-----------

Roll Now e e
7042

(N
printed Pages : 4] |

r Applications (B.C.A.)

Bachelor of Compute
an. 2024

r-1 (CBCS) I xamination, Dec. 2023/)

Semeste
OFFICE AUTOMATION USING PC I’A(,'KA(}ES

/Duration : 382/ Hours| guTieh/Max. Marks : 80
[7gan It/ Min. Pass Viarks : 32

Instructions :

The question paper is divided in Five Units. Each ‘unit carrics an internal cholce.

L.

2. Attempt ene question from each Unit. Thus attempt Five questions in all.

3. Al questions carry equal marks.

4. Assume suitable data wherever nccessary.

5. English version should be deemed to be correct in case of any anomaly n
translation.

6. Candidates should write his/her Roll Number at the prescribed space on the

question paper.
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Unit 1 @& 1)

1. Describe different characteristics of Word Processor.
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2. Describe the process of creating, saving and printing a new document in Word

Processor. '
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Unit 11 (& 11)

3. Describe Mail Merge and its process.
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4. Describe the process of editing and running a Macro.
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Unit 111 (=13 111)

Describe basic ¢lements of spreadsheet.

EJI

s
A

gevle & W ael w1 o e

Or (3tear)

6. Describe different Cell formatting options available in spreadsheet.
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Unit IV G&E 1V)

7 Describe different functions available in spreadsheet.
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8. Describe the process of creating charts in spreadsheet.
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Unit VvV (375@ V)

9. Desceribe the process of creating presentation.
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10. Describe the process of printing presentation.
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