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Under Graduate Skill Based Course
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& Mdd— (Course Title) BT 37 © 30

Course Code: UGSSc-13 Office Tools and Internet Maximum Marks : 30

e— (Instructions):

1.
2.

3.

Answer all Questions. &+t ¥ % ST |
Section A consists of long answer questions. Answer should be in 800 to 1000 words.

g€ F § <Y I9QT T g ot 3¢ 800 & 1000 e1s1t 7 for@er g
Section B consists of short answer questions. Answer should be in 200 to 300 words.

T § | g I T § et 3¢ 200 & 300 great # for@er )

HUg I IfHad 3id : 18

Section-A Maximum Marks: 18

1.

Explain how to do the following in an MS Word document:
MS € § fAsferfed 7 7 HT — SATEAT HiF
a. Setting Header and Footer
gS < qIT Fe FA171
b. Setting Page Numbers
T HEAT HE FHTAT
c. Making contents table

oo =T FaT

Write the steps to do the following in MS Excel:

MS T ¥ Aefertad 1 #39 F =700 o
Sorting table entries alphabetically

H‘F%I‘FTWH?FSTWWI}WT

b. Sorting table entries numerically

qrterset gt 7 ggmar foraa

c. Calculating sum over entries of a particular column in table

qrferst & T wrew Y afafeat &1 70 R

Write steps to do the following in MS Power Point:
MS power point ¥ fR&forfed &1 3 & =320 forg:
a. Inserting sound effect in a slide

AT TATT STAAT
b. Inserting animation

THTHN 1T

c. Enable automatic enhancing of slides
TATSE &l T9q: TEAT
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4.

Write short notes on E-mail.

T T A AreH ford|

Explain the difference between LAN and WAN.
LAN @7 WAN ¥ 3{a< srar|

Explain the use of Mail-merge using example.

HA-AS e 1 [ATE aqr]|

Discuss any two types of communication hardware.

el & Y9 % §91 geddY & a1 § aqr|
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Maximum Mark : 12



