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N.B. - 1-Attempt ANY TWO questions from the given below.

2 — All questions have internal choice.

3 — Figures to the right indicate full marks.

Q1. Answer the following questions

A. Explain editing of document & steps.
B. How to define.

a] Workspace b] Zoom slider c] Customization d] Creating a document

Q2. Answer the following question Any One

A. Describe date and time function.
B. Steps to apply the VLOOKUP in excel 2016.

Q3. Answer the following question Any One

A. Explain a creation & modification of formatting tables. and define resizing rows & columns.

B. How to create and opening workbooks.
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