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Q.1: - 

Explain Microsoft Office in detail. 
Q.2: -

Explain the following.



i) Title Bar 


ii) Menu Bar 




iii) Tool Bar 


iv) Status Bar  


OR 


Explain the following.



i) Web Layout 

ii) Document Map



iii) Out lines view 

iv) Markup 
Q.3: - 

Explain the difference between Save As and Save as Web Page. Also explain 

Auto correct option. 
OR

Explain the following 

i) Office Clipboard 

ii) Paste 


iii) Paste Special 

iv) Replace 

v) Find 


vi) Goto 

Q.4: - 

Explain the following. 



i) Task Pane 


ii) Drop Cap 



iii) Change Case 

iv) Header & Footer 



OR 



Explain following shortcut Keys.



i) Alt + F4 


ii) Ctrl + F 



iii) Ctrl + v 


iv) Ctrl + C 



v) Ctrl + X 


vi) Ctrl + P 
Q.5: -  

Explain undo and Redo option with shortcut Keys.



OR 



Explain following functions 



i) Sum 



ii) Average 



iii) Sorting 


iv) Formula Auditing 



v) If Function   
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