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GROUP – A 

 ( Multiple Choice Type Questions ) 

1. Choose the correct alternatives for the following : 10 ∞ 1 = 10 

i) Which of the following is the component of MS Access ? 

 a) Table b) Form 

 c) Macro d) All of these.           

ii) Print tool is under 

 a) Standard toolbar b) Formatting toolbar 

 c) Drawing toolbar d) none of these.           

iii) Which of the following is the feature of MS Excel ? 

 a) Animation b) Relationship 

 c) Formula d) All of these.           

iv) Spelling and Grammar option remains under 

 a) Format menu b) Insert menu 

 c) Window menu d) None of these.           



CS/BBA(H)/BIRM/BSCM/SEM-2/BBA-206/09

 4

 

 

 2408 ( 15/06 )     

v) Which of the following is shortcut key for paste ? 

 a) Ctrl + P b) Ctrl + S 

 c) Ctrl + C d) Ctrl + V.           

vi) The function key used for help is 

 a) F1 b) F2 

 c) F5 d) F7.           

vii) Slide Layout in MS PowerPoint remains under 

 a) Format menu b) Insert menu 

 c) Tools menu d) Slide show menu.           

viii) In MS project server, Gantt chart remains under 

 a) Insert menu b) View menu 

 c) Resources menu d) None of these.           

ix) Which is not a power point menu ? 

 a) Tools b) Compile 

 c) Window d) View.           

x) Which component in MS Access is used for taking input ? 

 a) Macro b) Form 

 c) Report d) None of these.           
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GROUP – B 

 ( Short Answer Type Questions ) 

  Answer any three of the following.  3 ∞ 5 = 15 

2. What is Macro ?  How do you record a macro in Word ?  

3. What is clip art ?  How would you add a clip art in your text ? 3 + 2 

4. What is cell reference ?  What are different types of cell referencing methods ?  Explain 

them. 1 + 4 

5. How relations can be created in Access ?  

6. What are the extra facilities available in MS-Word over WordPad ?  

GROUP – C 

 ( Long Answer Type Questions ) 

 Answer any three of the following.  3 ∞ 15 = 45 

7. a) What is database ? 

 b) What are the advantages of DBMS ? 

 c) What are the advantages and disadvantages of Relational model ? 

 d) What are the full form of RDBMS and SQL ? 

 e) What is cross tab query ? 

 f) What is relationship ? 2 + 3 + 5 + 1 + 2 + 2 

8. a) What is entity ? 

 b) What is attribute ? 

 c) What are the major parts of SQL ?  Briefly describe the parts. 

 d) How many types of filter are there in MS Access ?  Write the names.  

  2 + 2 + 8 + 3 
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9. a) What is mail merge ? 

 b) What are the advantages of mail merge ? 

 c) What are the different functionalities in the Microsoft word ? 

 d) What are the advantages of Macro ? 2 + 5 + 5 + 3 

10. a) What is database backup ?  Why is it important ?  

 b) How many types of backup are used ?  Explain each type of backup.  

 c) What do you know about the different data types used in MS Access ? 

    ( 1 + 3 ) + ( 1 + 4 ) + 6 

11. a) What do you mean by project management ?  

 b) Why the task/timeline chart is important for developing a project ?  

 c) Write the names of stages following in project management. Briefly explain the 

first three stages. 2 + 2 + 2 + ( 3 ∞ 3 ) 

    

END 


