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SECTION _ A

Answer all questions in one or two sentences each. Each question carries 1 marks.

'1. What is LaTeX?

2. Which command is used to'made a title in LaTeX?

3. How do you format text, in word?

4. How do you center texl in a document in MS Word?

5. What will Ctrl+P key combination do?

6. How page number is inserted in a word document?

7. What are header and footer in MS Word?

8. What is MS Excell?

9. What is MS PowerPoint?

10. What is slide sorter view?

('10x1=10Marks)

P.T-O.



SECTION _ B

Answer any eight questions in not exceeding one paragraph each. Each question
carries 2 marks-

1 1. What is Open source software?

12. Which command is used in LaTeX to change the page numbering?

'13. What are lists used in LaTeX?

14. What is a Quick Assess toolbar?

15. What is mail merge?

'16. How to check spelling and grammar mistake in a word document?

17. What is drop cap?

18. What is document template?

1.9. What is Adobe lnDesign?

20. What is title slide?

21. How you can insert online video in PowerPoint?

22. What is a PowerPoint theme ?

(8x2=16Marks)

SECTION _ C

Answer any six questions in not exceeding 120 words each. Each question carries
4 marks.

23. How.can create a title in LaTex?

24. What is Labelling in LaTex?
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25. What are the advantages of free software?

26. Explain how to open an existing document in MS Word.

27. ln MS Word, what are the methods available to cut, copy and paste text?

28. Howto insert page number in word document?

29. What is lhe use of Adobe lnDesign?

30. How to change the page panel view in lnDesign?

3'1. How can you add a new slide in a presentation?

(6x4=24Marks)

SECTION - D

Answer any two questions in not exceeding 4 pages each. Each question carries
15 marks.

32. What is free software? What are the essential freedoms provided by free
software?

33. What are the formatting styles available in MS Word?

34. What is mail merge in word? Explain the steps involved a mail merge.

35. Explain how the following actions can be done in MS PowerPoint.

(a) Creating new presentation

(b) Open an existing presentation

(c) Saving presentation with different name

(d) Changing the text alignment

(e) Changing the background colour.

(2 x 15 = 30 Marks)
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