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MS-OFFICE AUTOMATION TOOLS

Paper–BAP–103

(Semester–II)

(Private & Distance Education)

Time : Three Hours] [Maximum Marks : 60

Note : Attempt two 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

I. Describe the common Office controls.

II. What is Word processing? Discuss the various features of
Word processing.

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

not : Bwg A Aqy B ivcoN do-do pRSn kro[ hryk pRSn dy
12 AMk hn[ Bwg C swrw kro[ ies ivc 6 sMKyp au~qr
vwly pRSn 2-2 AMkW dy hn[

Bwg—A

I. Awm AwiPs kMtrolW dw vrxn kro[

II. vrf pRosYisMg kI hY? vrf pRosYisMg dIAW v`K-v`K
ivSySqwvW dI crcw kro[

III. mwrijn sYt krn leI ienfYNt Aqy AwaUtfYNt iks qrHW
mdd krdy hn? Prmy (Templates) kI hn? iek Prmy
nwl iek dsqwvyz iks qrHW bxwieAw jWdw hY?

IV. MS-PowerPoint dIAW mu`K ivSySqwvW Aqy ibjns vwqwvrn
ivc ies dy PwieidAW dI ivAwiKAw kro[

Bwg—B

V. Excel ivc PMkSn kMmW nM iks qrHW Aswn bxwauNdy hn?
gixqI Aqy AMkiVAW sbMDI kMmW dIAW v`K-v`K iksmW
dI audwhrx sihq ivAwiKAw kro[

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



VI. iPltr krnw kI hY? Excel ivc fYtw irkwrfW nUM iPltr
iks qrHW kIqw jWdw hY?

VII. MS-Access dy v`K-v`K BwgW dI ivAwiKAw kro[

VIII. pRSn (Query) dI pirBwSw idE[ iek pRSn bxwaux leI
vrqIAW jWdIAW v`K-v`K qknIkW dw vrxn kro[

Bwg—C

(lwzmI pRSn)

IX. hyT iliKAW dy sMKyp au~qr ilKo :

1. AwiPs svY-cwln kI hY?

2. MS-Word svY-suDwrn ivSySqwvW kI hn?

3. slweIf swrtr vIXU kI hY?

4. sprYfSIt kI hY?

5. ryNj kI hY?

6. mYkro kI hY?

——————
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