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SQQ\LE State Council for Open and Lifelong Education
smamnt, Kerala (SCOLE-Kerala)
DIPLOMA IN COMPUTER APPLICATION EXAMINATION

MAY — 2025
DC 03 - OFFICE AUTOMATION

Time: 1 Y- hours Max. Score: 50

Instructions:-

= The first 10 minutes is given as cool off time. This time is to be spent
for reading and understanding the questions.

= Answer the questions based on the instructions.

= Answer the questions according to score and time.

PART - A

(Answer any Five questions from 1 to 6. Each correct answer carries 1 score)
(1 2)@@ 6 WHOW)SS ¢210336038)00 aRO@H: 120 @6l ng)qp,m%ﬁ OV af)PyO) .
£0609 VOIWEBECIM)o 1 MUEH8 allmo)

1. Which of the following is not an Office Suite?
(a) Apple iWork (b) Microsoft Office (c) Google Workspace (d) Linux
©269ajo@)MAI@IES GoatIM aUYS @RROODOE) aBO)? .
(a) Apple iWork (b) Microsoft Office (c) Google Workspace (d) Linux

2. The shortcut key used for selecting all the text in a file in MS Word is .........
Word -eal 80) anwelloal afejo eSEIIQlo OOOETOS)HOMB OalGWOUTIBEY N GauddS &S

o

& @yem.
3. The text or image that appears in the background of all pages In a

document is called .........
B0) COWId}1e0031e03 afald GaiR)HEIR)0 alIOEDRIBOW] B{UdIDIBM oSS MYOMEWo all®

OTOEWI .....ovnn n@)ﬂﬁ alOWIM).
4 Name the function in Excel used to round off a number to specified decimal

places.
80} MLIe BUOUD MUNIMETDEE SO} TVoIIOW 0EE §a1Qod DaAIGOWlEeYTM Excel

ANoUAHRTE Bald af)}@)dh.



The notes associated with a slide in PowerPoint can be entered in

PowerPoint -@3 a0) eaqyaunaow SPUMWOS B0la) & ......... @3 MNEB&r00.
In DBMS, a key consisting of more than one attribute is called ... . . key
DBMS-a8 amlewlso @o(sleny)s)ed Gl &7 ......... a0 @O eaIS)aM).

(5x1=5Score)

PART - B

(Answer any Eight questions from 7 to 16. Each correct answer carries 2 score)

10.

11.

12

13.

14

15.

16.

(7 2)@@3 16 UOHEW)BS ¢a1dE) RSN oROOEIEN af)3 afFPABITT DO agyP) ).
89602 ElW)EBE@mIMNo 2 MIeHHo8 allmo)

Write down the steps to copy a text from one position to another in a
document.

80}  ecwIsyeantleal  esaadlom  Bo)  quodmEd  mlmy 26Q00)  MUNOM GODH O
AUSHBTMMONMSS (AIIBCHM(BAC af)9)®) 6.

Name the four types of paragraph alignments in MS Word.
MS Word-eel ma8] @ro anomoad il 0VeEBR8)eS Gald g9},

List out the four types of charts provided by Spreadsheet.
@l esf1 M@ddym moa! moo 21085808 aIS1®0q(S) 1) @,

Which are the reference operators in MS Excel and write their uses?
MS Excel-ee1 0a0008m 690j6000)6:08 aga? @ROIDYOS DaICWINEBBUD af)9)©) .
Write down the steps to merge cells in MS Excel.

MS Excel -@3 equgped oadss SIS (AIAUIBTDM(B:B0 )9O},

. How can you convert 4 presentation to a video?

80} (alruendadom maEsud awlwlews r aludGm Mo 6a1Q)) MOGEBROHM?

Write down the steps to change the layout of an existing slide.
mleniless 6o) 90NN CRINDS BOQMEIMSS (AIIBTHM(®:a0 af)9Ym) ds.

. List out the users of DBMS.

DBMS-om salcwosmosses g6 SO &5,

Differentiate between primary key and candidate key.
96(aia0] &)o SoMBuwlend 1w Gwle)ss USDYOMVo af)9)®)b>.

Write a short note on Smart Office.
M20ds 89a0lmlem @)0la] 6e) a1°2)) @) 0la] ag)#}@) .

(8 x 2 =16 Score)

PART - C

(Answer any Eight questions from 17 to 26. Each correct answer carries 3 score)

(17 2)@@3 26 QUPHOW)SS 2210 sERFI08 aRe®®slE)o agS AN DEBBO af)®)E)d:.
69602 VDAIWEME@TIM)o 3 MVEHIR Arldo)



17.

18.

19.

20.

21.

22.

23.

24.

25.

26.

27.

28.

Prepare short notes on Libre Office and Google Workspace.
Libre Office, Google Workspace agarlaewsae)dlaf eren@)Olafi@ud ®GooIse) .

Define office automation and mention its two merits.
6900100 §965060aHM MBaila), GREOMY ©NE 1)eMEaRUd au)ailajlae)e.

Explain any three features of MS Word.

MS Word -em agooarlenoe 2)an qualeuauo: 3 v E16:0186) &.

Illustrate the use of any three built-in functions in MS Excel with example.
MS Excel -eei agooesleno )i miladd-em afoliaHN@&S)e0S 2ale@oNo 2BIn006M
Manl®o af)P)m)b.

Briefly describe any three components of MS Excel IDE.

MS Excel IDE -@)6s agomssla)o a)an coiS6eaEe8 o Hlaimaow] alaie)ee)d:.

Describe any three keys to perform navigation to a point in a document.
B0) GWIG L enMFleer Bo) canwindlealssl moaflenaum ms@mMOIMES aga®lalo oy

&108 Al 8e)s.

Define the following terms in DBMS with the help of an example for each.

(a) Field (b) Record (c) File

DBMS -6&1 20165 08050010166} alaeased midalalee)syo £0e0IMIM)o ©BIaDBEMo
M@ HW)o HalQ)dhs.

(a) Field (b) Record (c) File

Explain different modes of uses of PowerPoint.

PowerPoint -e@ aflallw galcwon @1@1eed ANuoE 101 80) 6.

Write down the procedure to create a PowerPoint presentation.
alI® @Y (alrEdauad ©QOOISNMBIMBS (AUBTDMB A0 af) D).

List out the steps to insert video in a slide.
80} eerylceins arluwlcwd 2aIBEO)M@IMES (AJUBTDM(BA0 alF1BE SO &>

(8 x 3 = 24 Score)

PART -D

Answer any One question from 27 to 28. Correct answer carries S score
y q
(27 D)O@B 28 UHOWSS G2106)6EBS 1T a@e IR0 BHENOTIT QOO0 af)9) @)
ol)EDEEDINT 5 TUEHHE)

Explain the steps to perform mail merge.
powlad endsE MSOMMGIMES (o IAUBOHM(HHA0 QN F 160166 .

Describe any five advantages of DBMS.

DBMS -00} ageosleno @peml n)emeaud ollaiclee)s.
(1 x5 =5 Score)




