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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 1½ marks

each.

SECTION—A

I. 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. Explain :

(a) Slide show.

(b) Slide Sorter view.

(c) Notes view. (9)

IV. 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

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

data formats with suitable example. (9)

VI. Write a note on formatting of Excel worksheet. (9)

VII. Explain how forms are created in Access. (9)

VIII. What do you mean by queries? Discuss the process to

create report. (9)
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SECTION—C

(Compulsory Question)

IX. Define :

1. Print Preview.

2. Thesaurus.

3. Slide Show.

4. Queries in Access.

5. Keyboard shortcut.

6. Cell. (6×1.5=9)
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PUNJABI VERSION

not : Bwg A Aqy B ivcoN do-do pRSn kro[ hryk pRSn dy
9 AMk hn[ Bwg C swrw kro[ ies ivc 6 sMKyp au~qr
vwly pRSn 1½-1½ AMkW dy hn[

Bwg—A

I. MS-Office kI hY? ies dIAW kI ivSySqwvW hn? sDwrn

AwiPs kMtrolW dI vI crcw kro[ (9)

II. Mail merge dI, FukvIN audwhrx sihq crcw kro[   (9)

III. ivAwiKAw kro :

(a) slweIf SoA[

(b) slweIf swrtr vIaU[

(c) nots vIaU[ (9)

IV. tybl kI hY? MS-Word ivc tyblW ivc hyT iliKAW
ikirAwvW iks qrHW kIqIAW jw skdIAW hn :

(a) iksy kqwr (Row) nUM Kqm krnw[

(b) kqwr aucweI nUM vDwauxw[ (9)
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Bwg—B

V. MS-Excel ivc ikMny AMkVy PwrmYt hn? FukvIN audwhrx

sihq AMkVy PwrmYtW dI crcw kro[ (9)

VI. AYksYl vrkSIt (Excel worksheet) dy PwrmYitMg 'qy

iek not ilKo[ (9)

VII. Access ivc rUp iks qrHW bxwey jWdy hn? ivAwiKAw

kro[ (9)

VIII. pRSnW (Queries) qoN quhwfw kI Bwv hY? irport bxwaux

leI pRikirAw dI crcw kro[ (9)

Bwg—C

(lwzmI pRSn)

IX. pirBwSw idE :

1. ipRMt pRIivaU[
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2. sm-ArQ koS[

3. slweIf SoA[

4. Access ivc pu`C-ig`C[

5. kIA-borf Swrtkt[

6. sYl[ (6×1.5=9)

——————


