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(AD BS, BEd, MA/MSc, MEd) (ODL Mode)
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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Total Marks: 100
Pass Marks: 50
ASSIGNMENT No. 1

All questions carry equal 20 marks.

	Q1
	Critically analyze the role of text formatting and styling features in a word processor. Discuss how tools such as highlighting, shading, change case, copy formatting, auto styles, line spacing, character spacing, and indentation contribute to document consistency, readability, and professional presentation.
	(20)

	Q2
	Explain and evaluate the use of multilevel bullets, multilevel numbering, and heading-based auto numbering in complex documents. How do these features support logical structure, automatic updating, and efficient navigation in academic and professional reports?
	(20)

	Q3
	Analyze the importance of text and table conversion features in a word processor. Discuss how converting text to tables and tables to text, sorting table data, and using multi-column layouts enhance information organization and data presentation.
	(20)

	Q4
	Discuss the impact of graphics and appearance tools in a word processor, including pictures, SmartArt, charts, WordArt, themes, templates, watermarks, page borders, and page layout settings. How do these features improve visual communication and document branding?
	(20)

	Q5
	Examine the significance of advanced document features such as citations, bibliography, table of contents, captions, footnotes, endnotes, document properties, and document security. Analyze their role in producing reliable, well-structured, and academically credible documents.
	(20)


Total Marks: 100
Pass Marks: 50
ASSIGNMENT No. 2

Note: All questions carry equal marks.

	Q1
	Provide a detailed analysis of data formatting and management features in spreadsheets. Discuss the use of conditional formatting, cell styles, themes, page setup, print area, freeze panes, sheet protection, and file properties in improving data accuracy and report usability.
	(20)

	Q2
	Critically analyze the use of formulas and functions in spreadsheets for data analysis. Explain the importance of relative and absolute cell references, nested functions, logical functions (IF with multiple conditions), error auditing, and autofill in ensuring accurate computational results.
	(20)

	Q3
	Evaluate the role of advanced spreadsheet tools such as PivotTables, advanced filters, importing and exporting data, text-to-columns, hyperlinks, comments, and file security. How do these features support large-scale data analysis and informed decision-making?
	(20)

	Q4
	Analyze the process of creating an effective presentation using presentation software. Discuss the role of slide master, custom layouts, themes, transitions, animations, multimedia elements, and narration in delivering a clear, engaging, and professional presentation.
	(20)

	Q5
	Critically examine the role of Urdu Unicode and office automation tools in modern computing. Discuss the importance of Unicode standards, phonetic keyboards, Urdu fonts, and tools like InPage in promoting digital documentation, education, and publishing in the Urdu language.
	(20)
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