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=IV. Write the Shortcut keys for the following. %x5=2%)

1) Double Line Spacing 2) Align Text Centre
3) Insert a New Slide 4) Save a Presentation ~ 5) Slide Show
=V. Answer the following. ' (2x5=10)

1) What are the two types of page orientation in which a document can be printed?
2) Name the Tab and the Group that has the option to change the column width.
3) Mention any two ways to start a slide show.
4) Name any four change case options available in PowerPoint.
5) Name any two ways of creating a presentation.
VI. Application Based Questions (2x3=6)

1) Heena has written an article for her school magazine. The magazine editor has asked her

to set the text in two columns. Can you help Heena by writing the name of the tab "y
the group that contain the option to convert the text in two columns?

2) Jagrit has inserted a blank slide in a presentation. He wants to insert pictures in to the
slide. Name the two ways of inserting the pictures in to the slide.

3) Arun has to check the spelling mistakes in the presentation. Name the tab and group that

has the option for this purpose. :

VII. Search any four words related to Page Setup Group in the grid below. (/2 x 4 =2)
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"~ VIIL. Unjumble the letters given below to form words. (2x4=2)
1) SAIGPCN 2) AEILGMNTN 3) AAAPPRRGH 4) JSTFDUIEI
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