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(b)
b

(b)

2t (e)

(b)

5. (a)

(b)

6. (a)

(b)

7. “ila)

(b)

Explain various views of Windows Explorer. 8
Explain various Entertainment tools. 8

Explain the steps of change the Desktop theme.
8

UNIT-II

Explain the various steps to create a document
in MS Office. o

What is Macro? Explain its importance and how
Macro is created. 8

Differentiate between Spelling and Grammar tool
and Autocorrect tool. 8

Explain the steps to create table in MS Office.
8

UNIT-III

What are the applications and advantages of
Worksheet? 8

Explain the components of Workbook Window.
8

Describe different views of Workbook. 8

Explain various steps to make a group of many
worksheets. 8
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(a)

UNIT-IV

Explain various steps to change the Chart Type,

Chart Layout and Chart Style. 8

(b) Explain various components of a Chart. 8

(a) Explain various references to a cell. 8

(b) Explain various types of Excel functions. 8
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