Sr.No. : 101400141

MAHARASHTRA STATE BOARD OF VOCATIONAL EDUCATION EXAMINATION, MUMBAI
EXAMINATION — APRIL -2016 (Two Year Diploma Courses)
GROUP - COMPUTER
TIME ALLOWED — 3 Hrs.
MARKS - 100
SUBJECT — MICROSOFT OFFICE (TH)

Q.1 A) Fillin the Blanks (any five) ' 0S
1) Special CD formate for storing ----------- pictures is pictures CD.
2) .The system board is also known as the ----------- .
) programme are another name for utilities.
4) Bits are combined into groups of eight called ---------- .
) is processed data or information.

6) USB means universal ------------- .

B) Define the following. (any five) 05
1) Input 2) Worksheet 3) Workbook

4) Data charges 5) page setup 6) Mail merge

C) Write the function of following. (any ten) 10
1) Printer 2) Scaner 3) Excel formula
4) Symbols 5) Files 6) Tables
7) Charts 8) Filter " 9) Speaker

10) Images 11) Page setup

Q.2 Attempt any two. 16
1) What is mean by MS Office? Write the MS Word applications.
2} Write about the PDF files & their uses.
3) Write the features of Microsoft word.

4) What is mean by mail merge ,}r, page layout & design features.

Q.3 Attempt any two. 16
1) What is mean by Microsoft excel & write its applications.
2) Write the features of MS Excel.
3) Write the types of data & menus of MS Lxcel.
4) White the functions of MS Excel.



Q.4

Q35

Q.0)

Attémpt any two.

1) Write the types of charts & write how can we create data charts,

2) Write about the interconnecting charts & their uses.

3} What is mean by MS power point.

4) Write the different animation effects & their uses.

Write short notes . (any four)

)
2)
3)
4)
5)

MS Access

Elements of database management system.
Sharing data across applications.

Merits& demerits of data base.

Controlling data entry.

Attempt any two.

)

2)

3)

4)

Write the different layouts & making presentation using different
layouts in MS power point?

Write about the filtration & their uses.

Write features of MS powerpoint.

Write the applications of MS power point & their uses.
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16
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