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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?
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2. If the following are called the building blocks of

Computer based Office Automation System :
(1) Text Processor and related system.
(i1)  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?

(1) Creating a new presentations.
(i)  Opening an existing presentation.

(iii)) Saving a presentation with a different

name.
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4.

5.

(iv) Changing the text alignment.

(v)  Changing the background colour.

(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.

(i1) Explain how has document flow management
changed in offices in past few years? What

are its advantages and disadvantages?

SECTION—B

What are the various features of MS-Word? Also

suggest its application in Education Industry.
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Write short notes on the following :
(1) Word Art

(i1)  Status Bar

(iii) Check Box

(iv) Bold Italics and underline

(v)  Paragraph Formatting.

Write short note on the following :

(1) Worksheet

(i) A Cell

(iii) A cell Pointer

(iv) A cell Address

(v)  Why Excel is helpful in Calculation work?
In which areas can MS Excel be used? Also briefly

explain how it can be useful in the Commerce

field.
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9.

SECTION—C

Attempt any eight short notes on the

following :

1)

(i1)

(iii)

(iv)

(v)

Write a brief note on Bold, Italics and

Underline in MS-Word.

What are the steps to include Header and

Footer in a Word document?

Name few Window Accessories and write a

brief note on any one of them.

Name any three tools used for automation
of tasks in an Office automation system.

Briefly state uses of any one of them.
What is the shortcut key for the following :
(a) Underline

(b) Center Align

(¢) To Create a new word document.
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(vi)

(vii)

(viii)

(ix)

(x)

How can you apply security to your

Worksheet?
Write a short note on Control Panel.

Write the steps to change the name of a file

in a folder.
What is the purpose of Recycle Bin?

Write a short note on Clip Art in

MS-Power Point.
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PUNJABI VERSION 3. foH&-w9A § MS PowerPoint &9 fas" &3 7
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(i) fue® IS AS ST vesat few TA3<H
o€ ydgu fae' s famr J7 fere &3
w3 Temt & T&?

g7d—B

MS-Word © fefds ®z= @t 952 fRfunr Guuar
few fer &t =93 fem|

Ray &c feu:
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(i) HASSH =9I
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(i) A A% uynifeegl
(iv) A A% W33AI
(v)  Excel nias feg fa€ moet der I°?

MS-Excel § fas" 839 feg =afsnt 7 Aaer 7
feg aHaA @ 439 feu fae ®3Iadl I A I°?

FTI—C

J5 fou f&9° €t 8 '3 AUy 3< oy .

i) MS-Word feu 883, feefaan 3 nizawels
'3 HYY &2 f&d

(i) fed Word few ©vAs=w fev Is9 w3
gcd AIH® J96 feud uz€ fayl

(iii) o 37 viaARdlg © & fsd »3 far
fea '3 AYy &< feyd)

(iv) fea ©e3dt ARE®A YT few wmeHAs
a9at »et f35 Aot @ & fay w3 fan
fea @ ®9 a4

2411/MdJ/1199/W 10



(v) foH&-T9A TH3 AGe-dc-dl ot It I?
(a) W3IBS BTt
(b) IAEI-MBFES Bt

(¢) &< Word T©A3<H © feans 9o
1025

(vi) ZH »uSt T9aHle § AIfur faR yEre
a9 ASE 97

(vii) dI% Us®E3 fex AUy &2 fayi

(viii) feqd B39 feu fex oEls @ & TEBs
FEl yzet & Aaeaet febl

(ix) dAetas fas & Hé9g o der I?

(x) MS PowerPoint feg aIfsu-nrge '3 AYY
ac faui
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