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SECOND SEMESTER (SCHEME-2012)
MODERN OFFICE MANAGEMENT
WORD PROCESSING AND SPREAD SHEET

Time : Three Hours Maximum Marks : 70

Note : (i) Attempt total six questions. Question No. 1
(Objective type) is compulsory.

Fel T 099 Fd Rl | 957 FHE 1 (T
THR &) FEE 2 |

(ii) Attempt one question from each unit.
TAF 3T § U 09 & i |

(iii) Each unit carries an internal choice.
TAF THE ° AaiE Gaw w2

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

T o TR & de7 Aya RaEw F taf

A 9T % weA A AW "W A3
1. Choose the correct answer. 2 each
T T H A9 FiAT)
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i)

ii1)

)

‘Macro’ is a collection of
‘Macro” ______ &I TF 2

(a) Commands (b) Files
(¢) Menu (d) Cell
Portrait and Landscape are

(a) Pagesize

(b) Pagelayout

(c) Page onentation

(d) Al

Portrait @41 Landscape 2 |

(A) Pagesize

() Pagelayout

() Page orientation

() =+d

A number in MS-Excel cell is

(a) Rightalign
(b) Leftalign
(c) Centeralign
(d) None of these
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MS-Excel ¥ U d&a1 () 7l ¥ 4
a2 |

(A1) Rightalign

() Leftalign

(|) Center align

(7) z@ @ FE T

In Excel 2007 the name box displays the name
of

(a) Workbook
(b) Worksheet
(¢) Cell

(d) None of these

Excel 2007 # namebox
e 2 |

1 I Wi

(&) Workbook
d) Worksheet
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What is the keyboard shortcut for creating a chart
from the selected cell range?
(a) F2
(b) F4
(c) Fl1
(d) None of these
T & & 1 ¥ o o TR 3 A e
27

) F2
) F

(&
(
() F1l
(7) = & 3E @

UNIT-1/3®E -1

Explain the different type of alignment used in
Word 2007.

Word 2007 # Jw@m 2R I A= W@ER &
alignment &l T |
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b) What do you understand by the following terms?
Fre & o w0 qwE ¥ 2
1) Fonttype
i1) Fontsize

1ii) Font style
12

OR /351

How many types of views are there in Word 2007?
Describe in detail.

Word 2007 & Frae T#R F views & ? BEw A
T |

UNIT - I1 / 3% - 11

. Explain the process of following : 12
a) Creating table in MS-Word 2007

b) Insertrow, column in atable

c) Delete row, column from the table

5%
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(6)

Fra &1 ifsran wwEEd |

d) MS-Word 2007 § table &1

g) Table § row T4 column AT

H) Table ¥ row @l column &I
OR / #¥4l

What is Mail Merge? Explain how can it be used in
Word 2007 by giving an example.

Mail Merge @1 ¥ ? TEW ZW EEA 6 3@
Word 2007 # T weeR Iudm Tk 1 wehe 2 7

UNIT - 111 / 7 - 11

a) What are the application of Excel 2007 in
business?

MR § Excel 2007 & {’ﬂﬂﬁﬁlli F;ME?

b) How can you insert and delete a sheet from
Workbook?

Workbook H T sheet &l Fd WGl § Ze@ A
TEA 2 ? 12

OR /3441
SR
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Explain following :

a) Change Column width and Row height

b) Hide and Unhide Column

c) Freeze and Unfreeze Column

B fealk: e ol

#) Column width @41 Row height #1 aga
d) Column @ Hide N Unhide &1

") Column ! Freeze @ Unfreeze &A1

UNIT -1V /3&E -1V

. @) How to enter data and formulas in MS-Excel
2007?
MS-Excel 2007 ¥ data 1 formulas F3 9fae
Terann v 2 2

b) What is cell range and cell reference? What is
the difference between relative and absolute cell
reference?
Cell range @1 Cell reference &1 2 ? Relative
a4l absolute cell reference # &1 Jw¥ 2 ?

12

OR/¥ S 26
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What do you understand by function? Explain two
financial functions, two logical functions and two
mathematical functions with example.

Function & ¥ 1 @923 £ ? 9 financial functions,
a1 logical functions @41 3 mathematical functions

1 ITET WiEd THES |
UNIT-V/3&E -V

. Explain following : 12

= A qeeEd |
a) Paste Special
b) Freezing Panes
OR /3=

a) Describe any two types of charts available in
Excel 2007.

Excel 2007 # 3qer {4l 41 WM ¥ charts &1
A |

b) Explain these elements of a chart with example.
Chart & 1 YW A TerEA0 AiRd woaE |
i) Legend
ii) Data series
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