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All questions are compulsory and carry equal marks but within a question,
the marks are distributed according to its requirements.

2. Read the question carefully and then answer it according to the requirements
of the question.

3. Avoid irrelevant discussion/information and reproducing from books, study

guide or allied material.

Hand written scanned assignments are not acceptable.

Upload you typed (in Word or PDF format) assignments on or before the due date.

Your own analysis and synthesis will be appreciated.

Late assignments can’t be uploaded at LMS.

The students who attempt their assignments in Urdu/Arabic may upload a

scanned copy of their hand written assignments (in PDF format) on

University LMS. The size of the file should not exceed 5 MB.
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WARNING

1. PLAGIARISM OR HIRING OF GHOST WRITER(S) FOR SOLVING THE ASSIGNMENT(S) WILL DEBAR THE STUDENT FROM AWARD OF DEGREE/CERTIFICATE, IF FOUND AT ANY STAGE.

2. SUBMITTING AN ASSIGNMENT(S) BORROWED OR STOLEN FROM OTHER(S) AS ONE’S OWN WILL BE PENALIZED AS DEFINED IN “AIOU PLAGIARISM POLICY”.
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Level:   Bachelor

Total Marks: 100
Pass Marks: 50

ASSIGNMENT No. 1
Note: All questions carry equal marks.

Q. 1
(a)
Compare and contrast the features of Word Processor and Spreadsheet software.

(b)
Discuss how each tool is used for different types of documents and provide real-world examples of their applications.
(20)
Q. 2
(a)
Explain the process and importance of formatting a document using multilevel bullets, headings, and text direction.


(b)
Include steps and screenshots (if possible) to demonstrate how to apply these features.
(20)

Q. 3
(a)
Discuss the role of templates, themes, and page layout options in enhancing the appearance of a Word document.


(b)
Why are these features important in professional document design?
(20)

Q. 4
(a)
How can advanced referencing tools in a Word Processor, like citations, bibliography, and table of contents, improve the quality of academic or research documents?

(b)
Provide a scenario where each would be effectively used.
(20)

Q. 5
(a)
Describe the steps and purpose of using Mail Merge in Word.


(b)
Include a use case (e.g., sending invitation letters or grade sheets) and explain the benefits of automation in this process.
(20)
ASSIGNMENT No. 2
Total Marks: 100
Pass Marks: 50
Note: All questions carry equal marks.
Q. 1
(a)
Illustrate how formulas and built-in functions are used in Spreadsheets to perform calculations and data analysis.


(b)
Choose any 3 functions (e.g., IF, AVERAGE, COUNT) and demonstrate their use with examples.
(20)
Q. 2
(a)
Explain the use and importance of PivotTables in spreadsheet applications.


(b)
What kind of data analysis can be done using PivotTables, and how does it help in decision-making?.
(20)

Q. 3
(a)
Prepare a short guide on how to create a PowerPoint presentation from scratch using templates, themes, charts, and slide transitions.


(b)
What are the key design principles to keep in mind for effective presentations?
(20)

Q. 4
(a)
Discuss the steps required to enable Urdu typing using Office Automation Tools.

(b)
Explain how to install and configure Urdu Unicode and use it in MS Word or InPage.
(20)

Q. 5
(a)
Describe how document and file security (password protection, permissions, etc.) are implemented in Office applications like Word and Excel.


(b)
Why is document security important, and what are the best practices to ensure data safety?
(20)
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