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KN-385

DCA Examination, 2022

ESSENTIALS OF OFFICE
AUTOMATION

Time Allowed : Three Hours
Maximum Marks : 100
Minimum Passing Marks : 33

Note : Attempt all five questions. One question from each unit

is compulsory. All questions carry equal marks.
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Unit-1 / 151

1. What s page setting ? Describe all options of page setting
of MS Word. [20]

Page setting &1 2 ? MSWord & page setting & ool

feepedl 1 Ao AT
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OR / SYqr
Explain the following :
=i 1 THEEY
(a) Spelling and Grammar

(b) Working with Mail Merge

Unit-11 / $HE-11
2. What is meant by Cell Formatting ? Describe major
options of cell formatting of MS Excel. [20]

Cell formatting & &7 IS & ? MS Excel % & Cell
formatting fIeeal I THEMET

OR / YAl
Explain the following :
fFr=TicTi 1 THEET
(a) Filtering a database

(b) Date and time functions
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Unit-I11 / SHE-111

3. What is Slide Transition ? Explain Slide Transition and

Animation of MS Powerpoint. [20]

Slide Transition 1 & ? MS Powerpoint % Slide
Transition 3 Animation & HHARU|

OR / YAl

Explain the following :
=i 1 THERy
(a) Slide show
(b) Working with Smart Art
(c) Handouts
(d) Creating Chart and Graph

Unit-IV / $E-1V

4. What is meant by Query ? Write a note on Query in
database. [20]

Query ¥ T oMY B ? SC99 # Query W Th a9
foria)
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OR / SYqr
Explain the following :
=i 1 THERy
(a) RDBMS

(b) Creating Table

Unit-V / SBE-V
5. What is meant by Voucher Entry ? Describe various types
of vouchers of Tally in detail. [20]

Voucher Entry § 39T ST & ? Tally & fafe SR &
Vouchers & fo&aX § auM Hifoma)

OR / YAl
Explain the following :
fFr=TicTi 1 THEET
(a) Types of Accounts

(b) Profit and Loss Account
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