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Basic Computing

Code-608
Time: 1 % Maximum Marks:’O

Note: All questions are compulsory. Question I contains 1 mark each. Question 2 contains two marks

each. Question 3 contains three marks each.

Q.1 Write down True/False of the following questions: 10 % ¢
1. Ctrl+Left arrow is used for move two words pervious.
2. Page down key is used to down one page.
3. F7 is not used for spelling check. 10
4. Electronic personal address book is used for creating a : fore R ST
date} source in MS—Word Ma'il—Merge optign. . N
5. Mail Merge option is found into Tools option into “ °
MS-Word.
6. Using Go To option into Edit menu we can’t jump to 4. T YA TATH-TS Ael-Aal faheq
Endnote into MS-Word. # 8%
7. In view menu we can view pages like Web Layout, 5 Fr vHTw af % Tow Rwed F Far |
norm.al Y1ew, Print Layout view etf:. . 3 R X ST 7 e aS 3 Uze o e o
8. In Printing a document we can’t print a page ranges or A
non-sequential pages.
9. Before Paragraph Spacing and After Paragraph option A S WI3T3e, TN o7, e 373 3 3 Ioat T &
is not used into document formatting. gl
10. Toggle Case put first letter capital and second Jétfer a 8. T e ATt T # 6 Tah Yot ATt A7 IR-3FohTeh qoat
a capital into your document. Rie 781 X T |
Q.2 Define the following: ) .
a) Bullets and Numbering ® 9. ST T & TEel 3R R  F1e AT TG0 3 SFATT
b) Formatting a Document et fear T &l
¢) Creating a main document \ 10. Tl 8 T Tgel T 1 Yol # sTef AT 3R 3m9eh gFarast 7 Iait &
d) Merge Printing & 3 g HEW
e) Creating a data sgurce N g wr S—— 20
f) Replace o
g) Scroll Bar ) gofe SR =AaRaT
h) ) Te GFATdS FawIOT
i) ) Uh HEH SEATAST Selledl
) For [ifear
J) &) 3T A SlTeT
Q.3 Expla 10 !
a arious components in MS-Word Screen. R a—c‘r?
iate Tabs setting and Page Layout. B) ThidT a
lain Inserting Header and Footer features of MS- ) STt & forw
rd. i) TS T FfFATIT e 3R 916 gere 7 3R
d) “Explain the various mail merge features in MS-Word. 1) <R R 3R AT IR
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vt 3. AFAfaf@d weat +) gH=: 10
F) TATH 8 ThIA A faffie geal &I aarv|

@) Ee AT 3R 97 33 A AT A ®
) THTT-gS & g% 3R UTe ot st afFEAfd e aHs |
21 AT a3 # [afdest Aol FoT Giaensit s gEsne

Download more Documents from http://www.indiastudyinstitute.in
2




