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SECOND SEMESTER (SCHEME-2012)
MODERN OFFICE MANAGEMENT
WORD PROCESSING AND SPREAD SHEET
Time : Three Hours Maximum Marks : 100

Note :(i) Attempt total six questions. Question No. 1
(Objective type) is compulsory. From the
remaining questions attempt any five.

Fd B: U &d AU UeH F.1 (TgHE TR
W) A 29w neEt § ¥ BRET of @l 2

(ii) In case of any doubt or dispute, the English
version question should be treated as final.

g ot 9R F deg ya T #r fafy §
AU 9T F 9 F ATAH qH FEm

1. Choose the correct answer. 2 each
el TR Fl 799 Hiaul
i) Portrait and landscape are

(a) PageOrientation (b) Pagesize

(c) Pagelayout (d) Allof the above
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(2)

Portrait T landscape &

(31) Page Orientation (@) Page size

(d) Pagelayout (3) o @eh

i1) What is the smallest and largest font size in
MS-Word
MS-Word ¥ iz & ¥ad BIel T G99 930 size
7 2
(a) 8and 72 (b) 8and 68
(¢c) 6and72 (d) 6and68

ii1) Excelisa

(a) Graphicprogram (b) Word processing

(¢c) Spreadsheet (d) None of the above
Excel 2 Td

(&) i drm (7) =€ omm

(7) 8= e (7) e d 4 FE T8

1v) Which function in Excel give the current date
Excel # @M A function ¥& FI & widE

BEUN

(a) =today () (b) =Now ()

(¢c) =time() (d) =Date ()
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) (4)

v) Alt+F4 command is used to 3. a) Whatis Mail merge? Write all the steps of mail
(a) Close MS-Excel file merge with suitable example. 9
(b) Exit from MS-Excel Hel 95 1 E? Wl A R g S ) He
() OpenMS-Excel file H A steps Hlard Tl
(d) Find MS-Excel file b) Write a short note on Table. 9
Alt+F4 FHiE &1 190 & fol &2 Table W #iaa froquft fei|
(d) .09.0F 0 F GEA 93 F1 F 0
(7) wH.T.UHw ¥ ExitFE & ol 4, a) Differentiate between the following and explain

- ~ ach: 12
(d) .0 ) file B ¥ cach
(2) TR A file 723 F B T 4 o W FAg U U4 R THAEd|
' 1)  Auto text and Auto correct
2. a) Define the following : 12 i) Spelling and grammar

= &1 g ii1) Paste and Paste special

i o .. . . .
1) Pagesetup by Write any 10 short cut keys with their meaning

ii) Header and Footer used in MS-Excel 2007. 6

iii) Paragraph formatting UH.UH.TEHA-2007 § 790 & JW T el

b)  Explain word processing. 6 10 short cut keys 1 F% 34 #fzq Terll
TE TIATHT I
2ty (Y
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5. a) Write all the steps to perform following task
1 1 at F QU wE F T A steps ATl
12
1) Merge cell and split cell
11) Warp and Shrink text
1i1) Auto sum
iv) Rotate text
b) Write data formats and data functions, explain
each in brief. 6
Data formats T data functions F1 TiEQ w3 0+
&l diara | awzmzal
6. Write use of following in Excel: 18

9 1 Excel § T swdiim £

a) Sort
b) Freezing pans
¢) Splitting the windows
d) Navigate between work sheets
e) Filtering
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7. Describe following in terms of charts: 18
qR & HIH H 9 y=EEiadl Bl qeeE:
a) Creating chart
b) Editchart

¢) Chart terminology

d) Charttype

8. Write short note on 18
Tiare oot famEn:
a) Macros

b) Mathematical functions

¢) Quick access toolbar
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