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Important Instructions 

1. Attempt all questions given below. 

2. All questions are to be attempted in legible handwriting with necessary pictorial 

presentation on white A-4 size, one side ruled paper and to be assembled in a file. 

3. Minimum numbers of pages should be 20. 

 

Practical Questions 

Q.1 Insert text in a slide and format it using different font styles, sizes, colours, bullets, and 

numbering. 

Q.2 Create a table showing student marks in 5 subjects. Format the table with borders, shading, 

and alignment. 

 

 

 

 

 



Q.4 

  

 

Q. 5 Define table. Explain the methods of creating a table in MS Word. Create a table with 

given attributes (Name, Roll. No, Father’s Name, Mother’s name, Course name, CGPA). 

Q. 6 What do you understand by mailings tab in MS Word? Define mail merge and different 

steps involved in mail merge in detail. 

 


