
 
 

Model Paper  

Under Graduate Diploma In Computer Applications (U.G.D.C.A)  
II – Semester Examination  

मॉडल पेपर 
 iwoZ&Lukrd fMIyksek va”kdkfyd f}rh; lel= ijh{kk  

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 

questions are compulsory. 

इस प्रश्नपत्र में तीन खंड अ, ब तथा स हैं | सभी प्रश्न अननवायय हैं | 

इस खंड में पांच उप-प्रश्न हैं | प्रते्यक उप-प्रश्न के 2 अंक हैं | प्रते्यक का उत्तर 

अनधक से अनधक 50 शब्द ंमें दें | 
 

Section – A / खंड अ 
This section consists of five questions; each sub question carries 2 marks. Answer these 
questions in not more than 50 words. 

1.  Define the terms: / fuEu dks ifjHkkf’kr djas %  

    

    

 a) Template/VsEiysV 2 

 b) Chart Wizard / pkVZ fotkMZ 2 

 c) Drop Cap /  Mªki dSi  2 

 d) Font / QkWUV 2 

 e) Cell Address / lsy ,Mjsl 2 

 

   
 

  Section – B / खंड ब 

Answer in about 200 words. Each question carries 10 marks. 

प्रते्यक प्रश्न का उत्तर 200 शब्द ंमें दें | प्रते्यक प्रश्न 10 अंकद ंका है | 

 

    

2.  Find out the errors and rectify them in the formulae given below? 

uhps fn, x;s QkewZyk es xyrh dks <waf<;s vkSj mUgsa lgh dfj,& 
= Sum (B: D) for first row 

= Maximum (A1/B5) 
= Sum (A1; B5) 

    = Min (B5*B10) 

or/vFkok 

 

 

  Define the terms:/ fuEu dks ifjHkkf’kr djsa% 

 Format painter             (           ) 

Alignment   ¼vykbuesaV½ 

Slide sorter                  (          ) 
Filter                            (       

P.T.O 

10 



 
 

_______________ 

 
3.  

 

 

 

 

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

एम एस वडड में फाइल बनाने और सेव करने के सभी चरणों की व्याख्या करें। 
or/vFkok 

 

10 

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

MS Access D;k gS\  vki fMtkbu O;w dk mi;ksx djds ßVscyÞ dSls rS;kj dj 

ldrs gSa\ Þizkbejh dhÞ dks foLrkj iwoZd fyf[k,A 

 

4.  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? 

ikoj IokabV esa LykbM “kks ls vki D;k le>rs gSaA vki fdlh iztsUVs”ku ds “kks 

dks fdl izdkj lsV dj ldrs gSa rkfd og izstsUVs”ku rc rd pys tc rd fd 

Escape key  dks u nck;k tk;A 

or/vFkok 

10 

  What is the difference between paragraph border and page border in 

MS Word? 

MS Word esa iSjkxzkQ ckWMj rFkk ist ckWMj es vUrj crk;saA 

 

 

  Section – C / खंड स 

Answer in about 300 words.Each question carries 15 marks. 

प्रते्यक प्रश्न का उत्तर 300 शब्द ंमें दें |प्रते्यक प्रश्न 15 अंकद ंका है | 
 

 

5.  What do you understand by Objects, Clip Art, Word Art and others 

tools available in Drawing Tool Bar? 

MªkbZax Vwy ckj ij mifLFkr vkWCTksDV] fDyi vkVZ] oMZ vkVZ rFkk vU; MªkbZax VwYl 

ls vki D;k le>rs gSa? 

15 

  or/vFkok 

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

odZ”khV esa jks rFkk dkWye D;k gksrsa gSa\ odZ”khV esa vki fdl izdkj vkSj vf/kd 

Rows ;k Columns Mky ldrs gSa\ 

 

 

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

एमएस एक्सले में चार्ड क्या होते हैं? वववभन्न प्रकार के चार्ड क्या हैं?  
15 

  or/vFkok 

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

presentation? 

आप MS पॉवर पॉइंर् प्रजेेंरे्शन में Footer में दिनांक कैस ेसवममवलत कर सकते हैं? 
 

 


