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1  Explain the NUMERIC KEY-PAD on keyboard along with its key. 3

2 How do you perform the following functions on a worksheet ? 3

(a) Inserting and deleting worksheet(s)

(b) Auto formatting in charts

3 Discuss the dialogue box which appears when you open the PowerPoint 3
Programme.
4  What is different type of viruses ? 3
5  Write few applications of computers. 2
6  Discuss the need of signature in e-mail and steps to add. 2
7  Discuss the steps to compose an E-mail. 2
8  Write any two operations on Window. 1
9  Distinguish between RAM and ROM. 1
10 What is Recycle Bin in Windows ? 1
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Write the main objective of Multimedia application.

Name the basic elements of Multimedia.

How would you add notes to the note’s pages in slides ?

Name the various views available in PowerPoint.

Explain along with various setting which we can do while printing the

document like Setting Margins, inserting page breaks, Page orientation

and text alignment, for Aligning the text and Preview the document.
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