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THREE YEAR B.A./B.Com./B.Sc., (CA) (CBCS) DEGREE EXAMINATION, APRIL 201
SECOND SEMESTER '
Part II - Computer Applications

Paper II — OFFICE AUTOMATION TOOL
Time : 3 Hours ; ; Max. Marks : 75
: SECTION - A

A RVIEN
Answer any FIVE of the following questions.
2 DL [FHOFT° DATFEBR0) FPO0B0.
" (Marks : 5 x 5 marks = 25 marks)
1.  Write a short ﬁote on My Documents.

WerEgR08eY) 80D Hor EaHod.

2. Write short notes on Word processing.

5B [ranoh 809 HHrN0r EraHod.
& )0 [°

3.  Explain about Header and Footer in Microsoft Word.
0.0 3§ &0 wreh) B0k Freabyto K809 2:HBoBOE.

4.  Explain undo and redo commands in Microsoft Word.

0.9, HHSER BN 2B8AkH B Ehrsotkery DHBoBoE.

5.  What is Excel? Write the features of Excel.

D0.JR. IS BIMTIN? TV OZETOR @00

6. Explain Transitions in Microsoft PowerPoint.

D0.dR. 558 00SSD LYY H80d ErAH0E.

7.  Write a short note on Relationships in Microsoft Access.

0.0, 9SSR Sowogred K80d HJore EraHod.

8.  Write a short note on Primary key in Microsoft Access.

20.0%. FHES* P8 & K800 HJore Eranod.

[P.T.O]



10.

n.

(a)

(b)

(a)

(b)

(a)

(b)

SECTION -B
gPS00 - D

Answer ONE question from each Unit.

: Each question carries 10 marks.
98 0S0Im0E5 K008 2.8 [5%)50 SATEERHI0 EPAi0B0.
98 (555 10 H0°8y,e0.
(Marks : 5 x 10 marks = 50 marks)
: | UNIT -1
What is Recycle bin? Explain its working.

58S DS ITIN? TR B, SOV dHBoVok.

Or

Write a detailed note on Document Storage and Retrieval.

G50065) Deg DE S0 B8R (2r0iico) 298 Hofro K809 EraHok.
UNIT - 11
Explain various text format specifications in Microsoft Word.

20.28. 386" BEyeS B30 (SdgEBen K80 2HBoBOS.

Or

Write a detailed note on Tables in Microsoft Word.

20.0%. 356" Sesen K80 PDSeTGEOT EAHOS.
UNIT - II1
What is PowerPoint? Explain various features of Microsoft PowerPoint.

555 200065 SRITA? T B, DI OFETOR 80D oG

Or

Explain how to add, delete and number slides in Microsoft PowerPoint.

0.0, 398 2a0e5S® P&y FGodto, SVIaE0 DB Soewbein &'dowvio 80D

@°000G.
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13.
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UNIT -1V

Explain any five text functions in Microsoft Excel with examples.

20.05. DBySES® I i BE) HoER) K809 &TrEEs” 9580504

Or

Explain basic formatting options available in Microsoft Excel.

20.9%. SBE® 838)e5 Ge30R e53S (Jodgen) B0 dHBoBoG.

UNIT-V

Write a detailed note on Tables in Microsoft Access.

20.9R. MZYoS® Bandy (Se38e0) KHB0d dSBore Erafok.

Or

Explain Reports in Microsoft Access.

D0.90. J3)0S° 828y K809 ErADHOG.
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