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General Instructions: 

 The first 15 minutes have been allotted for reading this question paper. These 15 minutes  have to be used by the 

candidates for thorough silent reading of the question paper. During this period, the students will not write any answer on 

the answer- book and the question paper. The students should start writing on the next stroke of the bell.     

 Write in neat and clean handwriting. All questions are compulsory. 

Q.1. Contains thirteen blanks carrying 1 mark each. You have to fill all the blanks. 

  Q.2. Contains six questions carrying 02 marks each. You have to answer all. 

  Q.3. Contains seven questions carrying 05 marks each. You have to answer any five only. 

  Q.1. Fill in the blanks.                                                                                                            (13x1=13) 

i. Animation of text is organized into _______________ types. 

ii. The ______________     document contains the information that should appear on every page. 

iii. __________________   option is used to correct the most common typing and spelling errors.             

iv. __________ is a pictorial representation of data. 

v.   ____________Chart contains more than one data series. 

vi. Fly in effect can be accessed from ______________ command. 

vii. The chart option is present in _________ menu. 

viii. ___________________ option is used to add entry to the auto correct dialog box. 

 ix.The ____________ command is used to filter unwanted data. 

 x. ______________ means arranging the data in a given order.  

 xi. ________ option is used to remove the filter. 

xii.____________ and __________ commands are in reorder animation. 

  Q.2. Answer the following questions.             (6x2=12) 

           (i) What is Animation?     (ii) Define data source document.         (iii) What is filtering? 

        (iv) What are charts?       (v) Name the different types of charts.  (vi) Explain Animation pane. 

   Q.3. Answer the following questions.              (5x5=25) 

           (i) What are the steps to insert a chart?      (ii) What is sorting? Write the steps to sort the data. 

         (iii) What is mail merge? Write the steps to create a mail merge. 

           (iv) Explain the four types of animation.  

           (v) Write the steps to apply the auto correct feature in MS word. 

         (vi) Explain the steps to apply multiple animations to an object. 

         (vii) Write the steps to resize and move a chart. 
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