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Choose the correct answer :
Total No. of Questions : 11] [Total No. of Printed Pages : 8 () P A R REW AR Rreew § ey A 3Gl
‘ FA F TH FA &
(&) Cul+X
(@ Ctl+D
AY-296 (@ Ctl+V
B.C.A.I* Year (Reg./Suppl./Ex.) @ cul+C .
Exdmination; 2019 = = Which shortcut key'is used to move data in the
Office Automation Packages And Tools ‘?} :“t windows operating system?
Baper - BCA-103 s 2 @ Cul+X
- B g 3 (b) Ctl+D
Time : 3 Hours] | [Maximum Marks : 4( ?} § (c) Ctul+V
A - o e AFEE B E E (@d Ctl+C
- Note :- Attempt all the questions. = 3 (i) F= %@ P9 W FER BT A ORA N T B R
g - 2
SECTION - 'A' (#) Standard
- T o 1x5=5 () Formatting

| Objective Type Ques’ﬁon#
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(8) Print preview
() None of these
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Which of these too]bars allows changing of fursts
and their sizes 7
(2) Standard
(b) Formatting
(c) Print preview
(d) None of these
Gii) @t § Row & Column 3 SR #1 %27 ¥

(37) Column

(@ Value

(8) Address

(r) Cell _

What is the intersection of a column and a Row ¢z
. awork sheet called ?

(a) Column

(b) Value
(¢) Address
(d) Cell
(iv) Slide oM § F-g FFF TE 8w 3
(31) Title
{i!] Lists
('H) Charts

(z}  Animationsg
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Which of the following seulion does not exist in a

slide layout ?
(@ Title
(b) Lists
(¢) Charts
(d) Animations
Frst & A B9 & R 3T 39 o A TE R
(31) Table
(ﬁ') Form
(|) Worksheets
(x) Modules
Which of the following is not a type of Ms Access
database object ?
(a) Table
(b) Form
(c) Workshcels
(d) Modules
y's - iy
HECTION . 'y

~
-
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Short Answer Type Questions
2. FA Ager o RS T T g A ¥
What is the usc of control panel in windows ?
 S@EyoR
Star office 3T open office & #1 ¥ &1

What is the difference between star office & open office ?
3. M.S. word ¥ @ 10 W Bz ‘@ H fE

Write any 10 short cut key in M.S. word ?
Jga/OR
M. word & W Features 3 §HARY 7
Explain formatting features of M.S. word ?
4. THgE A IHde A I W AP 7
What is the Difference between workbook and worksheet
S9q/OR
M.S. Office & ¥ & Tmged 7
Explain function of M.S, ofyice ?
5. M.S.power® Themes 3 7l Slides ff Y 3 R
e ¢ |

How 10 design slides using (hemes ? in M.S. power point

P.T.C

¥

avwr QAR (5\
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FEE/OR

imation A BN 8wy
ion # custom &7 :
prestentaion

w to insert custom _ ! ,
6 HOEEH g 0 d < Ris ol B awEy
. .. e orenting mothods in M.S. Access )

HOWOR

Py Y ST W IR
Explain the following with example

aﬂilnhlinn in your prestentajop ?

Explain different tabl

g*: (a) Modify table stn:;‘.ttlll'e ?

S () ImportingData?

: 8 - W

3 SECTION - 'C’

2 & sat v 5x5=25
= Long Answer Type Questions

S 7. MS. Windows & 71 RaTC ¥ | M.S.windows 3 & @

9 Ry |
Write about features of M.S, windows ? also explain ver-
sion of M.S. windows 7

HMWMIOR
windows 4 New ms‘;ﬂqi_ @ht “F'ﬁatﬁ . .
QY EEW oI SHRER
1 % Py feege |
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What is the process of Inglling and uninstalling New
Hardware & software in windows ?

. m.og. 3¢ § 9 8 0 3 R ol w7 R

What are various ways to set margins in Ms-word ?
HYI/OR
w.qw. 38 ¥ fBie waie § ouRea R offerdt § @ B 9@
# R @e awagd ?
Describe in detail any five print option in aprint command
in M.S. word ?7
P ot it ool RiRaR
Write short Noteon |
(a) Ms. Excel tool bars and menus
(b) Different views of worksheets.
(c) Cell formatting.
HAYT/OR
.oy, TR ¥ AR AR 98T 9 TR 3 R 9w e
Explain steps of creating bar & line chart in Ms. Excel ?

10, A< Uz ¥ Hd wRe & Bt @ @ R lfes FJ-3

4
What are various options to print slides of a power point
presentation ?
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F9a/OR
mﬁﬁgﬁﬁéﬁiﬁzaﬁ?mw$mmmﬁ

ISicidl
Write steps for msertmg Deletmg and copying of slides.

11. mmm

(ai]%arrSEi‘;
() wof e
(8) R
Write short note on - -
(@ Layoutview . . .
() Form Wizard -
(c) Designv_iew |
Sa/OR.
Tq. Td. qﬁaﬁ%ﬁﬂﬁﬁﬁaﬁ%ﬁmml

Write the procedure for preparing a query in Ms. Access ?
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