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Fourth Semester (Scheme-2012)
Modern Office Management

DESKTOP  PUBLICATION AND PRESENTATION

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.

Hw$b N>… àíZ hb H$s{OE & àíZ H«$‘m§H$ 1 (dñVw{Zð> àH$ma H$m)

A{Zdm¶© h¡ & eof àíZm| ‘| go {H$Ýht nm±M H$mo hb H$s{OE &

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

{H$gr ^r àH$ma Ho$ g§Xoh AWdm {ddmX H$s pñW{V ‘| A§J«oOr ^mfm Ho$

àíZ H$mo A§{V‘ ‘mZm Om¶oJm&

1. Choose the correct answer. 2 each

ghr CÎma H$m M¶Z H$s{OE&

i) Which is the fastest printer.

H$m¡Z-gm qàQ>a g~go VoO hmoVm h¡

(a) Inkjet (b) Dot matrix

(c) Drum printer (d) Laser

ii) Pagemaker is a ______ product

noO‘oH$a ______ H$m product h¡

(a) Microsoft (b) Oracle

(c) Adobe (d) MAC

iii) Which menu contains the story Editor options in Pagemaker.

noO‘oH$a ‘| story Editor option {H$g menu ‘| hmoVm h¡

(a) File (b) Edit

(c) View (d) Insert
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iv) PowerPoint presentation is a collection of ________

nm°danmBªQ> àoO|Q>oeZ ________ H$m collection (g§J«hU) h¡

(a) Slides (b) Handouts
(c) Speaker's notes (d) All the above

v) Which key in PowerPoint Presentation is used for slide show
from begining.
nm°danmBªQ> àoO|Q>oeZ ‘| H$m¡Z-gr key H$m à¶mooJ slide show H$mo àma§̂  go
Mmby H$aVm h¡
(a) F2 (b) F3
(c) F4 (d) F5

2. a) What is DTP? Write its advantages, Disadvantages and
limitations. 9
DTP ³¶m h¡? BgHo$ bm^, hm{Z¶m± Ed§ gr‘mE± {bI|&

b) Write name and uses of the software used in DTP work also
explain uses of Printer and Scanner. 9
S>r.Q>r.nr. H$m¶© ‘| à¶moJ {H$¶o OmZo dmbo gm°âQ>do¶a Ed§ CZHo$ Cn¶moJ

{bI| gmW hr qàQ>a Ed§ ñHo$Za H$s Cn¶mo{JVm g‘PmB¶o&

3. a) Write and explain all the features of Pagemaker. 9
noO‘oH$a H$s g^r {deofVmAm| H$mo {b{IE Ed§ g‘PmB¶o&

b) Write and explain all the tools of tool box in Pagemaker. 9
noO‘oH$a ‘| Qy>b ~m°³g Ho$ g^r tools H$mo {b{IE Ed§ g‘PmB¶o&

4. a) Explain text formatting, alignment and page setup. 9
Text Formatting, alignment Ed§ page setup H$mo g‘PmB¶o&

b) Write significance of master page and story editor in Pagemaker.
9

noO‘oH$a ‘| Story editor Ed§ Master page Ho$ ‘hÎd H$mo {b{IE&

5. a) Define the following: 10
{ZåZ H$mo g‘PmB¶o&
i) Slide ii) Animation
iii) Slide Sorter iv) Slide show

v) Slide Orientation
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b) Write use of format painter and slide Master in PowerPoint. 8

nm°danmBªQ> ‘| format painter Ed§ slide master H$s Cn¶mo{JVm {b{IE&

6. a) What is Custom animation? Write steps to add symbol and special
character in presentations. 9

Custom animation ³¶m h¡? Presentation ‘| symbols Ed§ special

character H¡$go S>mb|Jo?

b) Write steps to make a PowerPoint Presentation of 5 slides. How
to make slide show manual and automatic? 9

nm±M slide H$m nm°danmBªQ> àoO|Q>oeZ V¡¶ma H$aZo hoVw g^r steps {b{IE&

ñbmBS> emo H$mo manual Ed§ automatic H¡$go H$a|Jo?

7. a) Write any 10 shortcut keys of PowerPoint with their uses. 10

nm°danmBªQ> H$s {H$Ýht Xg shortcut keys H$mo CZH$s Cn¶mo{JVm g{hV

{b{IE&

b) What is Word Processing? Write its advantages and limitations
in DTP work. 8

dS>© àmogoqgJ ³¶m h¡? DTP Ho$ H$m¶m] ‘| BgH$s bm^ Ed§ gr‘mE± {b{IE&

8. Write short notes. 18

g§{já {Q>ßnUr {bI|&

i) Offset Printing

ii) Word art and Clipart

iii) Hand outs
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