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Diploma in Computer Application Examination ,2022 - 23
DC 03 Office Automation
Time : 1% Hrs. Max. Score : 50
Part A
Answer any FIVE questions from 1 to 6. Each question carries 1 score.
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1. Write the expansion of loT.

0T es oJBN@ale afEDdh. _
2 In MS Word, an image or text that appears behind the text of the document is

called ............
MS Word @ 603 ©55q)] eauwdsyenaddlend ailom@d @0emyam ail@o/
OSSAPOM ......... a)am} aJO@OM].

3. Predefined document formats available with the software is referred as ..........

CNVIad HAIWACITE LIBAIW gB&s MIdatalleneals cwo&és)maﬁdcaoocﬂmogtﬁ:og ............
agm alglenam A
4. Which is the operator in Excel used to connect or concatenate two texts to produce a

continuous text?
@61 @sg{g@uﬁ (TUOG@OQ’](H']_'%@@)OGTEV DSBLWIW BB OSEY adafleson@lay

oaleouilanmm Excel -ea1 60aJje0gd aB®?
a) ¢ b) * ) & d)
5. Which function key is used to start a slideshow in M5 PowerPoint?
MS PowerPoint @ ©&Y Gattd @RH0oEBOM TN ©alEWOUlHNIM
aDoUWaHMD &l a7
6. The person who interacts with the database through his/her own query is
called.............. user.
aujamo Bollees m):)goeemmgm‘ocgﬂ MUMIBH 0 alJRIGOYDN

QIO ... ...
(5x1 =5 Score)



Part C

Answer any EIGHT questions from 17 to 26. Each question carries 3 score.
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17.

18.

19.

20.

21.

22.

23.

24,

25.

26.

caloayowlmoe 3 eapad alla..

List any three merits of office automation.

62010 BOE506NHHNY aBO®BNele MY CAMRHUD af) 9IRS
Write the role of internet in office automation.

80010V 63065060aHMI@D snadgdemglmss ol a)PYDID.

Explain any three components of MS Word 2010 IDE.
MS Word 2010 IDE @}6S a@e®&reijo BN 0L1SHee30d afluo3le:0l 86,

Write the steps to perform mail merge.
o3 cads 21QIM@IMSS OPYa|IBUD af)FIOIS:.

List down the features of an electronic spreadsheet.
D LIG (06 e IwWaHlgleng ALOIIGUDAHD HUD aF) I}

Explain any three built-in functions in MS Excel.
MS Excel 081 a@emesleljo mar enilady soad a00UTaHMBUDd QllUoElBClH6)H:.

Define theme in MS PowerPoint. Write the steps to apply atheme to a presentation.
MS PowerPoint &l @laley aldnlalMo af) 3. & (1OMVEMRaHMIED 3O}

o (IEVITBOINTIMBS MSalSl@H 00 o) IO

Write the use of any three buttons in the Navigation Pane of MS PowerPoint.
MS PowerPoint &1 Maalletatad aldaileel a@emeslele MiaT) eNISEMIGSIOS

DalBIUNO ).

Write the steps to create a PowerPoint presentation.
alQIBCAITINF §(IOHTVENFaHTD OQINIBHIMISS OIRADUB ag)9IOID-

List the advantages of DBMS.
DBMS 03 GMSEERUD alSld:en]SIOTmid:.

(8x3 = 24 Score)



