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Explain how to use the sum, average and if function in Excel. Provide an example with a 

dataset that includes at least four columns and demonstrate the use of functions. 
Describe a scenario where you would use the mail merge feature in Microsoft Word. Detail 

the steps from start to finish, including how to connect the document to a data source, filter 
recipients, and insert merge fields. 

Describe the differences between relative, absolute, and mixed cell references in Excel 
formulas with appropriate examples for each. 

Write down Answer of 4 Questions out of 5 Questions 

Total Marks: 40 

Total Pages: 

Explain how to create a custom animation sequence in PowerPoint that includes entrance, 
emphasis, and exit effects. Provide an example of an appropriate use case for such a 
Sequence. 

Write down any 5 options of any Ribbon from Word. 

Write down the steps to protect PowerPoint File with the Password. Also explain the 
difference between PPTX and PPSX. 

Write down the use of Header Footer in Word. Also explain the types of margins available 
in Word and its benefits. 

Write down the steps to create any chart in Excel. Explain any one chart with samplc data. 

**End of Question Paper********** 

Explain the difference between a footnote and an endnote. How would you insert and 
format them in a Word document? Provide a use case for each. 
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