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1. Explain the steps to create a basic PowerPoint 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 and customize animations and transitions. 5
3. Explain the steps to create and save a new workbook in Excel. 5
OR

3. Describe any five important features of MS Excel. 5

4. What are formulas and functions in Excel ? Give examples. 5
OR

4.  Explain different types of charts available in Excel. 5

5. Answer any five of the following questions : 5

(1) Which file extension is used for PowerPoint presentation ?
(2) A new slide is inserted using which shortcut key ?

(3) You can insert audio in PowerPoint presentation. (True/False)
(4) PowerPoint does not allow animation. (True / False)

(5) The extension of an Excel workbook is

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

(7) Excel is used only for text formatting. (True / False)

(8) A cell in Excel is identified by its cell address. (True / False)
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