wod fygouijuo

onlineBU.com

Roll No,

Tota [Total No. of Printed Pages

AZ-146
B.CA. 1st Year (Reg.) Main Examinati,
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OFFICE AUTOMATION PACKAGES AND
TOOLS

Paper - BCA-103

Time Allowed : Three Hours] [Maximum Marks : 25

Note : Attempt all questions.
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Q.1. Choose the correct answer. S x Va=12Vs

i) Which of the following is suitable after you
install new drivers
(a) Shutdown (b) Restart -

(c) Sleep (d) Hibernate
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1) Portrait and Landscape are ____

(a) Papersize
(b) Pagelayout
(c) Pageorientation

(d) None

" iii) Which of the following keyboard shortcut can

__be used for creating a chart from selected cells.

(a) Fll - {b) FI10 %-
=
~

(c) F4 (d F2 g"i.

iv) Which file format can be added to a %

PowerPoint Slide?

(a) .gif (b) .Jpg

(c) wav (d) Allthe above

v) InMS-Access Ctrl-O is used to
(a) Openanew database
(b) Openanexisting database
(c) Exit MS-Access

(d) None of these
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Section
-B
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: ‘ tting UP
- ain : r 5¢
Q2 Expl how -C()ﬂtf{)l panel 13 use Computer'
common devices to be ysed with ¢~

OR
ing terms:
What do you understand by the following
a) Accessories
b) Recycle Bin
ons

Q.3. Explain the function of the following opt

a) Find and Replace -

wod jgauijuo

b) Spell check
OR

What are tabs and their types?

hat is a worksheet? What is it used for? Name

Q4. W .
the different types of data that can be stored in
cells?
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OR

Explain the following actiong ¢,4¢ are used in a
worksheet.

a) Column freezing
b) Window splitting
c) Label

d) Rcsizing of cells

Q.5. Write the steps to insert audio in a presentation.

OR
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What is custom animation? Explain.

Q.6. Define the following (any two)
| a) Database
b) SORT
¢) HLTER
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: pescribe the f()lluwing._

g) Versions of W'mdows
b MS office
OR |
a) Icons, Files and Folders

- b) Internet settings
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- ' MS-Word.
Q8. Explain the following with respect to
a) Auto correct and Auto text

b) Headers and Footers

OR
2) Mail Merge
b) Tables
T.0.
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Q.9. Explain the lse

()ff
examples of atle St

*fy "Metions,
OR

Explain the use o

options in Exce]

Q.10. What do you understan g

7dby slige ?How
are special effects agdeq gy .. "2nsition? Hov

Slide ransitions?

OR
a)  What are master slides?

b). Explain how notes

and handoyts can be made
in PowerPoint. '

Q.11. ‘Explain the st

eps mvolved to create a table in
MS-Access 5

nd input data in 1t

OR

)  What are field
Sel or reset?
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nm‘las in a worksheet with

0 0,,Filte_f and Comment

properties? How can they be |
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