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Model Paper

Under Graduate Diploma In Computer Applications (U.G.D.C.A)

II - Semester Examination
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Subject: Computer Applications
CAUD - 201: Office Automation Package

Time: 2 Hours Max Mark: 70
Note: Note: This question paper comprises of three Sections A, B and C. All

guestions are compulsory.
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Section - A; 9§ 3

This section consists of five questions; each sub question carries 2 marks. Answer these

guestions in not more than 50 words.

TS T UITIU-UYE | U0D IU-UH P 2 b & | UdP Dl IR

s T 3P s0 Weaf & ¢ |
Define the terms: / /=1 &1 IRV & :

Template/cHic
Chart Wizard / e fasrs

Drop Cap/ $U &4
Font / Bl
Cell Address / ol TsSv

Section-B/ T8 §
Answer in about 200 words. Each question carries 10 marks.
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Find out the errors and rectify them in the formulae given below?
I T T BRE T B gfed 3R IT L BRI

Sum (B: D) for first row

Maximum (A1/B5)

Sum (Al; B5)

= Min (B5*B10)

or/srerar
Define the terms:/ /= &1 aR9T &
Format painter ( wide teR)
Alignment CRIERLE)
Slide sorter (XATZS TIeR)
Filter (Peey)

P.T.O

N NN NN

10



Explain all steps involved in making and saving a file in MS word.

UH UH 9 H RIS IA79 30T AT Fd o6 THT FL0N 1 SATAT Fe
or/3ferdr

What is MS Access? How can you create a “Table” using Design
View? Describe “Primary Key” in detail.

MS Access HIT 8?7 31U fSHISH & BT STINT TR T’ dH IR IR
T ¥ I A B R g iRy |
What do you understand by Slide Show of the Power Point

Presentation? How can you setup the show to run the Presentation
continuously until Escape?

qraR Wige | Tollgs I I MY R IH © | MY fhddl yoi=<eq & o
BT P PR T B Ahd & dlfe d8 Uoi=e[ dd ddb ddl ofd ddb b
Escape key BT 7 TN S |

or/aferdr
What is the difference between paragraph border and page border in
MS Word?
MS Word # IRTITH dfex dT Ul §fex # 3Tk §dm |

Section - C/ TS 9
Answer in about 300 words.Each question carries 15 marks.

UAP UY DI IR 300 Ysdl H & |UAP UY 15 3fbl BT ¢ |

What do you understand by Objects, Clip Art, Word Art and others
tools available in Drawing Tool Bar?

SIS T IR WR IURT 3ifeorde, oy TS, IS 3 Tl 377 S8 <ol
T 3T T FHSTI & 2

or /3T
What are Rows and Columns in a Worksheet? How can you insert
more Rows or Columns in a Worksheet?

JhINT T I TAT HiclH FT Bld 87 dHhIe H A9 fhbd Uer 3R 31w
Rows IT Columns SToT ddhd 27

What are charts in MS Excel? What are different types of charts?

THUH T H ATE FAT gid &2 AT TR & 97e 77 82
or/sierar

How can you insert dates into the Footer in the MS Power point
presentation?

AT MSTTET qise Ysiea™ § Footer § fadTsh iy AFTTord ¥ Tohd 872
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