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ENGLISH VERSION

1 Explain any two : 10
(1) Explain cell option available in Insert Menu
(2) Explain importance of excel.
(3) What is filter ? Explain auto filter.
(4) Explain save work book and save work space.

2  Explain any two : 10
(1) What is cell reference ? Explain different cell referencing.
(2) Explain cell formatting.
(3) Fill option available in Edit menu.

3 Explain following library function : (any five) 10
(1) =SUM(O)
@2 =1FQ)
3) = AVERAGE()
4 = STDEV()
(6) = OR()
6) = AND()
(7) = MODEL()
8 = MAX()
4  Write short cut for the following : (any five) 10

(1) To save document with new name.
(2) To create new document.

(3) To create hyperlink.

4) To close the document.

(5) For spelling and grammar

6) To print file.

(7) To copy graphics.

5  Explain following questions in detail : (any two) 10
(1) What is word processing ? Explain its advantage.
(2) Discuss various techniques to select text for formatting.
(3) Explain cut, copy and paste.
4) Wordart toolbar.
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