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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: U39 T A0l 97 FiE 1 (T
TSR &) dar 21 99 g J { fedt g @
Zd iUl

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

Tl ft R F A e A @ Ruf |
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1. Choose the correct answer. 2 each
Tél IR H T4 HiACl
i) Ctrl+X in MS Word is used for
(a) Undo (b) Copy
(c) Cut (d) Paste
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(2)

W.uE. @ F Crl+X F W@ ... & foa & 2

(#) Undo (a) Copy
(|) Cut () Paste

ii) Page Break can be inserted by
(a) Ctrl+B (b) Ctrl+Return
(¢) Cul+K (d) Curl+X
Page Break &l .......... ZR T A GHA 2
(&) Ctrl+B () Ctrl+Return
(T) Ctrl+K () Ctrl+X

i11) To insert decorative text in document we
use
(a) Clip-art (b) Word-art
(¢) Smart-art (d) Header
ERIAT | (decorative text) VAL 91 Bl 3T
&g ... H TM FQ 2
(31) Clip-art (¥) Word-art
{E) Smart-art (g) Header
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(3)

iv) "Merge cell" MS Excelis

(a) Deleting cell

(b) Joining selected cells in toone large cell
(c) Split cell

(d) None of above

TH.0H. Ta8d H Merge cell 4 ard 2 ...
(%) Cell @t Delete &1

() Selected (F7R4a) Cells @ & & Cell & Frzn

() Split cell

(3) Swtra | & T8
v) Auto sum in MS Excel is used for
(a) Table (b) Sum
(c) Formula (d) Auto correct
MS Excel § Auto sum & %4 ..... & oo F
8l
(31) Table (7) Sum
(") Formula (3) Auto correct
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b)

(4)

Write all features of MS Word. 9
.0E. © 3 8 Rduas f e
Define the following terms in brief (Any three).

A yemEia F Al § Taed (FE JF)
1) Word wrap

O

11) Bullets and numbering
i1i) Format painter

iv) Subscript and superscript

Differentiate the following and explain each.
9

i) Insert table and draw table
11} Row and column
111) Find and replace

e SR we T 0@ s A aEEEdl

i) Insert table U9 draw table
i) Row Td column

iii) Find T replace
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(5)

b) Explain all the steps of mail merge t&kmg
suitable daca.
IUgE e FER AW T F A steps F G
. a) Write name and the functions of tools for
formatting in MS Word 9
.04, 3¢ § ®RAEN ¥ Uge Y 9 a9
Tools U 39 @ Teiidaml
b) Write name of any five Hindi fonts and five
English fonts. 5
Pl Wi Rl T i iR e 3 T e
¢) What is page setup in ms word? 4
TH.U9. 98 | page setup ¥4I 2
a) To calculate the following in excel, write
formula for any five digits (Taking suitable data)
1}  Average
ii) Addition
1i1)) Maximum value
iv)  Minimum value
v) Count - 10
RdE6 V7
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()

T | A O R F oo B @ calculate
A &g formula fafwl (Jugaa 3@ @)

1)  Average

i) A1 (Addition)

i) AHIw "H
iv) FAdH HH
v) Count

b) What is spread sheet? How it is different from
word. 8
drRgfle T 3?7 W@ @ d ¥ W= 22

. a) Define following in Excel 9
i)  Worksheet ii) Workbook
iii) Cell iv) Ribbon
v) Template vi) Formula bar
vii) Title bar viil) Status bar
ix) Autosum x) Clipboard
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b)

b)

(7)

Excel 4 91 3 wwamza
i) Worksheet i) Workbook

iii) Cell iv) Ribbon
v) Template vi) Formula bar
vii) Title bar viii) Status bar

ix}) Autosum x) Clipboard

Explain financial functions, logical functions
and date functions in brief, 9
Financial functions, logical functions @& date
functions # digs § T

Write all the steps to create chart in excel. How
you will change chart type? 9
TH § 9% # §aR FE g /9 steps i
qR F TR F F oRaRia 617

Explain Paste and paste special with suitable
example. 9

Paste T4 paste special I 393 I3 3 T

¥ TyEREn)|
RBE 7
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(8)

. Write short notes Any Three

digra fewoft fefeq) (#8 9F)
a) Templets and wizards
b) Quick access tool bar
¢) Features of spread sheet

d) Spelling and grammar
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