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SECOND SEMESTER
MODERN OFFICE MANAGEMENT
WORD PROCESSING & SPREAD SHEET

Time : Three Hours Maximum Marks : 70

Note : (i) Attempt all Six questions. Question No. 1
(Objective type) is compulsory.
w1 B: 099 B FHU USH HHiE 1 (TS
TFR H1) A-aw 2
(1) Attempt one question from each unit

TAF AT Th 0 & Higl

(iii)Each unit carries an internal choice.
T TS 8 AR e faan wn 2

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

T ft TFR F "3z s e & Refy §
AUAT 9T F 09 FI ATam 7= A3

1. Choose the correct answer. 2 each
Tl T 1 79 il
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(2)

1) What is the extension of MS Word 2007 file.
MS Word 2007 § &1 file &1 extension 21 2 -

(a) .txt

(c) .docx

(b) .doc
(d) wrd

11) Which of the following is not a tvpe of page

margin.

T 4§ FH U9 WA W aEn TE6 -

(a) Left
(c) Center

(b) Right
(d) Top

iii) An example of cell address is -
Cell address T g0 2 -

(a) 1326
(c) 49A

iv) Work book is a
(a) Group of cells
(¢) Group of files
(&) Cells #1 &z
(4) Files 1 Tz

5/2013/6547

(b) 918
(d) A49

(b) Group of sheets
(d) All of the above
(9) Sheets F1 T

(2) swrE T

1SS

Contd.....

https://www.rgpvonline.com



(3)

v) Anexample of a function -

b)

Function &I T ISTE0 2-
(a) add (A1:A2) (b) Al:A2
(c) =sum(Al:A2) (d) Al+A2

Unit-I
What is word processing? Write various features
of Word2007. 6

T TR @ 31 @€ 2007 & fafi@ o @t foteg)
Differentiate between the following : 6
(i) Editing and Formatting

(ii) Save and Save as

(iii) Footnotes and Endnotes

g i AN -

(i) Editing a1 Formatting

(ii) Save T Save as

(iii) Footnotes @41 Endnotes
Or (31347

What do you mean by formatting? Explain Text
formatting, paragraph formatting and page
formatting. 6
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(4)

Formatting ¥ 314 1 921 21 Text formatting,
paragraph formatting @41 page formatting i
R EE

b) Explain following : 6
4 = TwEE -
(1) Auto correct
(11) Spelling & Grammer check

Unit-I1

In Word 2007, how many ways are there to create a
table. 12

Word 2007 § table T TR ¥ 97 1 q3hdl 2 |
Or (J9dD)

What is Mail Merge. Write steps for mail merge in
Word 2007 12
Mail Merge #1 27 @ 2007 & Mail Merge % Tu
0] TlTgU |

Unit-111
What do you mean by an electronic spread sheet.
Explain the main features and uses of Excel 2007.

12
e
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(5)
TS TeleRI-E S ofic 9 A =1 99398 27 S
2007 & §& 01 AAT IYANT Ty |
Or (141

Explain the following terms of Spread Sheet. 12

Spread Sheet # Hafad ™y == F1 GHAET |
(1) Cell, Cell address, cell range

(2) Work book & Work sheet

(3) Row & Column heading

(6)

el Unit-V

6. Explain the process of printing the worksheet in Excel
2007 with all the options in Excel 2007 with all the
options of print dialog box. 12

Excel 2007 H print dialog box ¥ &1 options % &Y
worksheet @1 print & FI Uil HHATET |

Or (J4d)
What is chart in Excel 2007. Write the process to

create a chart with example. 12
(4) Hide & unhide Row/Column Excel 2007 & chart #1214 22 chart 919 1 Tsa
Unit-1V SRR e et |
5. Explain following related to cell formatting- 2
Cell formatting & H4a g 1 awaEv | CEE =T
(1) Cell alignment
(i1) Cell merge & centre
(ii1) Shortcut keys
Or (440)
What do you mean by formulas and functions. Write
the process to use them in Excel 2007 with example.
i2
A T A/ AT G 2 | Excel 2007 3 @
$/2013/6547 ez =T.0. §/2013/6547
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