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PC-4581/MH

A-2051
MS-OFFICE AUTOMATION TOOLS
Paper-BAP-103
(Semester—II)

(Private & Distance Education)
Time : Three Hours] [Maximum Marks : 60

Note :  Attempt rwo questions each from Section A & B carrying
12 marks each and the entire Section C consisting of

6 short answer type questions carrying 2 marks

each.
SECTION—A
L. Describe the common Office controls.
II. What is Word processing? Discuss the various features of

Word processing.

I1I. How indents and outdents help to set margins? What are
templates? How to create a new document with a

template?

4581/MH/000/HHH/2624 [P.T. O.



Iv. Explain the main features of MS-PowerPoint and its uses

in business environment.
SECTION—B

V. How functions make tasks easy in Excel? Explain different

types of mathematical and statistical functions with example.
VI What is Filtering? How to filter data records in Excel?
VII.  Explain various components of MS-Access.

VIII. Define query. Describe various techniques used to create

a query.
SECTION—C
(Compulsory Question)
IX. Write brief answer of the following :
1. What is Office Automation?
2. What are autocorrect features of MS-Word?
3. What is slide sorter view?
4.  What is spreadsheet?
5. What is Range?

6. What is a macro?
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PUNJABI VERSION
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IV.  MS-PowerPoint €t HY feRms= 3 faAsH @=3<ds

feg fem @ ofefent & fenrfunr a3

gTd—B

V. Excel fS9 SaHG dH & far 397 wiA® 928T I57
afest m3 viafant AUt aHt &t U-Ty faAdt
d1 @uragz mfos fenrfunr a3

4581/MH/000/HHH/2624 3 [P.T. O.



VL.  fe®ed a3 &t I7 Excel few 37 faagst § fewed

fqr 39" di3T AfEr J°
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