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PART - A 

Answer any 5 questions        5 x 15 = 75 

1. Explain about the Find and Replace Commands in MS Word. 

2. Elaborate the steps to create a table in MS Word. 

3. What is Workbook Window in MS Excel? Write the steps to do the following : 

a) Rename a Worksheet  

b) Insert a new worksheet 

c) Delete a worksheet 

d) Copy a worksheet 

e) Move a worksheet 

f) Change the worksheet color 

4. How do you insert Picture and Clip art in the PowerPoint? Explain.  

5. Explain the Page Maker Environment. 

6. Elaborate the necessary steps to change the font size, style and color in MS Word 

7. Write any 10 MS Word Short cut Keys with its Explanation. 

 

 

 

 

 


