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(Kannada Version) 
ಷೂಚನೆಗಳು: 

1. F ¥Àæ±Éß¥ÀwæPÉAiÀÄÄ 43 ªÀ À̧ÄÛ¤µÀÖ ºÁUÀÆ «µÀAiÀÄ¤µÀÖ ªÀiÁzÀjAiÀÄ ¥Àæ±ÉßUÀ¼À£ÀÄß ºÉÆA¢zÉ 

ºÁUÀÆ À̧jAiÀiÁzÀ À̧ÆZÀ£ÉUÀ¼À£ÀÄß ¥Á° À̧ÄªÀÅzÀÄ. 

2. §® ¨sÁUÀzÀ°è PÉÆnÖgÀÄªÀ CAQUÀ¼ÀÄ ¥Àæ±ÉßUÀ½VgÀÄªÀ ¥ÀÆtð CAPÀUÀ¼À£ÀÄß vÉÆÃj¸ÀÄvÀÛzÉ 

ªÀÄvÀÄÛ JµÀÄÖ ¥ÀæµÉßUÀ½UÉ GvÀÛj À̧¨ÉÃPÉAzÀÄ ¤ÃrzÉ. 

3. ¥ÀæµÉß ¥ÀwæPÉAiÀÄ£ÀÄß N¢PÉÆ¼Àî®Ä 15 ¤«ÄµÀUÀ¼À PÁ¯ÁªÀPÁ±ÀªÀÅ Ȩ́ÃjzÀAvÉ GvÀÛj À̧®Ä 

¤UÀ¢¥Àr¸À¯ÁzÀ À̧ªÀÄAiÀÄªÀ£ÀÄß ¥Àæ±Éß¥ÀwæPÉAiÀÄ ªÉÄÃ¯ÁãUÀzÀ°è PÉÆqÀ¯ÁVzÉ. 

¨sÁUÀ –J 

I. F PÉ¼ÀV£À §ºÀÄ DAiÉÄÌAiÀÄ ¥Àæ±ÉßUÀ½UÉ PÉÆnÖgÀÄªÀ À̧jAiÀiÁzÀ GvÀÛgÀªÀ£ÀÄß DAiÀÄÄÝ CªÀÅUÀ¼À 

PÀæªÀiÁPÀëgÀzÉÆAzÉUÉ GvÀÛgÀªÀ£ÀÄß §gÉ¬Äj.  (10X1=10) 

1. He can do the work but if we help him, it will be done 
faster. (Choose the correct option) 

a) him b)himself c)his d)they 
 

2. If you to do your MBA, you will a degree first. (Choose the 
correct option) 

a) want-require b)require-want c)both a &b d)none of these 

3._________ ಡ್ಹಾಪ್‌ಡ್ೌನ್‌ಮೆನುವಿನಲಿ್ಲ‌ಮ್ಹಾಕೊಾೋಗಳು‌ಲಭಾವಿ಴ೆ. 
 ಎ) ಪರಿಕರಗಳು  ಬಿ) ಸೆೋರಿಸಿ  ಸಿ) ಹೊೋಮ್  ಡಿ)ವಿೋಕ್ಷಿಸಿ 

 

4. ಸೆಿೈಷರ್ ಎನುು಴ುದು ಮೆೈಕೊಾೋಸಹಫ್ಟ್ ಎಕೆೆಲ್ ನಲಿ್ಲ ಪರಿಚಯಿಷಲಹದ ಴ೆೈಶಿಶ್ಯ಴ಹಗಿದೆ. 

a) 2007  b)2008  c)2009  d)2010 

 

5._________ ಡ್ಹಾಪ್ ಡ್ೌನ್ ಮೆನುವಿನಲಿ್ಲ ವೆೋರ್ ಡ್ಹಕುಾಮೆೆಂಟ್ ಆಯ್ಕೆ ಲಭಾವಿದೆ. 
 ಎ) ಸೆೋರಿಸಿ  ಬಿ)ಪಹಮ್ಹಾಾಟ್  ಸಿ) ಪರಿಕರಗಳು  ಡಿ)ಪೆೈಲ್  



 

6. __________ಡ್ಹಾಪ್ ಡ್ೌನ್ ಮೆನುವಿನಲಿ್ಲ ರಿಸಷಾಲ್ ಟೆೈಮೆಂಗ್ ಆಯ್ಕೆ ಲಭಾವಿದೆ. 
 ಎ) ಸೆೋರಿಸಿ  ಬಿ)ಸೆಿೈಡ್ ವೆೃೋ  ಸಿ)ಪರಿಕರಗಳು  ಡಿ)ವಿೆಂಡ್ೊೋ 

 

7. ಸಿಗೆುೋಚರ್ ಪಠ್ಾ ಆಯ್ಕೆಯು________ ಮೆನುವಿನಲಿ್ಲ ಲಭಾವಿದೆ. 

 ಎ) ಸೆೋರಿಸಿ  ಬಿ)ತಿದುು  ಸಿ) ಪರಿಕರಗಳು  ಡಿ) ಪೆೈಲ್ 

 

8. ಕಷ್ಮೆೈಸ್ ತ್ವರಿತ್ ಪಾ಴ೆೋವ ಟೂಲ್ ಫಹರ್ ಆಯ್ಕೆಯನುು ಬಲ ಕ್ಲಿಕ್ ಮೂಲಕ 
ಪಾ಴ೆೋಶಿಷಬಸುದು. 
 ಎ) ಆಫೋಸ್ ರಿಬಬನ್   ಬಿ) ಪೆೈಲ್  ಸಿ)ವಿೋವ್  ಡಿ)ಪರಿಕರಗಳು 

 

9. ಴ೆಬ್ ಪುಟ ಅಥ಴ಹ ಴ೆಬ್ ಸೆೈಟ್ ಅನುು ಪೂ಴ಾವಿೋಕ್ಷಣೆ ಮ್ಹಡಲು ಫೆಂಕ್ಷನ್ ಕ್ಲೋ ಅನುು 
ನಿಗದಿಪಡಿಷಲಹಗಿದೆ. 

  a) F12   b) F9   c)F10  d)F11 

 

10.________ ಇದು ಡಿೋಪಹಲ್್ ವಿೋಕ್ಷಣೆಯಹಗಿದೆ ಮತ್ುು ವಿಶಯ಴ನುು ಮ್ಹತ್ಾ 
ಪಾದಶಿಾಷುತ್ುದೆ. 
   ಎ) ಸಿಲಿಟ್ ಴ೂಾ ಬಿ)ವಿನಹಾಷ ನೊೋಟ ಸಿ)ಕೊೋಡ್ ವಿೋಕ್ಷಣೆ ಡಿ)ಡ್ಹಕುಾಮೆೆಂಟ್ ವಿೋಕ್ಷಣೆ 

 

¨sÁUÀ –§ 

 

II.  F PÉ¼ÀV£ÀªÀÅUÀ¼À°è£À AiÀiÁªÀÅzÁzÀgÀÆ ºÀvÀÄÛ ¥Àæ±ÉßUÀ½UÉ ªÀiÁvÀæ GvÀÛj¹j. 

(10x2=20) 
11. ಪರಿಣಹಮಕಹರಿ ಆಲ್ಲಷು಴ ಕೌವಲಾಗಳ ಪಾಯೋಜನಗಳನುು ಬರೆಯಿರಿ? 
12. ಕಹಲ್ ಸೆೆಂಟರ್ ಅನುು ವಿ಴ರಿಸಿ. 
13. ಲಕೊೋಟೆಯ ಮೆೋಲೆ ಬಳಷಫೆೋಕಹದ ರಿಟನ್ಾ ವಿಳಹಷ಴ನುು ಸೆೋರಿಷು಴ ವಿಧಹನ಴ನುು  
ವಿ಴ರಿಸಿ. 
14. ಟಹಾಯಕ್ಲೆಂಗ್ ನ ಉದೆುೋವ ಮತ್ುು ಡ್ಹಕುಾಮೆೆಂಟ್ ನಲಿ್ಲ ಬದಲಹ಴ಣೆಗಳನುು ಟಹಾಯಕ್ ಮ್ಹಡು಴ 
ವಿಧಹನ಴ನುು ವಿ಴ರಿಸಿ. 

 



15. ಹೆೈಪಲ್ಲಾೆಂಕ್ ಕ್ಲಾಯ್ಕಯ ಸಿೆಂಟಹಾಕ್ೆ ಅನುು ಉದಹಸರಣೆಯೆಂದಿಗೆ ಬರೆಯಿರಿ. 
16. ಪಿವೋಟ್ ಕೊೋಶ್ಕದ ಉದೆುೋವ಴ನುು ವಿ಴ರಿಸಿ. 
17. ಪಾಷುುತಿ ಸಹಫ್ಟ್ ಴ೆೋರ್ ನಲಿ್ಲ ಸಹಾಟ್ಾ ಆಟ್ಾ ಗಹಾಫಕ್ೆ ನ ಉದೆುೋವ಴ನುು ವಿ಴ರಿಸಿ. 
18. ಪಾಷುುತಿಯಲ್ಲ ಿಮಲ್ಲ್ಮೋಡಿಯಹ ಅೆಂವಗಳನುು ಸೆೋರಿಷು಴ ವಿಧಹನ಴ನುು ವಿ಴ರಿಸಿ. 
19. ನಿದಿಾಶ್ ಅ಴ಧಿಯ ನೆಂತ್ರ ಷವಯೆಂಚಹಲ್ಲತ್಴ಹಗಿ ಸೆಿೈಡ್ ಗಳನುು ಮುನುಡ್ೆಷು಴  
ವಿಧಹನ಴ನುು ವಿ಴ರಿಸಿ. 
20. ತ್ವರಿತ್ ಪಾ಴ೆೋವ ಟೂಲ್ ಫಹರ್ ಗೆ ಆಜ್ಞೆಗಳನುು ಸೆೋರಿಷು಴ ವಿಧಹನ಴ನುು 
ಉದಹಸರಣೆಯೆಂದಿಗೆ ವಿ಴ರಿಸಿ. 
21. ಸೆ್ೋಶನರಿಗಳ ಉದೆುೋವ಴ನುು ವಿ಴ರಿಸಿ. 
22. ಯಹ಴ುದೆೋ ಐದು HTML ಷೆಂ಩ಹದಕರನುು ಪಟ್ಟ್ ಮ್ಹಡಿ. 
23. HTML ಪುಟ಴ನುು ರಚಿಷು಴ ವಿಧಹನ಴ನುು ವಿ಴ರಿಸಿ. 
24. HTML ಎಡಿಟರ್ ಗಳಲಿ್ಲ ಕಹಗುಣಿತ್ ಪರಿಶಿೋಲನೆಯನುು ಬಳಷು಴ ವಿಧಹನ಴ನುು ವಿ಴ರಿಸಿ. 
25. MEW ನಲಿ್ಲ ಚಿತ್ಾ಴ನುು ಸೆೋರಿಷು಴ ವಿಧಹನ಴ನುು ವಿ಴ರಿಸಿ. 

 

¨sÁUÀ – PÀ 

III. F PÉ¼ÀV£ÀªÀÅUÀ¼À°è£À AiÀiÁªÀÅzÁzÀgÀÆ DgÀÄ ¥Àæ±ÉßUÀ½UÉ ªÀiÁvÀæ GvÀÛj¹j. 6x3=18 

26. BPO, KPO ಮತ್ುು RPO ಅನುು ವಿ಴ರಿಸಿ. 
27. ಔಪಚಹರಿಕ ಷೆಂ಴ಸನದಲಿ್ಲ ಅನುಷರಿಷಫೆೋಕಹದ ನಿಯಮಗಳು ಯಹ಴ು಴ು? 
28. ಡ್ಹಕುಾಮೆೆಂಟ್ ನಲಿ್ಲ ಲಕೊೋಟೆಗಳ ಗಹತ್ಾ಴ನುು ಮ್ಹಪಾಡಿಷು಴ ವಿಧಹನ಴ನುು ವಿ಴ರಿಸಿ. 
29. ಡ್ಹಕುಾಮೆೆಂಟ್ ಗೆ ಮ್ಹಡಿದ ಬದಲಹ಴ಣೆಗಳನುು ಸಿವೋಕರಿಷು಴ ಮತ್ುು ತಿರಷೆರಿಷು಴ 
ವಿಧಹನ಴ನುು ವಿ಴ರಿಸಿ. 
30. ಸೆೆಡ್ ಶಿೋಟ್ ನಲಿ್ಲ ಅಸಿುತ್ವದಲ್ಲಿರು಴ ಡ್ಹಕುಾಮೆೆಂಟ್ ತೆರೆಯು಴ ವಿಧಹನ಴ನುು ವಿ಴ರಿಸಿ. 
31. ಕಹಲ್ ಔಟ್ ಗಳನುು ಬಳಸಿಕೊೆಂಡು ಪಾಷುುತಿಯನುು ಟ್ಟಪಲಣಿ ಮ್ಹಡು಴ ವಿಧಹನ಴ನುು ವಿ಴ರಿಸಿ. 
32. ಫಹಾಕಪ್ ಪ್ರಾಪೆೈಲ್ ಫೋಲಡರ್ ಗೆ ಕಹಯಾವಿಧಹನ಴ನುು ವಿ಴ರಿಸಿ (ಮೊಜಿಲಹಿ 
ಥೆಂಡರ್ ಬಡ್ಾ) 
33. ಪಾಷುುತಿಯನುು ಎರಡನೆೋ ಮ್ಹನಿಟರ್ ಅಥ಴ಹ ಪ್ರಾಜೆಕ್ರ್ ನಲಿ್ಲ ಮ್ಹತ್ಾ ಪಾದಶಿಾಷು಴ 
ವಿಧಹನ಴ನುು ವಿ಴ರಿಸಿ. 
34. ಇಮೆೋಜ್ ಟೂಲ್ ಫಹರ್ ಅನುು ಩ಹಾರೆಂಭಿಷು಴ ವಿಧಹನ಴ನುು ವಿ಴ರಿಸಿ. 
35. ಴ೆಬ್ ಪುಟದಲ್ಲ ಿYouTube ನಿೆಂದ ಕ್ಲಿಪಿಲೆಂಗ್ ಗಳನುು ಸೆೋರಿಷು಴ ವಿಧಹನ಴ನುು ವಿ಴ರಿಸಿ 



36. ಪಹಮ್ಾ ಅನುು ರಚಿಷಲು ಮತ್ುು ವಿಭಿನು ಪಹಮ್ಾ ನಿಯೆಂತ್ಾಣಗಳನುು ಬಳಷು಴ 
ವಿಧಹನ಴ನುು ವಿ಴ರಿಸಿ. 
37. ಴ೆಬ್ ಸೆೈಟ್ ನಲಿ್ಲನ ಎಲಹಿ ಴ೆಬ್ ಪುಟಗಳಲ್ಲ ಿಬಳಷಬಸುದಹದ ಸೆ್ೈಲ್ ಶಿೋಟ್ ಅನುು ರಚಿಷು಴ 
ವಿಧಹನ಴ನುು ವಿ಴ರಿಸಿ. 

 

¨sÁUÀ – qÀ 

IV. F PÉ¼ÀV£ÀªÀÅUÀ¼À°è£À AiÀiÁªÀÅzÁzÀgÀÆ JgÀqÀÄ ¥Àæ±ÉßUÀ½UÉ ªÀiÁvÀæ GvÀÛj¹j. 

6x2=12 
38. 

 Sahil works for a call center called “Contact-One”. He is a customer service 
representative. His job requires him to answer all in-coming calls from customers and help 
them solve their issues. The office he works at is located in Gurgaon. He works from 
14.30hrs (2:30pm) in the afternoon to 23.30hrs (11:30pm) in the night. He has been 
working on the same job for a little more than 2 years.  
 
Sahil had worked as a customer service executive at a lifestyle-store before, but he likes 
this job better. That is because Contact-One is a huge organization and working there has 
helped him develop and expand his skills. He is also happy with the salary and benefits he 
receives. Sahil gets a salary of Rs 12,000 per month, and medical insurance covering him 
and his parents. He also receives an additional bonus of Rs 500 every week, if he solves 
more than 90% of his customers’ issues, which he does! The only problem that he has 
with his job is the long distance from his home to the office, and the time it takes to travel 
back and forth.  
 
A: So, where are you working at? 
B: _________________________________________________________________.  
A: Where is it located? 
B: _________________________________________________________________. 
A: Whatare the working hours? 
B: _________________________________________________________________. 
A: How long have you been working on this job? 
B: _________________________________________________________________. 
A: Tell us a little about your work. 
B: I am working as a _______________________________. The job requires 
____________________________________________________________________. 
A:  Have you worked as a sales representative before? 
B: _________________________________________________________________. 

A: How is this job different from your previous job? 
B: _________________________________________________________________. 
A: How much does your job pay you? 
B: _________________________________________________________________. 
A: What else is there? 

B: _________________________________________________________________. 

A: So, is there anything that you do not like about your job?  
B: _________________________________________________________________ 

39. ಮೆೋಲ್ ವಿಲ್ಲೋನ಴ನುು ವಿ಴ರಿಸಿ. ಮತ್ುು ಪತ್ಾಗಳನುು ಮುದಿಾಷಲು ಮೆೋಲ್ ವಿಲ್ಲೋನ಴ನುು 
ನಿ಴ಾಹಿಷು಴ ವಿಧಹನ಴ನುು ವಿ಴ರಿಸಿ. 



40. ಸೆಿೈಷರ್ ಗಳನುು ಫಲ್ರ್ ಮ್ಹಡು಴ ಉದೆುೋವ಴ನುು ವಿ಴ರಿಸಿ. ಮತ್ುು ಉದಹಸರಣೆಯನುು 
ಬಳಸಿಕೊೆಂಡು ಮ್ಹದರಿ ಡ್ೆೋಟಹಗೆ ಸೆಿೈಷರ್ ಗಳನುು ಅನವಯಿಷು಴ ವಿಧಹನ಴ನುು ವಿ಴ರಿಸಿ. 
41. ಕೆಳಗಿನ಴ುಗಳಿಗೆ ಉತ್ುರಿಸಿ 
ಎ. i) CSR ii) IRM ನ ಷೆಂಕ್ಷಿಪು ರೂಪ 
ಬಿ. ಸೆೆಡ್ ಶಿೋಟ್ ನಲಿ್ಲ ಡ್ಹಕುಾಮೆೆಂಟ್ ಗೆ ಩ಹಸ್ ಴ಡ್ಾ ರಕ್ಷಿಷು಴ ವಿಧಹನ಴ನುು ವಿ಴ರಿಸಿ. 
42. ಕೆಳಗಿನ಴ುಗಳಿಗೆ ಉತ್ುರಿಸಿ. 
ಎ. ಔಟುಿಕ್ ವಿೋಕ್ಷಣೆ ನಿಯೆಂತ್ಾಣದ ಉದೆುೋವ಴ನುು ವಿ಴ರಿಸಿ. 
ಬಿ. Microsoft Outlook ನಲಿ್ಲ URL ಅನುು ಮುಖಪುಟ಴ಹಗಿ ಸೆೋರಿಷು಴ ವಿಧಹನ಴ನುು 
ವಿ಴ರಿಸಿ. 
43. ಕೆಳಗಿನ಴ುಗಳಿಗೆ ಉತ್ುರಿಸಿ. 
ಎ. ಚೌಕಟು್ಗಳ ಉದೆುೋವ಴ನುು ಉದಹಸರಣೆಯೆಂದಿಗೆ ವಿ಴ರಿಸಿ. 
ಬಿ. HTML ಮತ್ುು XHTML ನಡುವಿನ ಕನಿಶಠ ಐದು ಴ಾತಹಾಷಗಳನುು ಪಟ್ಟ್ ಮ್ಹಡಿ. 

 (English Version) 

Instructions: 

1. This question paper consists of 43 objective and subjective types of questions 
and follows the instructions. 

2. Figures in the right hand margin indicate maximum marks for the question 
and the number of questions to be attended. 

3. The maximum time to answer the paper is given at the top of the question 
paper. It includes 15 minutes for reading the question paper. 

PART - A 

I. Four Alternatives are given for each of the following questions Choose 
the correct alternative & write the complete answer along with its 

Question number and alphabet 10*1=10 

1. He can do the work but if we help him, it will be done faster. 
(Choose the correct option) 
a) him b)himself c)his d)they 

 
2. If you to do your MBA, you will a degree first. (Choose the correct 

option) 
a) want-require b)require-want c)both a &b d)none of these 

 
3. Macros are available in dropdown menu 

a) Tools b)Insert c)Home d)View 
 

4. Slicer is a feature introduced in  Microsoft  Excel. 
a)   2007 b)2008 c)2009 d)2010 

 
5. Share document option is available in dropdown menu. 

a) Insert b)Format c)Tools d)File 
 
 



6. Rehearse timing option is available in dropdown menu. 
a) Insert b)Slide show c)Tools d)Window 

 
7. Signature text option is available in menu. 

a) Insert b)Edit c)Tools d)File 
 

8. Customize Quick Access Toolbar option can be accessed through right click on 
 

a) Office Ribbon b)File c)View d)Tools 
 

9.   Function key is assigned for previewing web page or web site. 
a)   F12  b) F9 c)F10 d)F11 

 
10. This is the default view and displays only the content. 

a) Split view b)Design view c)Code view d)Document view 

 
PART-B 

II Answer any TEN of the following questions. 10x2=20 

 
11. Write the advantages of Effective listening skills? 

12. Explain Call Center. 

13. Explain the procedure to include a return address to be used on an envelope. 

14. Explain the purpose of tracking and the procedure to track changes in a 

document. 

15. Write the syntax of hyperlink function with example. 

16. Explain the purpose of pivot table. 

17. Explain the purpose of Smart Art graphics in presentation software. 

18. Explain the procedure to include multimedia elements in a presentation. 

19. Explain the procedure to advance slides automatically after a specific duration. 

20. Explain the procedure to add commands to quick access toolbar with an 

example. 

21. Explain the purpose of stationeries. 

22. List any five HTML editors. 

23. Explain the procedure to create a HTML page. 

24. Explain the procedure to use spell check in HTML editors. 

25. Explain the procedure to insert a picture in MEW. 

 
PART- C 

III. Answer any SIX of the following questions. 6x3=18 
 

26. Explain the BPO, KPO and RPO 

27. What are the rules to be followed in Formal Communication? 

28. Explain the procedure to modify envelops size in a document. 

29. Explain the procedure to accept and rejecting changes made to a document. 

30. Explain the procedure to open an existing document in spreadsheet. 

31. Explain the procedure to annotate a presentation using callouts. 

32. Explain the procedure to backup profile folder (Mozilla Thunderbird) 

33. Explain the procedure to display the presentation only on a second monitor or a 

projector. 

34. Explain the procedure to launch the image toolbar. 
 



35. Explain the procedure to insert clippings from YouTube in web page 

36. Explain the procedure to create form and to use different form controls. 

37. Explain the procedure to create style sheet that can be used across all web 

pages in a website. 

 
PART-D 

IV Answer any TWO of the following questions.  2x6=12 

38.  

 Sahil works for a call center called “Contact-One”. He is a customer service 
representative. His job requires him to answer all in-coming calls from customers and help 
them solve their issues. The office he works at is located in Gurgaon. He works from 
14.30hrs (2:30pm) in the afternoon to 23.30hrs (11:30pm) in the night. He has been 
working on the same job for a little more than 2 years.  
 
Sahil had worked as a customer service executive at a lifestyle-store before, but he likes 
this job better. That is because Contact-One is a huge organization and working there has 
helped him develop and expand his skills. He is also happy with the salary and benefits he 
receives. Sahil gets a salary of Rs 12,000 per month, and medical insurance covering him 
and his parents. He also receives an additional bonus of Rs 500 every week, if he solves 
more than 90% of his customers’ issues, which he does! The only problem that he has 
with his job is the long distance from his home to the office, and the time it takes to travel 
back and forth.  
 
A: So, where are you working at? 
B: _________________________________________________________________.  
A: Where is it located? 
B: _________________________________________________________________. 
A: Whatare the working hours? 
B: _________________________________________________________________. 
A: How long have you been working on this job? 
B: _________________________________________________________________. 
A: Tell us a little about your work. 
B: I am working as a _______________________________. The job requires 
____________________________________________________________________. 
A:  Have you worked as a sales representative before? 
B: _________________________________________________________________. 
A: How is this job different from your previous job? 
B: _________________________________________________________________. 
A: How much does your job pay you? 
B: _________________________________________________________________. 
A: What else is there? 
B: _________________________________________________________________. 
A: So, is there anything that you do not like about your job?  

B: __________________________________________________________________ 

    ________________________________________________. 

39. Define Mail Merge. And explain the procedure to perform a mail merge for printing 
letters. 

40. Explain the purpose to Filter Slicers. And explain the procedure to apply slicers to 
a sample data using example. 

41. Answer the following 
a. Acronym for   i)CSR    ii)IRM 
b. Explain the procedure to password protect to a document in spread sheet. 

 
 
 



42.  Answer the following. 
a. Explain the purpose of Outlook view control. 
b. Explain the procedure to include an URL as home page in Microsoft Outlook. 

 
43. Answer the following. 

a. Explain the purpose of Frames with example. 
b. List at least five differences between HTML and XHTML. 

 
 

 
 

***********



 


