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PC-4347/MH

A-2051
MS-OFFICE AUTOMATION TOOLS
Paper-BAP-103

(Semester—II)
Time : Three Hours] [Maximum Marks : 45

Note :  Attempt two questions each from Sections A and B
carrying 9 marks each and the entire Section C consisting

of 6 short answer type questions carrying 1% marks

each.
SECTION—A
L What is MS-Office? What are its characteristics? Also
discuss common office controls. 9
II. Discuss Mail merge with suitable example. 9
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III.

IVv.

VL

VIL

VIIL.

Explain :

(a) Slide show.

(b) Slide Sorter view.

(c) Notes view. 9

What is table? How the following operations can be

performed in Table in MS-Word?

(a) Delete any row.

(b) Increasing row height. 9

SECTION—B

How many data formats are available in MS-Excel? Discuss

data formats with suitable example. 9
Write a note on formatting of Excel worksheet. 9
Explain how forms are created in Access. 9)

What do you mean by queries? Discuss the process to

create report. 9

4347/MH/000/HHH/2522 2



SECTION—C
(Compulsory Question)
IX. Define :
1.  Print Preview.
2. Thesaurus.
3. Slide Show.
4.  Queries in Access.
5.  Keyboard shortcut.

6. Cell. (6x1.5=9)
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II.

II1.

IV.

PUNJABI VERSION

: 391 A3 B fed’ - yAs IS I3 YAS ©

9nix I&| Fa1 C AT 91 fer feg 6 Aoy €39
TH YHAS 1%-1% mid & Ta|

gTd—A

MS-Office 1 32 &R it ot feRAS™= I67 ATTS
nifer dedst & < 939" 9| )

Mail merge &1, @<t 803z AfI3 g9gT 31 (9)
fenrfanr a3
(a) A®EE A

(b) ABERS A9 I
(c) &2H 8| )

2g% df I7 MS-Word feg 2ut feg I fafunr
fafonet far 391 St 77 AaE TI5

(a) faA FBT (Row) & ¥SH FI&TI

(b) F3T GIEt § TURE )
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VI

VIL

VIIIL

IX.

gTd—B

MS-Excel feg fdd nia3 @9HE I6? <t Gerads

Afg3 wigg T9He’ & 939" 9| )

~

WITH® TISHIE (Excel worksheet) @ @IHfET '3

fex & &g )

Access feg gu for 397 gz AE I57 fenfemr

I )

YHST (Queries) 3° 3T3T ot 3@ J? foude F=@T

st yfafonr &€ 9397 a3l ©)
89—C
(Tt yrs)
ufggmr feb :

1. fjz yifel
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2. AH-JE JH|

3. ASTEE Aol

4. Access feg ljﬁ—]%fé’l
5. AM-893 HIa<|

6. RSB (6x1.5=9)
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