
 

  

ws2 

A–8988   

U.G. DEGREE EXAMINATION, NOVEMBER 2019 

Software 

Allied – OFFICE AUTOMATION 

(CBCS – 2014 onwards) 

Time : 3 Hours Maximum : 75 Marks 

 Part A  (10  2 = 20) 

Answer all the questions. 

1. What is word processing? 

2. How to undo and redo an action? 

3. List out the different views of a document. 

4. What is the use of thesaurus? 

5. How to insert a quick table in word? 

6. What is watermark? 

7. What is cell in Excel? 

8. Define Smart Art. 

9. What is the use of Autofill feature? 

10. What is a template? 
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 Part B  (5  5 = 25) 

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

11.  (a)  Write the steps to open and save a word document. 

Or 

 (b) How to move and copy a text in a document? 

Explain. 

12.  (a) Explain the features of formatting text in word 

document. 

Or 

 (b) How to use custom bullets in MS Word? Explain. 

13.  (a) Write the steps to format a table in Word. 

Or 

 (b) How to reposition any drawing object? Explain. 

14.  (a) Explain the advantages of using a formula in Excel. 

Or 

 (b) Discuss any four common built-in functions in 

Excel. 

15.  (a) Explain the following formatting option in Excel: 

  (i)  Hide or unhide rows or columns  

  (ii)  Merge cells. 

Or 

 (b) Explain the functions of sorting and filter records in 

access. 
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 Part C  (3  10 = 30) 

Answer any three questions. 

16. Explain the menus and commands in MS Word. 

17. Describe in detail about page formatting in MS Word. 

18. Explain the concept of mail merge with an example. 

19. Describe the organization of an Excel worksheet. 

20. How to create a database in access? Explain. 
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