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   CO BL 
Q.1(a) Explain various types of software with suitable example. [5] CO2  
Q.1(b) Describe what you understand by start menu, windows desktop and file explorer. [5] CO2  

     
     

Q.2(a) Explain the concept of mail merge and also discuss its implementation in ms word. [5] CO1  
Q.2(b) What is hyperlink in ms word. How would you insert a hyperlink to your word document. [5] CO1  

     
     

Q.3(a) Compare absolute and relative referencing in ms excel with suitable example. [5] CO4  
Q.3(b) Discuss what is function in ms excel. Give examples of 4 functions available in ms excel. [5] CO4  

     
     

Q.4(a) Discuss transitions in powerpoint. How would you apply a transition to your powerpoint 
presentation. 

[5] CO4  

Q.4(b) What are the themes in powerpoint. How would you apply a theme in your presentation. [5] CO4  
     
     

Q.5(a) What do you understand by auto save feature of google docs. Discuss the steps to upload 
a document to google docs. 

[5] CO5  

Q.5(b) Discuss what is google form together with its benefits. Discuss the steps to record 
responses in google forms. 

[5] CO5  
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