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OFFICE AUTOMATION AND PRODUCTIVITY

TOOLS

Paper–BC–210

Semester–II

Time Allowed : 3 Hours] [Maximum Marks : 60

Note : The candidates are required to attempt two

questions each from Sections A and B carrying

9 marks each and the entire Section C

consisting of 8 short answer type questions

carrying 3 marks each.

SECTION—A

1. What is the importance of Office Automation for

Business enterprises?

2. If the following are called the building blocks of

Computer based Office Automation System :

(i) Text Processor and related system.

(ii) Electronic document management system.

(iii) Electronic message communication

system.

(iv) Tele-conferencing and video-conferencing

systems.

Then how do you think they are beneficial in today’s

business enterprises. Answer by explaining each

of the above mentioned components.

3. Explain how the following can be done in

MS-Power Point?

(i) Creating a new presentations.

(ii) Opening an existing presentation.

(iii) Saving a presentation with a different

name.
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(iv) Changing the text alignment.

(v) Changing the background colour.

4. (i) What is the purpose of the following bars in

Windows :

(a) Title bar

(b) Menu bar

(c) Tool bar

(d) Scroll bar

(e) Status bar.

(ii) Explain how has document flow management

changed in offices in past few years? What

are its advantages and disadvantages?

SECTION—B

5. What are the various features of MS-Word? Also

suggest its application in Education Industry.

6. Write short notes on the following :

(i) Word Art

(ii) Status Bar

(iii) Check Box

(iv) Bold Italics and underline

(v) Paragraph Formatting.

7. Write short note on the following :

(i) Worksheet

(ii) A Cell

(iii) A cell Pointer

(iv) A cell Address

(v) Why Excel is helpful in Calculation work?

8. In which areas can MS Excel be used? Also briefly

explain how it can be useful in the Commerce

field.
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SECTION—C

9. Attempt any eight short notes on the

following :

(i) Write a brief note on Bold, Italics and

Underline in MS-Word.

(ii) What are the steps to include Header and

Footer in a Word document?

(iii) Name few Window Accessories and write a

brief note on any one of them.

(iv) Name any three tools used for automation

of tasks in an Office automation system.

Briefly state uses of any one of them.

(v) What is the shortcut key for the following :

(a) Underline

(b) Center Align

(c) To Create a new word document.
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(vi) How can you apply security to your

Worksheet?

(vii) Write a short note on Control Panel.

(viii) Write the steps to change the name of a file

in a folder.

(ix) What is the purpose of Recycle Bin?

(x) Write a short note on Clip Art in

MS-Power Point.



PUNJABI VERSION

notnotnotnotnot ::::: Bwg A Aqy B hryk ivcoN do-dodo-dodo-dodo-dodo-do pRSn kro Aqy hryk

pRSn dy 9 AMk hn[ Bwg C swrw kro[ ies ivc

8 sMKyp au~qr vwly pRSn lwjmI hn Aqy hryk

pRSn dy 3 AMk hn[

BwgBwgBwgBwgBwg—A

1. vpwrk AdwirAW vwsqy dPqrI svY-cwlkqw dw kI

mh`qv hY?

2. jy inmn-drj nUM kMipaUtr-AwDwrq dPqrI svY-

cwlkqw dy auswrI p`Qr ikhw jwvy qW:

(i) tYkst poRsYsr Aqy sbMDq pRxwlIAW[

(ii) ielYktroink dsqwvyz pRbMD pRxwlI[

(iii) ielYktroink sMdyS sMcwr pRxwlI[

(iv) tYlIkwnPryisMg Aqy vIifE kwnPryisMg pRxwlIAW[

qW quhwfy ivcwr ivc Ajoky vpwrk AdwirAW ivc

ieh ikvyN lwBkwrI hn? Awpxw au~qr auprokq ivcoN

hryk sMGtk dI ivAwiKAw nwl ilKo[

3. inmn-drj nUM MS PowerPoint iv`c ikvyN kIqw jw

skdw hY?

(i) nvIN pySkwrI dw inrmwx krky[

(ii) vrqmwn pySkwrI KolHx nwl[

(iii) v`Kry nwm nwl pySkwrI nUM bcwaux nwl[

(iv) tYkst AlweInmYNt bdlx nwl[

(v) ip`C-BUmI dw rMg bdlx nwl[

4. (i) ivMfoj ivc inmn-drj bwrz dw mnorQ kI

hY?

(a) tweItl bwr[

(b) mInU bwr[

(c) tUl bwr[

(d) skrol bwr[

(e) styt`s bwr[
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(ii) ipCly kuJ swlW iv`c dPqrW ivc dsqwvyj

vhwE pRbMD ikvyN bdl igAw hY? iesdy lwB

Aqy hwnIAW kI hn?

BwgBwgBwgBwgBwg—B

5. MS-Word dy iviBMn l`Cx dI hn? isiKAw audXog

ivc ies dI vrqoN ivcwro[

6. sMKyp not ilKo:

(i) Sbd klw[

(ii) styt`s bwr[

(iii) cYk bwks[

(iv) bolf ietYilks Aqy AMfrlweIn[

(v) pYrwgRwP PwrmYitMg[

7. inmn-drj 'qy sMKyp not ilKo:

(i) vrkSIt[

(ii) A sYl
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(iii) A sYl puAWieMtr[

(iv) A sYl AfrYs[

(v) Excel AMkx ivc ikauN shweI huMdw hY?

8. MS-Excel nMUM ikvyN KyqrW ivc vriqAW jw skdw hY?

ieh kwmrs dy Kyqr ivc ikvyN lwBkwrI ho skdw hY?

BwgBwgBwgBwgBwg—C

9. hyT ilKy iv`coN koeI 8 'qy sMKyp not ilKo :

(i) MS-Word ivc bolf, ietYilks Aqy AMfrlweIn

'qy sMKyp not ilKo[

(ii) iek Word ivc dsqwvyz ivc hY~fr Aqy

Pu`tr Swml krn ivcly pVwE ilKo[

(iii) kul ivMfoz AYksYsrIz dy nW ilKo Aqy iksy

iek 'qy sMKyp not ilKo[

(iv) iek dPqrI svYcwlk pRxwlI ivc AwtomySn

kwrjW leI iqMn sMdW dy nW ilKo Aqy iksy

iek dy lwB ilKo[



(v) inmn-drj vwsqy Swrt-k`t-kI kI huMdI hY?

(a) AMfrlweIn leI

(b) kyNdr-AlweIn leI

(c) nvyN Word dsqwvyj dw inrmwx krn

leI

(vi) qusIN AwpxI vrkSIt nUM sur`iKAw ikvyN pRdwn

kr skdy ho?

(vii) kMtrol pYnlauqy iek sMKyp not ilKo[

(viii) iek Polfr ivc iek PweIl dw nW bdlx

leI pVwvW dI jwxkwrI idE[

(ix) rIsweIkl ibn dw mnorQ kI huMdw hY?

(x) MS PowerPoint ivc kilp-Awrt 'qy sMKyp

not ilKo[
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