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fa)

{b)

(a)

(b}

ia)

(b}

Explain the types of Math and financial
functions used in MS Excel.

Explain the components of an active
worksheet in MS Excel.

Explain the methods of ecreating =
power point slide.

Explain the step for the following :

(i) To Add a graph into a slide.

(i) To insert an organisation chart in a
slide.

(iii) To add special effects in a slide.

{iv To convert into an electronic
power point show,

Explain the methods for creating a table in

MS Access 2000 and modify its structure.

Explain the different ways of creating forms
and reports in MS Access 2000,

Explain the features of MS DOS Operating
System and write down the list of Directory
Commands in MS DOS.

{a)

(b)

Explain the methods to enhance documents,
columns and tables in MS Word.

Explain the types of layouts in MS Word.
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o

ixplain
MS Excel.
(1)
{ii}
(i1i)

[iv)

the steps for the following in

To create a Pie chart.
To create Macros.

To Format a worksheet.

To Edit a cells.
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