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NOTE: 
Q.1 is compulsory, attempt any four questions from the remaining. All questions carry equal marks. Phones and other Electronic Gadgets are not allowed.

Q1.  
Define the following terms:

a) System Software and Application 

b) Command Line Interface

c) Desktop and Shortcut

d) Drop down and Pop up Menu

e) Compute and Computer

Q2.  
Give detail discussion on impact of computer ages and their uses in offices and education.

Q3.   
Explain in detail the role of MS-Word in Office Automation and also explain its environment. 

Q4.  
Write a detail discussion on “Concept of Spreadsheet”. Also explain at least 4 different excel formulas 

         
using examples. 

Q5.   
Do the following. 

a. Write steps to show all hidden files and folders of the system.

b. Write steps to sort desktop icons by date modified.

c. Write steps to change the screen resolution.

Q6.    
Explain in detail Visual Basic Macros with suitable examples. 

Q7. 
Write short notes on the following.

i. MS Office SUIT

ii. Microsoft PowerPoint
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