

(8) Which symbol is used to begin a formula in Excel ?
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