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Notes: 1.  All questions are compulsory and carry equal marks.
2. Draw neat and labelled diagram and use supporting data wherever necessary.

Either:
1 a)  Define Office Automation? Explain importance of Office Automation.
b)  Explain how internet is helpful for Business Conferencing.
OR
c)  Write a note on:
i) E-mail i)  E-Governance
d)  Describe the need of office automation.
Either:
2 a)  What is Word Processing? Explain features of MS-Word.
b)  Define Mail Merge. Write steps to create mail merge with suitable example.
OR
c) How to create and open documents in word? Write steps.
d)  Write a note on:
i)  Line Spacing i)  Alignment
Either:
3 a)  Define Chart? Explain pic-chart in detail.
b)  State different formatting features in detail.
OR
c) Explain advantages of MS-Excel.
d)  Write a step to connect database in Excel.
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3. Avoid vague answer and write specific answer related to questions.
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4 a)
b)
c)
d)
5.

Either:

Explain different types of layout in detail.

Write a note on:

1)  Text Styling i)  Design Template
OR

Explain features of MS-PowerPoint in details.

How to entering data in to graph? Explain.

Solve all the following:

a) Describe the features of fax-machine in short.

b)  Write a steps to check spelling and grammar in world.

c) Explain Goal Seek in short.

d) Write a note on Inserting Clip Art in detail.
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