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Bachelor Course BCA (Open Elective Course)
(First Semester) (CBCS) Examination, May/June 2019
OFFICE AUTOMATION AND PC PACKAGES

s@af¥/Duration : 3 ¥/Hours] [quife/Max. Marks : 25
[AaH  IAoik/Min. Pass Marks : 10
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Instructions :

1. The Question Paper is divided in five Units. Each unit carries an internal
choice.

2. Attempt one question from each Unit. Thus attempt five questions 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 of any anomaly in
translation.

6. Candidate should write his/her Roll Number at the prescribed space on the

question paper.
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g&E I (Unit I)
s fafy= fasedi & @Wg MS-Word &1 spell check feature &1 fo=arR & FuM
HIfsTT | 5
Descrbe the spell check feature of MS-Word in detail along with its various
options.
AT (Or)
(@) MS-Word # Borders 9 Shading ¥ @F] & ? 2%

How to apply Borders and Shading in MS-Word ?

()  Libre Office @l HHHETI 2%
Explain Libre Office.

g II (Unit II)
Word Document ® fa &4 = IR shapes #d sAU W © ? 5
How to insert picture and draw shapes in Word Document ?

3qar (Or)

Mail Merge @1 GRS HISTI Mail Merge X1 @l Tlhal FHHARU 5
Define Mail Merge. Explain the procedure to do Mail Merge.

gehe III (Unit III)

Worksheet &1 & ? fafi= WoR & &1 &1 99 difSu 5= cells # @E@ foan
S ghaT T 5
What is a Worksheet ? Name the different types of data that can be stored

in cells.
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g4t (Or)
frfafed =1 w9=mwET 5
Explain the following :
(a) Sorting cell data
(®) Copying cells
(c) Inserting row and column.
g IV (Unit IV)
Worksheet # functions & ST &1 %9 ¥ HH WA functions & SN &
MY HHART| 5
Explain the use of functions in a Worksheet with examples of at least five
functions.
3gar (Or)
MS-Excel ® chart & Y&RI il HHHARTI 5
Explain the types of charts in MS-Excel.
@z V (Unit V)

PowerPoint # Slide transition 3 Animation effect & = fq fafem) s
Write the difference between Animation effect and Slide transition in

PowerPoint.
3gqdr (Or)

PowerPoint #! gfaensi iR ufos™ #I THsmEyI 5

Explain the features and applications of PowerPoint.



