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Q.4 What are the basic features of M.S. Word and how they 

are helpful for us. 

M.S. Word   dh eq[; fo’ks"krk,¡ D;k gSA vkSj og vkids fy;s dSls 

mi;ksxh gSA  

Q.5 What do you mean by mail merge explain with example. 

 Mail Merge ls D;k vki D;k le>rs gSA 

Q.6 What do you mean by inserting, removing & resizing of 

columns and rows. 

Columns vkSj Rows esa Inserting, removing vkSj resizing ls 

vki D;k le>s gksA 

Q.7 What are the scope of M.S. Power point. 

 M.S. Power point ds D;k Scope  gSA 

Q.8 How to you create presentation. 

presentation  dks dSls cukrs gSA     
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Q.1 Explain the following with example copy, delete, moving 

of files and folders from one drive to another. 

mnkgj.k lfgr le>kb;s fd ,d drive  ls nwljh drive esa  File  

vkSj Folder dks copy, delete  vkSj Moving dSls djrs gSA 

Q.2 Explain the various type of printer with suitable diagram. 

fizaVj ds izdkjksa dks fp= lfgr le>kb;sA  

Q.3 What do you mean by paragraph and page formatting in 

M.S. word. 

M.S. Word   esa Paragraph vkSj Formatting  ls vki D;k 

le>rs gS  
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