RO NO. wovveeeeieen,

(N 7042

Printed Pages : 4] : IBCA1/CCC1

Bachelor of Computer Applications (B.C.A.)
Semester-I (CBCS) Examination, Dec. 2023/Jan. 2024

® OFFICE AUTOMATION. USING PC PAC_KAGES

3R/ Duration : 3 "e/Hours| [quTieh/Max. Marks : 80
© [gFem S¥iutieR,/ Min. Pass Marks : 32

Instructions :

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

!\J

Attempt one question from cach Unit. Thus attempt Five qucslmns in all.

3. All questions carry equal marks.

4. Assume suitable data wherever necessary.

5. English version should be deemed to be correct in case ol any anomaly in
0 translation.

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

question paper.
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Unit | GEhTsf I)

I. Describe different characteristics of Word Processor.
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Or (3teraT)

2. Describe the process of creating. saving and printing a new document in Word

Processor.
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3. Describe Mail Merge and its process.
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4, Describe the process of edifing and running a Macro.
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Unit 111 (<03 111)
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Describe basic elements of spreadsheet.
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6. Describe different Cell formatting options available in spreadsheet.
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~ Unit IV G&3IV)

7 -Describe-different' ﬁmctibns avgilable in spreadsheet.
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8. Describe the process of creating charts in Spread'shéet._
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Unit V (3%TE V)

9. Describe the process of creating presentation,
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10. Describe the process of printing presentétion.
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