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U.G. DEGREE EXAMINATION, APRIL 2019 

Computer Science 

Allied — OFFICE AUTOMATION 

(Offered by the Department of Computer Science) 

(CBCS – 2017 onwards) 

Time : 3 Hours Maximum : 60 Marks 

 Part A  (10  1.5 = 15) 

Answer all questions. 

1. What are the page layout orientation settings are 

available in MS-Word document? 

2. Write the steps to create a table in a word document. 

3. How will you create the superscript and subscript text in 

a word document? 

4. How will you insert Page Number in a word document? 

5. How will you create labels in a word document? 

6. How will you create a text box in a word document? 

7. What are the rules followed for enter a formula in a excel 

worksheet? 
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8. How will you select a cell, a row, a column, entire 

worksheet in Excel? 

9. What are the types of Powerpoint views? 

10. How will you create a table in MS-Access? 

 Part B  (5  3 = 15) 

Answer all questions, choosing either (a) or (b). 

11.  (a) Write the steps for find and replace comment.  

Or 

 (b) How will you print a word document? 

12.  (a) How you change the styles of a word document? 

Or 

 (b) How will you Insert Headers, footers in a word 

document? 

13.  (a) Explain the quick tables facility in word. 

Or 

 (b) How will you insert shapes using drawing tools? 

14.  (a) Write the steps to insert a function in a worksheet. 

Or 

 (b) Describe the organization of worksheet area. 

15.  (a) Explain the steps of Report wizard in Access. 

Or 

 (b) How you will use the mouse to copy the data? 



F–1729 

  

  
3

Ws8 

 Part C  (3  10 = 30) 

Answer any three questions. 

16. Explain about the cut-paste, copy-paste processes. 

17. Describe the steps for spell check and grammar. 

18. Explain the steps for mail merge facility. 

19. How will you create a chart in Excel? 

20. How will you insert rows, columns in a Excel Work 

Sheet? 
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