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Part A 

Answer an' ten questions 
Each question carries 1 1mark 

1. How to create custome bullets in M S Word. 

Expalin how to sort data in table. 

3. What is the use of Page Maker Tool Box? 

4. What is the use of page maker workspace? 

5. What is the use of formula bar? 

6. What is the use of option auto fit option? 

What is the use of functions in excel? 7. 

8. What is a data series in excel 2013? 

9 What is the use of Pivot Table in excel? 

10. What is the use of "Status Bar" in MS Powerpoint 2013? 

11. What is "Design Theme" in Powerpoint 2013? 

12. What is a "Slide Transition"? 

(10x1=10) 

Part B 

ASWer ny sir quesfions. 

Ench question curries 5 marks 

13. Explain the different options available in Page setup dialog DON. 
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14. Explain the steps to create watermark in MS Word 2013 

15. Write a note on p: ph formating in P'agemaker 7.0 

16. What is the use of layers in Pagemaker 7.0

17. What is the significance of editing process in Excel cells? 

18. Explain the number group in excel? 

19. Explain how to covert chat to a web page. 

20. Briefly explain how to add hyper links in slides in Power Point 2013. 

21. Explain the steps in inserting slide intervals in power point 2013 and comment on the uses of 

inserting intervals. 

(6x5-30) 

Part C 

Answer any two questions. 
Each question carries 10 marks. 

22 Explain the different elements of Word user interface? 

23. Explain different formatting options in Page Maker. 

24. Briefly explain the preparation process of worksheets to printer? 

25. Write a note on charts in Excel 2013. 

(2x10-20) 
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