Unit-1: Internet Fundamentals
Short Answer Questions:

Q. What are bookmarks? Give example. (Nov 19)
Ans.  Bookmarks are saved links to specific web pages for quick access.
Example: Saving "www.google.com" in Chrome bookmarks for instant search.

Bookmarks 87 H&t Jghnit e JE g6 7 ¥R 2@F OAF 39 37 UJY S8 I3 AT IS |
€T7I96: Chrome €8 "www.google.com" ?;sg"sm-dq SIS 3T H 393 Rl 3T A A

Q. What do you mean by Internet? What are its uses? (Nov 19)
Ans. Internet and its uses: The Internet is a global network that connects millions of computers.
It is used for communication, browsing, entertainment, education, and online services.

feegde w3 fere Quuier. feas e 9 895 deead J 1 84 afugeat § wur <9 Ager J|
foreT GuiaT He'g, STEfHaT, HadHs, ftm w3 wiasels Aee B8 i3 Aer J|

Q. Telnet (Nov 23)
Ans. Telnet: Telnet is a network protocol used to access remote computers over a TCP/IP network.
It allows users to log in and execute commands remotely.

2BET: BT BT ScTad UITIB I 1 TCP/IP STedd I g8 dfuged’ 3o udd Jds &
I AT J| fog QST § TI8 dfUged 'O BIts g6 W3 IHIST g&Tge T wirfamrr fider
3

Q. HTTP (Nov 23)
Ans. HTTP (HyperText Transfer Protocol): HTTP is the protocol used for transferring web pages over
the internet. It defines how messages are formatted and transmitted between clients and servers.

HTTP (TEUS3aAT HET UICa®): HTTP ficad e '3 38 Ufon & wies-yers e edfamr Aier
YI2as J| fog fog f5auras dger I % faR B&I (messages) § g ST Aier I w3 a@riie w3
HIed TIfimirs Sfrmr Aer I

Q. Define TCP/IP. (Nov 24)
Ans. TCP/IP is the foundational communication protocol for  the Internet.
It ensures reliable data transfer between computers over networks.

TCP/Ip ffegd e B8t gfonrt Hgrg udas J| frg deeast ordl dfu@edt fegara e < IIAUar
THed § Wal gEge I
Q. Discuss the use of telnet. (Nov 24)

Ans. Telnet is wused to remotely control devices or servers over a network.
It's commonly used by network administrators for configuration and troubleshooting.

28BS dTedd Idi At A AIed § TI dcI® Ids BE I A I
fog wH 39 3 deegd WIfHfsASSI 8 HITS™ (configuration) W3 MHfwr I8 I35
(troubleshooting) BE @33 AeT J|

Q. Why FTP is used? (Nov 24)
Ans. FTP is used to transfer files between a client and a server on a network.
It allows uploading, downloading, and managing files on remote systems.
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Long Answer Questions:

Q. What are the components of Internet? Explain its working in detail. (Nov 23)
Ans. The Internet is a global network that connects millions of computers and devices worldwide. It
functions through various components that work together to provide seamless communication and
access to data.

Main components of the Internet:

1. Web Servers: Store and deliver websites, files, and data to users.

2. Clients (Browsers): Devices like computers or smartphones that request data from servers using

web browsers.

3. IP Addresses & DNS: Every device has a unique IP address. DNS (Domain Name System)

translates website names into IP addresses.

4. Routers & Switches: Direct data packets across networks and maintain traffic flow.

5. ISPs (Internet Service Providers): Companies that provide users with Internet access.

6. Protocols: Rules like TCP/IP, HTTP, and FTP that define how data is transferred over the Internet.
Working of the Internet: When a user types a URL (like www.google.com) into a browser, the request
goes to the DNS server to find the correct IP address. The request is then routed through the ISP and
switches/routers to the web server. The server sends back the requested web page in data packets,
which are reassembled by the client’s browser.

This entire process happens in milliseconds, enabling fast access to information globally.

feecad e ffa I8as &'eead I 1 gah 99 T Syt dfu@ea’ w3 fsedint g Hae 31 g 3u-
2 fI it It IH 9T 3 A fBdS I F Araiar Ho'd w3 3ver 39 Udd Helal 5268 I5|
fEcgs e vy fdR:
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2. gufee (9978Ha): UG A AHICIs II9IMT f3ediA 1 9 Aged 3 32 & Har
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3. IPp W3IA W3 DNS: I f3=8in © g fedys 1P WaIH Jer I DNS (30 & fHASH)
SEAYE & § IP WII A 8 ITEIS Jae I
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Q. What is the use of Internet in Business? (Nov 24)
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Ans. The Internet plays a crucial role in modern business by enhancing communication, increasing
efficiency, and expanding market reach. It allows businesses to operate globally, connect with
customers, and manage operations with ease.

One of the primary uses of the Internet in business is communication. Emails, video conferencing, and
instant messaging help employees, partners, and customers stay connected in real-time, reducing the
need for physical meetings. Digital marketing through websites, social media, and email campaigns
helps businesses reach a wider audience at lower costs.

E-commerce is another major use, allowing companies to sell products and services online 24/7. This
not only increases sales but also provides customers with convenience. Businesses use cloud computing
for data storage, remote access, and collaboration, reducing infrastructure costs.

The Internet also aids in market research, competitor analysis, and customer feedback collection. It
streamlines internal operations through tools like online accounting, inventory management, and HR
systems. Additionally, online banking and financial transactions ensure smooth business operations.

In summary, the Internet has transformed traditional business models by enabling faster
communication, global expansion, better customer engagement, and cost-effective operations, making
it an essential tool in today’s competitive world.
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Q. How Web browsing is used in opening and viewing the Web Pages? (Nov 24)
Ans. Web browsing is the process of accessing and viewing information available on the Internet using
a software application called a web browser (e.g., Google Chrome, Mozilla Firefox, Microsoft Edge). It
allows users to navigate websites, view content, and interact with multimedia and online tools.

When a user enters a website address (URL) in the browser's address bar, the browser sends a request
to a Domain Name System (DNS) to convert the human-readable website name into an IP address. This
IP address helps locate the web server hosting the requested content.

Once the browser connects to the server, it uses the HTTP or HTTPS protocol to request the specific
web page. The server responds by sending the page's data (HTML, CSS, images, etc.) in the form of data
packets to the browser.

The browser then interprets the code and displays the web page in a readable and interactive format.
Users can scroll, click links, fill forms, watch videos, or download files during browsing.

In short, web browsing is a user-friendly way to access and explore content on the Internet, enabling
users to retrieve vast information efficiently from anywhere in the world.
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<9 597EfHaT (Web Browsing) 83 Yfdfamr 3 fin f9 6 gra ffeade €3 Gussy Asadl &
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Q. Explain various internet protocols. (Nov 19)

Ans. Internet protocols are a set of rules that govern how data is transmitted over the Internet. They
ensure proper communication between devices across networks. Here are some of the most commonly
used Internet protocols:

1. TCP/IP (Transmission Control Protocol/Internet Protocol): It is the foundational protocol of the
Internet. IP handles addressing and routing of packets, while TCP ensures reliable delivery by
checking for errors and ensuring all data packets arrive correctly.

2. HTTP (HyperText Transfer Protocol): This protocol is used for accessing web pages on the
Internet. It defines how messages are formatted and transmitted between web servers and
browsers. HTTPS (secure version) encrypts the data for security.

3. FTP (File Transfer Protocol): Used to transfer files between a client and a server. FTP allows
uploading, downloading, renaming, and deleting files on a remote server.

4. SMTP (Simple Mail Transfer Protocol): Used for sending emails from a client to a server or
between servers.

5. IMAP/POP3: These are used to receive emails. IMAP allows accessing email from multiple
devices, while POP3 downloads it to one device.

6. DNS (Domain Name System): Translates domain names (like www.google.com) into IP
addresses, allowing browsers to locate websites.

These protocols work together to provide smooth and secure Internet communication.

féegd e YZas (Internet Protocols) 89 ot & fea 3 I A féead e Idt srer e TRfimAs $ HE'g
gegel J| £ fouH fog walsl gege I6 a4 242y feedint fegarg Adt 291 % Hog J=| 95
g AZ 3 fivrer =93 A fieas e Yoas i3 e Jv:

1. TCP/IP (Transmission Control Protocol / Internet Protocol): @Uﬁ?ﬁ?wmal Ip Ader &t
WA W3 IRFETT T ofH g I, Fef Tep g welldt geger I o Ard 37er dae 9183t 3 3fa3

3 A I &S UJoeE|
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2. HTTP (HyperText Transfer Protocol): f&g Jcas fegs e €3 28 UH 39 UdT 396 B8 I3
Aer J| fog 8 AIST w3 5978H fegaa H&fan § 3HE W3 Y U3 J36 © fouH THeT J| HTTPS
for T gtz QU 3, 7 ST & Winfque Iaer I

3. FTP (File Transfer Protocol): fed S@ e W3 AI=d fegd'd T8i® SHE A U3 II6 Bd I3
Aer | oA Irdl st wud3, 38E83, & STse 7 fHeGei & A e I6|

4. SMTP (Simple Mail Transfer Protocol): @UQ?@B’M?T—FEE@TEG@WFWE} — A I3
AJed I A B Aged ITA 34|

5. IMAP / POP3: feT €M% YU3 996 B8 293 AT I&| IMAP e It s & ¢t fg=dinf €3 ugs
<t wifgmir fider 3, Fefa poP3 € & foa It fa=dtA 3 38583 a3 e J|

6. DNS (Domain Name System): 7 31& &F (fA€ www.google.com) § IP W3JH fE0 39918 daT I,
A &% SIgrd g § 83 AT |

Q. Describe in detail the role of Internet protocol, Gopher, FTP and TCPIP protocols. (Nov 23),(Nov 23)
Ans. Internet protocols are essential for communication over networks. They define how data is
formatted, addressed, transmitted, and received. Each protocol has a specific role in ensuring smooth
and secure data exchange.

Internet Protocol (IP): IP is responsible for addressing and routing data packets from the source to the
destination across networks. Every device on the Internet has a unique IP address. IP ensures that data
reaches the correct destination, even if it takes multiple paths.

Gopher: Gopher is an early Internet protocol used for distributing, searching, and retrieving documents.
It presents information in a text-based, menu-driven interface, allowing users to browse files on remote
servers. Although mostly replaced by the World Wide Web, it laid the groundwork for online data access
systems.

FTP (File Transfer Protocol): FTP is used for transferring files between computers over a network. It
allows users to upload, download, and manage files on remote servers. FTP is essential for website
management and data sharing.

TCP/IP (Transmission Control Protocol/Internet Protocol): TCP/IP is the core protocol suite of the
Internet. TCP ensures reliable data delivery with error checking and reassembly, while IP manages
addressing and routing. Together, they enable accurate and secure communication between devices
worldwide.

féegd e YZasBH (Internet Protocols) & C=IdH ITdl HU'™d B8 5g3 Agdl I | feg femH ke Ia fa
e o grgie i3 Aer I, WA I3 AieT I, Sfmr AT I w3 YUz iz Aer I I Yag &
e i feim o ger I 7 372 S 5o W3 BImE wRTs yTTe § Walts! gerger I

Internet Protocol (IP): IP 37T et § AIZ 3 B & Hfas I udeBe 38 W33 fHar 3 I8fdarager
J| fegde 33 fsedne e wald P 3 AJe | IP feg wellol erger J i3 Fe At 5 uds,
I3 O U v IA3 B UT|

Gopher: Gopher fea yareT féead e Jdas I 7 Jagict § 235, 3T W3 Y3 I B8 =If3mr
AT | fog i AOgE, Ag-uf%3 ffcden ol Areardt fewr@e Al fiH Irdl geid ©n Aged’ '3
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FTP (File Transfer Protocol): FTP f3=rdiAt fegdra ereigt 3He W3 YuU3 596 B8 e3fmr Aer 3| for
It grid fare AR '3 s WuB 3, 38583 W3 AdH dd AT Is| fod S gAEe AdHe »3
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TCP/IP (Transmission Control Protocol / Internet Protocol): TCP/IP W?@Wﬂ?ﬁl TCP
e & IIAUAI (3BT § welal gerger I — frn K9 83t 7g W3 32 & T AFE iHS
I J1 1P S THA w3 IR T i ager J| fog B THE 3 Tamir I3 T f3edr fegarg At

Q. Define the concept of web browsing. Write some of the browsers used in Internet. (Nov 24)
Ans. Web browsing is the process of accessing and viewing information available on the World Wide
Web using a software application called a web browser. It involves retrieving, displaying, and navigating
through web pages containing text, images, videos, and other multimedia. Web browsing allows users
to interact with websites, click hyperlinks, fill forms, download files, and access online services.
The process begins when a user types a website address (URL) in the browser’s address bar. The browser
then communicates with a Domain Name System (DNS) to translate the domain name into an IP
address. This IP address helps locate the web server hosting the website. The browser uses HTTP or
HTTPS protocols to request the web page from the server, which then sends the page content back to
the browser for display.
Some commonly used web browsers include:

e Google Chrome — Known for speed, simplicity, and wide extension support.

e Mozilla Firefox — Open-source browser with strong privacy and security features.

e Microsoft Edge — Windows-integrated browser with good performance.

e Apple Safari — Default browser for Apple devices, optimized for macOS and iOS.

e Opera— A feature-rich browser with a built-in VPN and ad-blocker.
Web browsing is a fundamental activity for exploring and using the Internet.

<9 FEHI (Web Browsing) d Yfafanr I fim o<l e93ara 2983 €13 98 '3 QussT et
3 UJ 3 BT T Hae I&| fag Yfafonr 28 J8HT & @ Arecand S Hee e St At I oA
ffg 39 I+ § fonrGe, feurGe w3 B3 feg &<dic a9 Irv® der J, 1 fd Sare, fid3q, 318
3 II HESHIZ AHIIST '3 worg3 I I |

S8 FEfHa1 96 Grd S gAEIC T W3I H (URL) FEHT © W33 A 9 K9 Buer J| §8ma ufas’
DNS (376 &H fAFEH) &% AUSd 39T J 1 3N6 & § IP W3I A f¥8 a8 aae I g Ip WS A
AEiC @ AITd § 89t {9 Hee ager J1 fad JEHT HTTP A HTTPS Y238 & @J3 sJd Aged 3
SH IH T 963t IITT I, W3 AT TUA UH ©F ANGIET 3ATT J 1 JEnT R fourd 7t I
WIHT T93 AC < J JEHS: « Google Chrome — 3T J131, ATTIE3" W3 UM WIASHS AfTUdT SEt
HAgS|

* Mozilla Firefox — ¥8" AI3 FEwd fid €T wags Ydid w3 gdfimr feRms< o5
* Microsoft Edge — Windows &8 fidde &izr Jfmr 3 939 yegms =8 JEHd|
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Q. What is www? Discuss working of WWW. (Nov 24),(Nov 19),(Nov 23)

Ans. WWW (World Wide Web) is a system of interlinked hypertext documents and multimedia content
accessed via the Internet. It allows users to view web pages that may contain text, images, videos, and
links to other pages, enabling easy navigation and information retrieval.

The WWW was invented by Tim Berners-Lee in 1989. It works based on technologies like HTTP
(HyperText Transfer Protocol), HTML (HyperText Markup Language), URLs (Uniform Resource Locators),
and web browsers.

Working of WWW:

When a user types a web address (URL) into a browser or clicks a hyperlink, the browser sends a request
to a Domain Name System (DNS) to get the IP address of the web server hosting the desired content.
Once the server is located, the browser uses the HTTP or HTTPS protocol to send a request to the server
for the specific web page.

The web server processes the request and sends back the required HTML page. The browser then
interprets this HTML code and displays the page with formatting, images, and interactive features.
Web pages are linked using hyperlinks, allowing users to jump from one document to another. This
interconnected system is what makes the web a powerful tool for information sharing and
communication.

TIB3 TEI T (WwWW) fEegd e It Miaf A i3 AE @78 IEUICTHE SIACH W3 HBSTHIZMIT
AHIE & fox ugRye gt I8 y=rdl | feg ea3darat § 28 O 2 & wiigmr fid& I, A fa 2ame,
39, A6 W3 I3 Ut o8 g B (TEufEan) Idt SS4Ie age W3 A<l YU3 J96 o
Ags3 e Ia|

WwWWw Tt 83 fed S963H3-81 (Tim Berners-Lee) 23 1989 &g a3t It /Y| f&T HTTP (HyperText
Transfer Protocol), HTML (HyperText Markup Language), URL (Uniform Resource Locator), W3 g
FOTT TIe IS '3 WTa3 I

www fa@ dn gaer 3: 7 3¢ grd F8H9 8 S5 W3I A (URL) Buer I 7 fan gehuafa '3
B IIT" I, 3 FEHI DNS (3HS &H fACH) § I9a=AT 3rT" I 37 7 IAC AISI T IP WaJH
dfonr 7 A | fS =79 AIRT 83 fonr Aer 3, 37 F8HT HTTP A HTTPS Y28 I @A IT U &t
fgaere 3rer I

AR fgdeAc A A ST I W3 HTML S9AC RY OA A 3T J| Ferd RAHTMLIZ S Uz A
SIAfeTT, fig3at w3 feanidfce dgd & &5 U fedGer J|

S8 07 IESi8ar Id g gn o8 g3 I8 I I8, A 2939 § g Oa I Tn OF 3 WHAS o8
ArE S riami iR I | frdt ugmug g3 I8 fHACH § Areadl Ay 5ide W3 Ho'd B¢ fid HaStarst
A gerger I
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Unit-2: MS Word
Short Answer Questions:

Q. How find and replace are used for formatting in MS-word? (Nov 19)
Ans. "Find and Replace" helps locate specific text and change it throughout the document.
It is useful for formatting or correcting repeated words or styles quickly.

"Find and Replace" faR Saie iy mee 89 w3 GG A St R aese fRo Hee daw
J1 £ITIIR I HETt 7 ACES' § BT 3 996 7 TINC II% B8 HIII e I

Q. What are smart documents? (Nov 19), (Nov 23)
Ans. Smart documents contain built-in intelligence like XML data and controls.
They allow automation and dynamic interaction with user inputs.

mde Ipic ffg xvML 3T w3 deds T wisdle mHeE  get i
fog g © fesde WEHS WIeAHS W3 ISTHIS UIAUd s3<8 ©f A3 fife I |

Q. MS-Word features (Nov 23)
Ans. MS Word offers features like spell check, templates, mail merge, and formatting tools.
It simplifies document creation, editing, and sharing.

MS Word fenfewt 7 3aiet =@, Aues ag6 W3 A J96 § WH'G STge J

Q. Word Document features (Nov 23)
Ans. A Word document supports images, tables, hyperlinks, headers/footers, and styles.
It provides rich formatting and layout options for professional documents.

féa =93 Sac T fo3g, Saw, TeusfEa, I59/dce W3 ATEI® AHS J AT Ia|
fog Oneg It B8 fag TR 3 Bnrge © feasy Yers dae I

Q. Write the need of Page margins. (Nov 24)
Ans. Page margins ensure text doesn’t touch the edge of the paper and improves readability.
They also allow space for binding or annotations.

U Hefre feg wellal 5278 96 o fou3 aeam € 3% & & 89 w3 feg uss vers™ ffo Aag
9% I oo FEEar 7 fidueh 38 & 8 yIgh a9 I&|

Q. What do you mean by macros? How macros are created in MS-Word? (Nov 19)
Ans.  Macros are recorded sequences of actions to automate repetitive tasks.
They can be created via "View - Macros - Record Macro" option in MS Word.

Haod €9 Tad dIESM FITEM 96 H TITE HE B aHF § WHe dae Ia|
&g MS Word &3 "View - Macros > Record Macro" fea®y Irdt S8 7 Ade I&|

Long Answer Questions:

2. Explain the following features of MS Word with suitable example. (Nov 19)
a) Mail-merge (Nov 23)

b) Header and Footer (Nov 23)

Ans. a) Mail Merge: Mail Merge is a feature in MS Word used to generate multiple documents with

personalized content. It combines a main document (like a letter or email) with a data source (such as
an Excel file or Word table) that contains names, addresses, or other variables. For example, a company
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can write one invitation letter and send it to 100 people, with each letter customized using their names
and addresses.
Steps to use Mail Merge:

e (o to the Mailings tab - Select Start Mail Merge

e Choose the document type (letters, emails, etc.)

e Select recipients from a data file

e Insert merge fields (e.g., <<Name>>, <<Address>>)

e Preview and finish the merge
b) Header and Footer: The Header appears at the top and the Footer at the bottom of each page in a
Word document. These sections are used to display repeating information like page numbers, document
title, date, or author name. For example, adding "Class Notes — MS Word" in the header and page
numbers in the footer ensures consistency across all pages.
To use:
Go to Insert = Select Header or Footer, choose a style, and enter the desired text. Headers and footers
enhance the professionalism and structure of a document.

a) A% HIH (Mail Merge): A% HIH MS Word & i fermzr I 7 fo Hifqz miaidt &% adt eR3=n
Fo8E Bd 233 Al J| fog B Yy eAseH (AR i3 f[I8t 7 ) & 8 37 AS3 (Excel TEIB HF
Word 288) &5 Ag< J fAan €9 a1, U3 A 99 [0 gs I¢ I6| BT dds &n, fia Judt i
ferizae foat g 53 A<t I w3 8A S8t § 100 2H-2 fenad § 8% © & wid Ufani &8
ST 998 3w Faret I
Mail Merge SJ3€ € dTH:

e Mailings 29398 - Start Mail l\/lerge_'g%

. E’HB’QHWE?(IetterS, emails VSF'FE’)

e IFTITUGI recipients_g’g

. I\/Iergeﬁeldsﬂ_-@«Name», <<Address>> HTHS a3

o Preview I W3 Merge YIH I3

b) 939 W3 @&J (Header and Footer): Word ©A3=H €9 Header 09 © §UI W3 Footer J& fourst
&R I&| fog AaHs HZ HF WEE T Areard! fou@s o8 @93 A U6, i fa U 59, eAs<d
T fHIdY, i3t A 3y T &F| §87I3& @4, "Class Notes — MS Word" ?;5 Header fed W3 Footer feg
U &89 TS J9d A9 U &9 fBaAg3T gt A Al I
TIIE T IS Insert > Header T Footer Te, ffa AIt & W3 e Us BH|
Header@FooterW@HﬁWﬂ“@ﬁGﬂWéW%l

Q. What is mail merge? Write the procedure for mail merging. (Nov 24)
Ans. Mail Merge is a powerful feature in MS Word used to create multiple personalized documents,
such as letters, emails, envelopes, or labels, by combining a standard template with a data source. This
allows users to send the same document to many recipients, with specific details (like name, address,
etc.) automatically filled in.
For example, if a company wants to send an invitation letter to 100 clients, mail merge can insert each
client’s name and address into the letter automatically.
Procedure for Mail Merging:

1. Open MS Word and create the main document (letter, invitation, etc.).

2. Go to the Mailings tab and click Start Mail Merge, then select the type of document (Letters,

Emails, etc.).
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3. Click Select Recipients - Choose Use an Existing List or create a new list (Excel, Word table, or
Outlook contacts).
4. Place the cursor where you want to insert fields and click Insert Merge Field (e.g., Name,
Address).
5. Click Preview Results to see how the merged data will appear in the document.
6. Click Finish & Merge - Choose to Print or Edit Individual Documents.
Mail Merge saves time and ensures consistency when sending bulk personalized communications.

HS HIH (Mail Merge) Microsoft Word T fia HaSHS fenmsT IA ﬁﬁfﬁ%{? TH3 =T (fie fa
fgami, €Mg, 898 7 fBee) § g Jt SHude w3 3eTAI3 & 17 d g s [Rg Ta3t /et J|
for o fed ers=d § 3 89 § 3frmir 7 Aaer J, frfd 99 fana 3t 8t &, uzr wife Areardt vy
Wy g Al I

@Tggs &: Aad Ba Juat 100 Iraat § frizas ISt 3He grdel 3, 3f Mail Merge I3 fat fg
Irgd T & W3 U3 7S J9 ST I

Mail Merge €t yfafanr

1. MS Word 88 w3 Hy TH3=r g8 (fAe fid &t At for3ge)|

2. Mailings 28 3 A& = Start Mail Merge 3 afa 99 > TH3=H T fHH TE (Letters, Emails
nrfe)l

3. Select Recipients 3BT II > "Use an Existing List" ﬁ#ﬁ%ﬂ‘c’%@ﬁxcel, Word Table
A" Outlook Contacts)|

4, ﬁﬁammaaﬁa@ﬁaaﬂaéﬂ - Insert Merge Field 'J "Name", "Address" WF'FE"'Q’?I

5. Preview Results '3 & Iga 2 fa 37T fa@ niraar|

6. Finish & Merge > "Print" H "Edit Individual Documents" _'g%I

&3 Mail Merge AHT Sorger I w3 23t fare3t R {5 Hifgz TA3<d 3re AR RaAg3T 59999
Juer I

Q. Discuss the concept of text and tables in MS Word. (Nov 24)

Ans. Text and tables are two fundamental elements used in MS Word to create structured and readable
documents.

Text refers to the written content in a document. MS Word provides a wide range of formatting tools to
enhance text appearance, such as changing font style, size, color, alignment, line spacing, and applying
styles like bold, italic, and underline. Users can also insert bullet points, numbering, and hyperlinks. Text
can be organized into paragraphs, columns, and sections for better readability and presentation.
Tables in MS Word are used to organize data in rows and columns. They are helpful for displaying
information like schedules, price lists, comparisons, or reports in a structured format. Tables can be
created using the Insert - Table option, where users can select the number of rows and columns
needed. Once inserted, tables can be customized using features like merging cells, adjusting column
widths, applying borders, and adding shading.

Combining text and tables allows users to present information clearly and professionally. For example,
in a report, paragraphs of explanation can be followed by a table of data. MS Word's flexibility makes it
easy to manage both text and tables efficiently for various types of documents.

TS (Text) W3 298 (Tables) MS Word 9 TA3RH S8 © © HY I3 I6 1 THI=H & A1 '8
HOH W3 UFSUd 5768 I6 |
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s &% I TH3eH <0 Bt a1et Areardt &% J| MS Word 24-2x rgnféargad fider 3, fad de
T—ﬂﬁ?ﬁ, nWdd, EiElT, W@?ﬂ‘c’, W@?ﬂﬂﬁmw,@mﬁ? bold, italic, underline TIIN BB
BIrQTT| G g Ufte, Safdar w3 gfeuaf¥a & 77 AR I6| Us § dgd[e, I8H w3 3T
&g 2 7 Aaer I, fiA &% ugs e afear fiset I

2EB MS Word 9 377§ I3737 w3 IBH (€9 3id €91 58 TIHEE Bd 295 Aiemi I6 | feg
I&| Insert > Table fenasy It 298 Feet 7 ATl J, {8 grd 83 WA I373" w3 I8H &
et g Ao I6| 298 S8 3 S™IT, Grd RS HIH Jd AT I6, IBH T OF8 Wads od
HIT I6, I93J BT AGT I6 W3 AIZT & 1 Ade I6 |

s w3 298 § fisT & Areddl § Ae w3 UATd B9 678 SIATR /T AeeT J| 8996 24, fan
fatae < ufgst dgrre Irdt fenrfmr i3t A et I w3 fog I 88 295 [ A el JI Ms
Word € BOIB3T g 262 fIAH € SRS 88 Us W3 288 ©J° § Ty ysis 596 udl
gEEe |

Q. How you can insert a table in your document? Discuss various options available for working with
tables. (Nov 19)
Ans. Inserting a table in MS Word is simple and helps organize data in rows and columns. To insert a
table, go to the Insert tab on the Ribbon and click Table. A dropdown grid appears where you can select
the number of rows and columns. Alternatively, you can choose Insert Table for a custom size or use
Draw Table to create a table manually.
Once a table is inserted, Word provides several tools for working with it under the Table Tools tab, which
includes Design and Layout options.
Options for working with tables:
1. Adding/Deleting Rows and Columns: Use the Layout tab to insert or delete rows and columns
as needed.
2. Merging/Splitting Cells: Cells can be merged or split to adjust the structure of the table.
3. Formatting: Use the Design tab to apply table styles, shading, borders, and header row
formatting.
4. Aligning Text: Text inside cells can be aligned (top, center, bottom) and justified.
5. Sorting and Calculations: Tables can sort data alphabetically or numerically and perform basic
calculations.
Tables are useful for organizing data, comparing values, or creating schedules within a Word document.

MS Word IR9 298 fesHIT a9 wA's I w3 fog 3T § I3 w3 I8 H {9 <41 &% feerfas
a3 ffg Hee ager J|
298 feasAge a9 © femit: Ribbon &5 Insert 25 '3 778 W3 Table '3 B a3 | ffs Uz 8s I3
SHI WIT, {8 AT I3 W3 TSHT EF [ITE3T g€ AR J1 31 Insert Table T€ 3 WUst 8F H3=Sd
AEH @ Ao J 7 Draw Table T 293 999 98-5'5 288 ge'ge! J< 3t a3 AT J|
MS Word T 298 S8 QusHT feasu:
1. Rows W3 Columns AFE" AF JS"@E™: Layout T Il ST I3 A TEH 1 A IS8
HIT Io|
2. Cells Merge/Split ¥3&™: S AS 8 (9 e AeR I A I A S AT Hale J, A &8
2% T 9239 § At 7 AEeT I
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3. Formatting:Design 25 I'Ji 288 ACHI®, AT, 57939, W3 J39 I T TIHC 58 Hae J|
4. Text Alignment: RS &9 fBuz & U, Aed A e Wadls i3 7 Ader J|
5. Sorting W3 Calculations: 258 &9 Hge 37¢" & WBesfcas A 93 oA Aac i3 7
AT I W3 I¥ Y Jreare (fAR 1) & S 7 e I |
293t fgiget, Av-gom, ygifent, 7t foR & 397 & Freardt § feenfas Sa1o's TaA g sd 593
Frgaed e 5|

Q. Write a short note on images and tables options in Microsoft Word. (Nov 23)
Ans.  In Microsoft Word, images and tables play a vital role in enhancing the presentation and
structure of a document.

Images can be inserted into a document to support the content visually. To insert an image, go to the
Insert tab and click Pictures to add from your device, or choose Online Pictures to search from the web.
Once inserted, Word provides various formatting options such as resizing, cropping, applying borders,
adjusting brightness/contrast, and wrapping text around the image using layout options like Square,
Tight, or Behind Text. These features make it easy to position and style images as needed.

Tables are used to organize and present data in rows and columns. To insert a table, go to Insert >
Table, then select the desired size. After inserting, Word offers tools to format the table through the
Table Tools - Design and Layout tabs. You can apply table styles, change borders, merge or split cells,
and align text within cells. You can also insert or delete rows/columns and sort data.

Using images and tables helps make documents more interactive, clear, and professional, especially in
reports, newsletters, and academic or business content.

HdladAee 293 U fd3a w3 298 i TAs=H < YAZSt w3 ge39 § <0 STt R
HISTYIS giHar fsarGe I |

939 (Images): fI33 MHIST & fegnis 3913 578 AHEEE @9 Hee da8 I6| fd3d frande s9s
B Insert 29 29 Pictures '3 IfBd o3 i A wrue dfu@eg 3 39 83 59 AT I A Online
Pictures I'Ji féegde 3 &3 Aae J| {939 fesrde It 3 Smie, 3H €% & JtArdy, Sdu, 7939
BITEE, THA/dcTTHE 3 g A e feasut (fA? Square, Tight, Behind Text) &% SIHC ©
WH-UTH JH AR J|

2HH (Tables): 2T Fe™ § 37T w3 TBH &9 fenieAfE3 96 Bd 293 A I6| 298 fesHIe
IS B Insert - Table T 93 I3 W3 BIE WaTd ©f I aJ | IS fesAIE I 3 I™IT, Table Tools
- Design W3 Layout 2= I/t 3HI 298 T TINC ITS Ao J, RS THI™ 7 29 93 Ao J, 7939,
RISTT, 73 WieIH fBu3 < wisrdiahc T8 Ao J| A 9379 7 I8HT § A F #f I & Hae JI
&3 TH3 = 0 fd39 W3 298 93T &% MG J9 & fesony, WiAd! 5% AHSE Ul W3
fenerfas g=et I foo ferm 39 3 fouae, fsBmed, narefia 7 fams A it fe 593
IS =3 Je I8 |

Q. Explain the role of macros in MS-Word. Also explain various file formats and export features in it.
(Nov 23)

Ans. Macros in MS Word are used to automate repetitive tasks. A macro is a recorded sequence of
actions such as formatting, inserting text, or applying styles, which can be saved and replayed with a
single click or shortcut key. This feature helps users save time and increase efficiency, especially in
documents that require the same formatting or content repeatedly. To create a macro, go to View -
Macros - Record Macro, perform the actions, and stop recording. The macro can then be reused
anytime.
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File Formats in MS Word determine how documents are saved and shared. Common formats include:

e .docx — Default Word format, supports all features.

e .doc— Older Word format, for compatibility with older versions.

e .pdf —Portable Document Format, ideal for sharing and printing.

e .rtf — Rich Text Format, preserves formatting and is compatible with many programs.

e .txt —Plain text with no formatting.

e .xml—Used for structured data storage.
Export Features: Word allows exporting documents into different formats using File = Export. You can
create PDFs, share documents, or change file types. These export options ensure compatibility across
devices, platforms, and for professional printing or digital publishing.

HISH (Macros): MS Word fE8 Aaan € €33 TIIE AR aHF § WieAe 996 38 i3t Aret J| Aad
B aHs S fgard3 si3t B3 get I— = fa TInfear, Sane fearde I3 7 ACHS SIrge —
frad 8 afa A Ardedle ot &% ged g8 7 Aaer J| fog fenms< Anf gg@e w3 dH
37 g=78F ST HET JIemit I&, ITH g9a rie IH @'9-2'd ffd fadt aranféar At miaet =93 J|
NI g="Q@= T 39 View = Macros = Record Macro '3 A8, Wus} srgest a3 w3 fag fgarafdar
Ja| fog Aad gmie &g fan < Ml @3 A Ager J1

T8I% 'IHE (File Formats): MS Word f&0 ©A3=H a2 Agd 7 A &3 A I6, ftd o8ig agne
63 fagsg age J|

"™ Word @815 I/gHe:

« .docx - f3a&< Word 2ane, W@éﬂ?éﬂﬁfﬁmﬁ?al

doc — YIE TIHE, fig § Word © UTe T9r6 &8 Hiem 7 Ager I

pdf — A8 FI& w3 ffdar st <t

rtf — TINEI AN3 SaHe, 53 A MUSaHs &8 difeegs|

xt — AU SR, AE IR &t

o xm|— ACIIOIS IS AcaH B8 egfsnwr Jer J|

waige feAA3 = (Export Features): MS Word &9 File = Export fea®y It 3HT wysr eA3=H
Y3 granct &g Wamlde a3 Aae J1 3HI PDF S8, TA3H A'S' ade o I8 ©F faAd
ST8E T 9T JI ASR J| g fenmsret u-2y f3ediA, udcaran w3 fffdar + f3witcs usfBfifar
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Unit-3: MS Excel (Nov 23),(Nov 19)
Short Answer Questions:

Q. Discuss cell referencing in MS-Excel. (Nov 19)
Ans. Cell referencing is the method of identifying cells in formulas using names like Al or B2.
There are three types: relative, absolute, and mixed referencing.

AE IeIfHI Qg <1 I frm It Trayst € A% § AL H B2 TId1 &< &B Ugfenr Her J|
for <t 35 famit It a5: fadfe= (Relative), WEHEEE (Absolute), W3 THaHS (Mixed) Se3fHar

Q. How cell protection is performed in MS-Excel? (Nov 19)
Ans. Cell protection prevents accidental editing or deletion of important data.
It is enabled by locking cells and applying sheet protection via the Review tab.

A8 Jeans HI3Ryds I ¢ I3 &% Hue A fiege 3 I Il
fog A8 § B I3 W3 Review TF I HiC YSIHS B JId T8 A 3T Arel I

Q. Menu Bars (Nov 23), (Nov 24)
Ans. Menu bars in MS Office provide access to commands like File, Edit, View, and Insert.
They organize features for easy navigation and efficient document editing.

MS Office I8 Hig 579 (Menu Bar) WA gaH ST UIT YT'a I9T I6 = f File, Edit, View, W3 Insert |
I

Q. Printing operation in MS-Excel (Nov 23)
Ans. Printing in Excel includes setting print area, adjusting layout, and using print preview.
It ensures data fits well on paper with proper formatting.

Excel f¥9 8UTgl (Printing) 129 fife 8w e agar, 3G wigg® dga w3 fife fifeg &t =33
IS AHS It I o veidt gerger I a4 3¢ At Trane ff8 a9 '3 3id 391a a8 Wi |

Q. What is the importance of spreadsheet? (Nov 24)
Ans. Spreadsheets help manage, calculate, and analyze large sets of data efficiently.
They support formulas, charts, and data sorting for decision-making.

fog oo, racH W3 FeT ASfEaT § AHTES f[deit 965, A 2R 8t R Aafed I8 I |

Q. Write a short note on MS Access. (Nov 24)
Ans. MS Access is a database management tool for storing and managing structured data.
It allows users to create tables, queries, forms, and reports easily.

MS Access @ammgaﬁ%ﬂ(strucwred) Wém&@qﬁﬁ?mwm
AT J| oo gua § 298, FRdHE, TraHA w3 falaeH WA &8 S8 € AgH3 e J|

Long Answer Questions:
Q. How you can create, open, save and quit a worksheet? Explain. (Nov 19)
Ans. Microsoft Excel is a spreadsheet application used for data entry, calculations, and analysis.
Managing worksheets involves basic operations like creating, opening, saving, and quitting.
1. Creating a Worksheet: To create a new worksheet, open MS Excel and click File = New, then
choose Blank Workbook. A new worksheet with default rows and columns will appear, ready for
data entry.
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2. Opening a Worksheet: To open an existing worksheet, click File = Open, then browse and select
the desired file from your computer, OneDrive, or recent files list. Excel supports various file
formats like .xlsx, .xIs, and .csv.

3. Saving a Worksheet: Click File = Save or press Ctrl + S to save your work. For a new file, choose
the location, enter a file name, and select the desired format (usually .xlsx). Use Save As to
create a copy or change file type.

4. Quitting Excel: To quit Excel, click File = Exit, or simply click the ‘X’ button in the top-right corner.
If there are unsaved changes, Excel will prompt you to save before closing.

These steps help manage your work efficiently and ensure your data is stored safely for future use.

Microsoft Excel @Hmmaﬁw\'ﬁﬁ, forg-faz= 3 ferdne 36 g3t AT
J| TTHic § ASH & IS YB IHT 3 wrrd3 Jer I, e fa ge8e, 9ger, Herge w3 st 33|
1. TIFHIC FEQE". Gl TIJHIC FEPE B MS Excel B W3 File -> New -> Blank Workbook 3 IfSa
FJ| BT &<t =gdHe Y& A=qit fin &9 srdlet W3 a8H J=d!, 7 3¢ 336 &8 f3wrg get J1

2. TITHIC HPE": YJ'el TITHIC UBE B¢ File > Open 3 AEF I W3 WU TS GE (xls, xls,
.CSVWWHE]T@HG?S)I

3. TIFHIC AFBE"; File > Save T Ctrl + S TF A TIFHIC § ATS| &1 T8 B HES, &H W3
TINT (XIsx WTH 3T '3) TE| Save As &5 &S AT &= TTIHT Gfew 7 Aae I

4. Excel € ITS™: Excel HE IS BH File - Exit 77 LT T8 'X' Hea 3 AW a3 | Aad o WEHSTS
=kl Excel@'@éﬂ%’&%&'@ﬁ?ﬁf"l

fog A3 IeH IT7St TITHIC & €91 &8 ASH 96 W3 3T § Itz JuiE K9 Hee aae 36|

Q. Explain with examples how you can use formulas and functions in MS excel. (Nov 19)
Ans. MS Excel provides powerful tools like formulas and functions to perform calculations, analyze data,
and automate tasks in spreadsheets.
Aformula in Excel is an expression used to calculate values. It always begins with an equals sign (=). For
example, to add two numbers in cells Al and B1, you can  write:
=A1+B1
This formula will display the sum of the two values.
Functions are predefined formulas that simplify complex calculations. Excel includes a wide range of
built-in functions:

e  SUM(): Adds a range of numbers. Example: =SUM(A1:A5) adds values from cell A1 to A5.

e AVERAGE(): Calculates the average of a range. Example: =AVERAGE(B1:B5)

e |F(): Returns different values based on a condition. Example: =IF(A1>50, "Pass", "Fail")

e MAX() and MIN(): Returns the highest and lowest value. Example: =MAX(C1:C10)

e COUNT(): Counts numeric entries in a range. Example: =COUNT(D1:D10)
Formulas and functions help automate tasks like payroll, budgeting, sales tracking, and academic
performance analysis. By combining them, users can save time, reduce manual errors, and manage large
data sets effectively in Excel.

MS Excel HESTHE! g8 fri? {3 Tray@ w3 s YT6 S9e J, 1 A deae 996, 3T < fendie
I35 W3 AYFHIC 9 o wriene 936 {9 Hee a9t 96|

TIUS Excel [FT RS lamme Jer 3 7 i3t & dee 396 88 =3 AT J| feg ot = forrs
&8 gg e J| 8TTI6 T, A IA AL W3 B1 A it StH3T Aigei I6, 3T 3HI B AR I

=A1+B1
feg TroysT S& A € At I8 SitH3 feurear|
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SaHs UlIs' 3 92 I¢ T9yB IT I6 A Afes deare’ § WA SEET I6| Excel lRg ad 3972
fasc-frs Sars JB I

*« SUM(): ST S A A= I

€TII&5: =SUM(AL:A5) > Al 3 A5 S Sif i3 Ager J|

« AVERAGE(): 37 €I WA sger J1

©TI9S: =AVERAGE(B1:B5)

o IF(): A93 WGHT 24-2 SiH3T fder J|

€T€99a: =IF(A1>50, "Pass", "Fail")

o MAX() M3 MIN(): AS 3 23t A &<t aiH3 o Is|

€T9I98: =MAX(C1:C10)

« COUNT(): fE31 37 3T &3 @i wicd &t fare 3t ager J|

€¥I9&: =COUNT(D1:D10)

I TIYS W3 IHG UIB, SALSTT, feadt T 23feld], W3 wiarelHd ferdHe =991 IH WS
&8 SJ6 BE TI3 A I6| 1T &% & fige A Sovr J, Adl I8 J€ T8 Iissv & We g
IS, W3 T3 T AT WHS &% A& 3 Ae I |

Q. What is the importance of MS Excel? Write a short note on inserting the data in Excel. (Nov 24)
Ans. Microsoft Excel is one of the most powerful and widely used spreadsheet applications. It is essential
for organizing, analyzing, and visualizing data. Excel is used in various fields such as business, education,
accounting, data analysis, and research due to its flexibility and rich set of features.
The importance of MS Excel lies in its ability to handle large amounts of data efficiently. It allows users
to perform complex calculations using formulas and functions, create charts and graphs for data
visualization, and generate reports. Excel also supports data sorting, filtering, conditional formatting,
and pivot tables, which help in better decision-making and productivity.
Inserting Data in Excel:
Inserting data in Excel is simple and user-friendly. To enter data:

1. Click on a cell (like A1) where you want to enter the value.

2. Type text, numbers, or formulas directly into the cell.

3. Press Enter to move to the cell below or Tab to move to the next cell on the right.
Excel automatically formats numbers, dates, and text as you enter them. You can also copy-paste data
from other sources or use Data - From Text/CSV to import data from external files. Proper data entry
is the first step to effective analysis and presentation.

HElAee WIAS A 3 AaStArd w3 fewrs 39 '3 =931 Ae T8 g wusiars' &g ff
J1 feg zrer § feenfas, ferdne »3 fegwisdid 996 88 573 J &3ddl 3| iaHs 2urg, fHfimr,
Byardt, 3T fendHe W3 99T 941 g 939 [fg afawr AT J 98T fog sodier I w3
ferms= 58 IIUa J|

MS Excel & HIZ3™ fer & AHIEr T 3 1 foeg <5t W39 R9 37" § ygerd! €91 o6 J38 a9
Aaer J| fog QuSAET=t § Srayfent w3 anst € 793 9 Afcs JeaTe 96, I Tl fogns
YAZ3! &8 g9 W3 J[€ 5e8E W3 faUget f3ng 396 & wifgmir fder I Excel €T 372 Hae
FI&, feBea Barge, dFHas TIAET W3 fise 25 TIIm feRH3= & I6 1 RS JE W3
E3ued3T Qe fg Hee daemit I&|
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Excel feg 3<T fesAge aI&™
Excel f€9 37¢T TH8 d9a" 53 I WH'S W3 THd-.38 9o |
1. GARBE3ABI I (AL A1) i 3 SiH3 ©us SIat I
2. A® g dane, S99 A eays 5|
3. Enter TTEE S WIR A '3 AW AT I, A Tab B AR UA RS 3|
Excel W& Wiy It 19, fHSMi w3 StHe § orgie s 87 J| 3l I'gdt A3TT 3 geranit-dne &
&d A J 1 Data > From Text/CSV € 293 dd4 <" fflde &g Aae J|
AJt &1 5% 3T fesAde dae e ferdae W3 YAZST < ufadh w3 A3 3 Hgdt seH gt J1

Q. Briefly explain the steps of showing slides with graphs and animation. (Nov 24)
Ans. Microsoft PowerPoint allows users to create visually appealing presentations by inserting graphs
and applying animations to slides. These features help convey data and ideas more effectively and keep
the audience engaged.
Steps to Insert Graphs:
1. Open PowerPoint and go to the slide where you want to insert the graph.
Click on the Insert tab - Select Chart.
Choose the desired chart type (Column, Line, Pie, etc.) from the dialog box.
A sample chart and a linked Excel sheet will appear. Enter or edit the data in the sheet.
Close the Excel sheet to update the chart on the slide.
6. Use Chart Tools (Design & Format tabs) to customize the appearance of the graph.
Steps to Add Animation:
1. Select the text, image, or chart you want to animate.
2. Go tothe Animations tab.
3. Choose an animation effect (e.g., Fade, Fly In, Zoom) from the Animation gallery.
4. Use Animation Pane to adjust the order and timing of animations.
5. You can also apply Entrance, Emphasis, Exit, or Motion Path effects.
Finally, use the Slide Show tab to preview or run your animated presentation. These tools make
presentations more dynamic and informative.

HelgAee ueddfde QUsIETet § Wiadnd Yrdcrs Segte ©f Ags3 e I fr 9 fe ans
IIA W3 ASEF §3MGINHS BIM A HEadl § YS=H S 9dl &8 UH o137 7 Aerer J | fod fenms=r
IS |
[l 9[< fearae 996 © JIen:

1. PowerPoint 5& w3 3 ASEIZ g€ fri8 3HI 9[< BIrg=r o'ge J|

2. Insert @€ '3 7€ - Chart 92|

3. Ffesargan f&d grdter grde famH (fA= Column, Line, Pie Wfe) B2 |

4. T8I SHE T W3 Excel HIC H&M | Excel 9 3erT® A AUfe3 a1

5. ExceIﬁ?ﬁE&é?ﬁ@EﬂW@B@?Wﬁﬂ@l

6. Chart Tools (Design W3 Format) E"TEE!?HE!STEII'EE?TGUH WoT AT |
- NSHHAS BIrgeE T IEH:

1. GAdaHS, fd39 7 T9C & T A €3 ohins Barget J|

2. Animations 25 '3 7G|

vuis W
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3. Animation Galleryféﬁ Fade, Fly In, Zoom e Tgar et effect @%I

4. Animation Pane T T33 F9a WANHS © WI3d W3 AH ST |

5. EjFﬁ Entrance, Emphasis, Exit AT Motion Path TII H-TY effects T I AR J|
"3 129, Slide Show 2= T 233 Sga et WSS Yridns § e H g& i 7 Aaer J|
6T A3 B PowerPoint YriCHG' § I9 2 fCSTHY, HRTaHS W3 Heardigayd STTe I6|
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Unit-4: MS PowerPoint
Short Answer Questions:

Q. How a chart is added to a slide? (Nov 19)
Ans. In PowerPoint, a chart can be inserted using ‘Insert - Chart" option.
It helps visually represent data within a slide for better understanding.

PowerPoint @9, T™I€ "Insert - Chart" fea®U & TI3 dda fesAde 3™ 7 AaT J|
fog 3rer & fegis gu iRg TamGer 3, A &8 Areardl § AHSE WS Jer J|

Q. What are file formats? (Nov 24)
Ans. File formats define how data is stored in a file, like .docx, .xIsx, .pptx.
Different formats are used for compatibility and specific applications.

8% Ignc g TR I6 13 3T ot & fa? Herfewr Aer 3, fA? 3 .docx, xIsx, .pptx|
-2 TIATH & WeIB3" W3 HTH MUSIaHS B8 Igf3m Her J|

Q. What is the benefit of Power point? (Nov 24)
Ans. PowerPoint helps create engaging presentations using slides, text, images, and animations.It is
widely used for education, business, and communication.

yelfde Asdgt, fou3, fd3a w3 dhnst <t 233 a9d fesgnu Yrdns g sda R Hee
gger J1feg fefenr, aIT7g w3 Ao'd B8 fanus 393 T Aer J|

Q. Spell checking in MS-Word (Nov 23)
Ans. MS Word automatically checks spelling errors and underlines them in red.
You can correct errors using the “Spelling & Grammar” tool under the Review tab.

WA 293 WU vy Jt e <l aIsSi JigeT 9 w3 I183 HERE § 8T8 9YT o' I3 S9er I
IH "Review" S I&T WBE TV “Spelling & Grammar” & T TI3 IJd fet B3It § 31 I3 Hae
JI

Q. Discuss formatting of text in MS-Office. (Nov 19)
Ans. Text formatting includes changing font style, size, color, and applying bold, italics, or underline. It
improves the readability and appearance of documents.

2He TrIRfdar i 2 & A, wirarg, JarSeseT w3 bold, italics A underline B SI&T HHS Jer
J| fog TAz=H & ugaudET w3 féy g gurg ager J|

Q. Discuss spell-check feature of MS-Office. (Nov 19)
Ans. The spell-check tool  highlights incorrect words and suggests corrections.
It ensures error-free writing in documents, spreadsheets, and presentations.

Msod g8 83 mEe § gUEEce d9vr I w3 At meEe & fAeeH S9T J

Long Answer Questions:

Q. What do you mean by slide-show? What options are available for this? (Nov 19)

Ans. A slide show in Microsoft PowerPoint is a presentation mode that displays slides one by one in full-
screen view. It is used to present information visually and interactively during meetings, lectures, or
events. A slide show typically includes text, images, charts, animations, and transitions to engage the
audience and communicate ideas effectively.

Starting a Slide Show:
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To begin a slide show, go to the Slide Show tab and choose from the following options:
1. From Beginning: Starts the slide show from the first slide.
2. From Current Slide: Begins the presentation from the slide you are currently working on.
3. Custom Slide Show: Allows you to create a custom sequence of selected slides.
Slide Show Options:
e Set Up Slide Show: Customize how the presentation is displayed (e.g., full screen, windowed, or
looped).
e Use Timings: Automatically advance slides based on preset timings.
e Record Slide Show: Record narration, slide timings, and pointer movements for later playback.
e Rehearse Timings: Practice the presentation and set slide durations.
e Presenter View: Shows notes and upcoming slides on the presenter’s screen while the audience
sees only the current slide.
These features make PowerPoint presentations more flexible, interactive, and professional.

HElgAee Uedufde i< Agag 1 i yridHs 13 Jer J A Asst § e s 5393 28 Adle f<g
fearger J| fog Soat, Bagd' A AHIT ©I'6 Aeardl § fegnis w3 Reamiafee €91 o8 Ma sda
we I3 Her J| ASTES 7 €9 v 39 '3 AT, 939, TTdT, MeES W3 THHG HHS I
I, 7 SIAS § WSIH3 I96 W3 [RUa" § YFend 41 &% Ugogt < Hee sJ< I6|
ASES 1 Hg 996 © IJ1a:
Slide Show 25 '3 G w3 &t i3 fegsut &5 g
1. From Beginning - AST8IZ 1 UTdl A8TEIZ 3 Bg s9e J|
2. From Current Slide — ¥ge" ASEE 3 YridHs B I3e J|
3. Custom Slide Show — FeM AZTEIZ" &t e fend 93" g8 < AgS3 fder J|
ABE3 7 e feasy:
o Set Up Slide Show — YrAeHs & fa fedrfenr A (fA< fd 28 A, €3, A 8Y) IReHEH
I
o Use Timings — ABEIZ* § WUE i wdl T07QE B8 AHF A C &
e Record SIideShow—W@H,?@'ﬁqWN?Wgﬂﬁﬁﬂ?ﬁma@I
o Rehearse Timings — WfSWH J3a ASEIZ S8 AH fagofas o3|
o Presenter View — Yricd § &SH W3 WIS ASES feurd Al J, Aefd ©9nd fige Hge
ASES 2T Io |
fog feRm3=t PowerPoint YreHa' § I9 Baigr, ffeanlafce w3 Unred gegem Is|

Q. Discuss the steps involved in creating and editing power point presentations. (Nov 23)
Ans. Creating and editing a PowerPoint presentation involves several simple steps that help in
developing a structured, engaging, and professional slideshow.
Steps to Create a Presentation:
1. Open PowerPoint: Start the application and select Blank Presentation or choose a template
from available themes.
2. Insert Title Slide: Enter the presentation title and subtitle on the first slide.
3. Add New Slides: Go to the Home tab = Click New Slide to insert more slides. Choose different
layouts (Title and Content, Two Content, Comparison, etc.) as needed.
4. Add Content: Click on text boxes to type or paste content. Use Insert tab to add images, charts,
tables, shapes, and SmartArt.
5. Apply Design: Choose a design theme from the Design tab to give your slides a consistent look.
Steps to Edit a Presentation:
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1. Format Text and Objects: Use Font, Paragraph, and Arrange options to adjust appearance and
layout.
2. Apply Animations and Transitions: Use Animations and Transitions tabs to add movement
between or within slides.
3. Review and Proofread: Check spelling and slide sequence.
4. Save and Present: Click File = Save, then use the Slide Show tab to rehearse or present.
These steps help create effective, polished presentations for any audience.

yegufte YyrddHs o8 W3 AUEs 996 © JE WH'S JeH I I8, 1 396 Ba efersy, fesamy
W3 UAed ASES H f3nrg 39 R9 Hee a9 96|
YreHs =g @ deH:

1. PowerPoint H8;: WUSAHS Hg I W3 Blank Presentation HF &I Hger HIH g |

2. Title Slide H"HS a3: UfTdl ASTEIS '3 YricHs T fHISH w3 Qufnady fad|

3. &EMFABTEIS /R: Home S8 '3 T8 > New Slide '3 S8 AJ| BF WEH'I 424 3w

(Title and Content, Comparison W) @%I
4. AHIISY AHS 99: IIAC I'9A ‘T 8 33 A UAC I | Insert 29 3 fg39, T/de, 298, AU

W3 SmartArt 73|
5. f3a8tes BIr€: Design éHgEﬂ'H_g%, T—TWW@?E@@QW@%@T%I
YHdHs & Aufes 996 € Jeu:
1. 3IAS W3 wWERdS IR I Font, Paragraph N?Arrange fegsut & gg3 939 fidy i3
Snrge AU |

2. WEHES w3 THIES BIrG: Animations ™3 Transitions 29 3 I%s T WHI 1|

3. mffepr w3 AT I B3I AT ASTEE 9 T HiY a1

4. A= AIWIURFS: File > Save 3 AV I, faT Slide Show 8 3 ITIIAS A UH I |
fog oeH 3974 foA & Tard e YZrerdl w3 UFed YHcHs gegt Y Hee a9t 36|

Q. How you can include animation, transitions and graphics in your slides? Give suitable examples. (Nov
19)
Ans. Microsoft PowerPoint offers tools to enhance presentations using animations, transitions, and
graphics, making slides more dynamic and engaging.
1. Adding Animations:
Animations allow objects (text, images, shapes) to appear, move, or change during a slide show.
Steps:
e Select the object (e.g., a text box or image).
¢ Go to the Animations tab.
e Choose an effect like Fade, Fly In, or Zoom.
e Use the Animation Pane to control timing, order, and duration.
Example: Make bullet points appear one by one using the “Appear” animation.

2. Adding Transitions:
Transitions control how one slide changes to the next.
Steps:
e C(lick on the slide you want to apply a transition to.
e (o tothe Transitions tab.
e Select effects like Push, Wipe, or Morph.
e Set Duration and choose Apply To All if needed.
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Example: Use a “Fade” transition between slides for a smooth visual flow.

3. Inserting Graphics:
Graphics enhance the visual appeal and clarity of content.
Steps:
e Goto Insert = Pictures, Shapes, or SmartArt.
e Choose a file or graphic style.
e Resize and position the graphic.
Example: Insert a pie chart to represent sales data visually.
These features make presentations more professional and interactive.

Hfeadree U=aufEe (Microsoft PowerPoint) YACHS § JI WHIIHY TIE8 B8 SRS, THiHs
W3 J[iesH T4 €8 YIgm sger J| st doat &% Agdgt I9 fesomu W3 Ygrerdl seemit
Io|

1. WSHS AFS" (Adding Animations):
WEHG &% A, fd39 A AU § YA3S S9's faegs, four@s A Sesge & AHgE fHee! J|
dTH:
o GEMWERYC § TE (BT IIs: SIAC ToA 7 )|
e Animations 25 '3 AE|
e Fade, Fly In, A Zoom EEJHF’-;[B’TE'@%I
e Animation Pane ©f @33 dda AHT, @-[W{?W@'Q’Tmaél
8TI96: "Appear” WAMHG &% 8¢ UTEicH § fod-fa g9a fourg|

-

2. THIAS BIrQET (Adding Transitions):
SHitHe o5 e AgTdlg 3 ol €8 Ae T 291 fsaua3 Ji3 /e J|
dTH:

o SHAEYZ 3 IWI I A '3 THiHS BIrge J|

e Transitions @5 '3 AE|

e Push, Wipe A Morph @I WHI Te |

o Durgtion A€ I3 ™3 Apply To All T A A '3 Barger I=|
€TITS: "Fade" THIHS &% AGEIZT TIHMS SIH ST HEC|

-

3.3Pﬁaﬂmm(lnserﬁng6raphics):
J[fedA o8 ASEE T fod AT 3 AHAIEt 99 @7 3918 &8 TaAd Ael I
dTH:
e Insert = Pictures, Shapes, @ SmartArt 3IACI
. Rafdsgn ieagel
o Jricd $IAEH 3 Udine 53|
€T99%; feadt 3T TIanEE B8 Uel I'9C T HS a3 |
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fsHaaH (Conclusion): MSHES, THHG w3 J[feTH TITE &8 YHHS I fegidt w3 Jerias

ge! ?I, EESHEY éHS'I’:E'd dd<! a'l

Q. Write the functioning of MS-Power Point. How the data is exported and imported in MS-Power Point?
(Nov 24)
Ans. Microsoft PowerPoint is a presentation software used to create and display slideshows containing
text, images, charts, audio, video, and animations. Its main function is to help users present ideas clearly
and visually during meetings, lectures, or events.
Functioning of MS PowerPoint:
e PowerPoint presentations are made up of slides, each used to convey specific information.
e Users can insert text, graphics, charts, and multimedia into slides using the Insert tab.
e Designs and themes can be applied to maintain consistency and enhance visual appeal.
e Animations and transitions are used to add motion to objects or slides, improving engagement.
e Slide Show mode allows for presenting the slides one at a time, with or without narration or
timings.
Importing Data:
e From Excel or Word: Use Insert - Object to embed or link charts and tables from Excel or text
from Word.
e From other presentations: Use Insert - Reuse Slides to import slides from another PowerPoint
file.
e Media files: Insert images, audio, or video from your device or the internet.
Exporting Data:
e Use File = Export to save the presentation as a PDF, video, PowerPoint Show (.ppsx), orimages.
e You can also save slides as JPEG/PNG for use in other documents or websites.
PowerPoint’s import/export features make it flexible and compatible with other tools.

HfeddRee ueaufic (Microsoft PowerPoint) ﬁa’{ﬂﬁ (presentation) Aecg I A ASE s AT
ge0E W3 TIAGE B8 @33 Aer J| g 9 Sare, fi939, 9de, WwiSE, 316 w3 wishins
S i3 7 AR I6| forer Hy §2n feurat § Tane § we, fiddhz w3 ysemdl €491 &5 O
SI&T I

MS PowerPoint  a/gIH"It (Functioning of MS PowerPoint):
o YACHS ABES 3 g IS J, I9 A3 feg SR Areard! i3t At I
o Insert 29 €1 293 I3 SIAC, I[feA, I W3 HiZh BHS 13 AE I |
o Designs W3 Themes &8 Y3 YAcHS I8 fedAra3 3 Hegar wge! J1
e Animations W3 Transitions &% W@?éﬁﬁ—ﬂw@mwwal
o Slide Show N3 3T fEa-ff I9a ASEIST TIAE Aemit I&, WeH 1 AHf fogduds AnS|

3rer fedge 996" (Importing Data):
o Excel A Word 3 Insert - Object ©F I3 I Excel €t 298 A Word 3 SHS Afgnr AT

3

e J9 PowerPoint @818 3: Insert - Reuse Slides ©F 233 394 A II PowerPoint liﬁéﬂ? 3
ASE3T A7 Ade JI

o WIS EES 3 Insert > Pictures / Audio / Video &% fo 39, WiSiG A S316 T HS 93 AT
JI
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B‘ETV:IEI'HﬂBEEIW(Exporﬁng Data):
o File > Export Tt 233 34 1‘11.-76).10 & PDF, Video, PowerPoint Show (.ppsx), A f6 33" (images)
R AT i3 7 Aae J|
o HBHZ §IPEG A PNG 639 & AT 38 JT THI=H A S HATEIC '3 TIf3 A Hale J|

fsEaam (Conclusion): PowerPoint T fge/Maride ferrse ford JI9 g8 &8 Bodisr v3
WEIB Fergemi I6, A &% feg fAftm, 2urg w3 fefimisd 9397 fifg g3 dt grgardt Args I
J
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