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Section-A 
Answer any FIVE of the following Questions:

            (5 x 5= 25 Marks)

1. Write some features of Excel 

2. Write about how to enter and edit data in worksheet

3. Explain how to change row height in Excel

4. Write about formulae used in Excel

5. Explain about data sorting in Excel

6. Write and explain sub totals

7. Explain various parts of MS-Access

8. Write about chart wizard

9. Define queries , how to create a query.
10. Write about types of relationships

Section - B

Answer any FIVE of the following Questions
                              (5 ( 10 =50 Marks)

11. What is MS-Excel? Explain various parts of MS-Excel window

12. Explain auto fill and custom fill in Excel

13. Write about various functions used in Excel

14. Explain in detail about formatting options

15. What is a chart? Explain

16. Explain various what..if analysis tools used in Excel.

17. Explain how to create a database in MS-Access

18. Write about forms in Access.

19. Define Report. Explain how to create report in Access

20. Explain about Differences between flat and relational databases

