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IT-02
December - Examination 2016
B.A. /BSC Pt. | Examination
Computer Application for Office Management
Paper - IT-02
Time : 3 Hours ] [ Max. Marks :- 70

Note: The question paper is divided into three sections A, B and C.
Write answers as per the given instructions.
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Section - A 7%X2=14
(Very Short Answer Type Questions)

Note: Answer all questions. As per the nature of the question
delimit your answer in one word, one sentence or
maximum upto 30 words. Each question carries 2 marks.
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1) (i) Whatis the short cut key to open Window Explorer?
Window Explorer @! @lel= & {0 short cut &t &1 82

(i) What is gutter margin?
Gutter margin &7 8 ?

(iif) How to use Format Painter multiple times?

Format Painter T IR IR SEHTT $H¥d fhaT SI1am 82

(iv) How can we embed a MS-Organization Chart in a slide?

TS H MS-TTE Hd STeT ST FohdT & ?

(v) How you can sum up the Rows and Column number

quickly in the excel sheet?

Excel ¥ 3 3R Dled &I STetel b 97 ST FepeT 8 2

(vi) What does a LOOK UP function searches in the MS
Excel?
Excel § LOOK UP a3 & &Rl g ?

(vii) What is the uses of MS Excel?
MS Excel @7 T SUINT 8 ?

Section - B 4X7=28
(Short Answer Questions)

Note: Answer any four questions. Each answer should not
exceed 200 words. Each question carries 07 marks.
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How we can create chart using MS Excel? Explain.
3 MS Excel H T1¢ &4 41 ] & ? AT

Write steps for inserting and deleting tab in MS-Word.
MS-Word ¥ tab & e 3R &M & ¥ ford |

How you can change the text alignment and what are its steps?

Text alignment &% & aRafcfd foram ST AT g, oo ford 2

Explain Macro? Write down the steps to record a new macro.

Macro Dl THAR ? Macro I SIdhTe v & g ford |

What is protection? Why we need to protect our documents?

Write steps for protect your document.
Protection &7 8? g7 SIFgHC dI FI FAMI ATed & ? SIFIHCT
1 g9 &b o ford |

What is query in database package? Also discuss crosstab

query.
SIS package H @R a1 g ? Crosstab da”t 1 ft A9 |

Write the steps for printing document from MS-Excel.

MS-Excel § SIFgHC 2l print & & R folkd |

Write short note on Header and Footer.

Header 31X Footer @7 gui fehfou)

Section-C 2X14=28
(Long Answer Questions)

Note: Answer any two questions. Each answer should not

exceed 500 words. Each question carries 14 marks.
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10) What is Operating System? Explain the services provided by
Operating System.
Operating System &7 g ? Operating System GRT &t 78 gfden
DT ST

11) What are the benefit of Mail merge in MS-Word? How we do
the Mail merge in MS-Word?
MS-Word H #ef ASf & IUART & =Yl 3T MS-Word H Hd
ool Y PR Ahd 2

12) What is SQL? What are various language of SQL? Explain
them.

SQL FIT g? SQL # I 9T pi=rdt §? ST qHsSu|

13) Explain the process of creating forms and reports.

Forms 3R reports 39 &6l foham a1 A9
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