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Fourth Semester (Scheme-2012)
M oder n Office M anagement

DESKTOP PUBLICATIONAND PRESENTATION
Time: ThreeHours Maximum Marks : 100
Note: i)  Attempttotal Sx questions. Question No. 1 (Objectivetype)

iscompulsory. Fromtheremaining questionsattempt any five.
Pl B: U g BINY | U shid 1 (S UbR )
rfyarf § | A9 weAl § & fhegl uig @ &1 HIRY |

i)  Incaseof any doubt or dispute, the English verson question
should betreated asfinal.
fort off UepR & HQg e farg & Ry o st v &
T P I HFT SR

1. Choosethecorrect answer. 2 each
e IR BT T BRI
i)  Whichisthefastest printer.
P ey Ty O B &

@ Inkjet (b) Dot matrix
() Drumprinter (d) Leser

i) Pagemakerisa product
YSTHERR %1 product g
(@& Microsoft (b) Oracle
() Adobe (d MAC

i) Which menu containsthe story Editor optionsin Pagemaker.
UomaR N story Editor option fF menu® grar g
@ HFle (b) Edit
(o) View (d) Inset
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Iv)  PowerPoint presentationisacollection of
gleRUTSe Yol @1 collection (Frgum) &
(@ Slides (b) Handouts

() Speaker'snotes (d) Alltheabove
V)  Which key in PowerPoint Presentation is used for slide show

frombegining.
greRuUTEe Uoice™ N dF-t key &1 WA dlide show & TR &
e, DA 2
@ F2 (b) F3
(c F4 (d F5

2. @ What is DTP? Write its advantages, Disadvantages and
limitations 9

DTP &1 §? 39 oY, Rl wd | ford |
b) Write name and uses of the software used in DTPwork aso
explain usesof Printer and Scanner. 9

S d o § v Ry S dTel ATFedIR UG SHh SUANT
fod qry & fick td TR A ST a9y

3. @ Writeandexplainal thefeaturesof Pagemaker. 9
UomeR & At fewdrel @ fiiRay vg A9
b) Writeand explainal thetoolsof tool box in Pagemaker. 9
USTHaR H ¢ dia & At tools @1 fIRey va AweIs

4. @ Explantextformatting, alignment and page setup. 9
Text Formatting, alignment & page setup & TasT=d |
b) Writesignificance of master pageand story editor in Pagemaker.

9
UomaR § Story editor t@ Master page & Ag@ @1 forRau|
5. @ Dédinethefalowing: 10
=1 @ AT
) Side i) Animation
i) SlideSorter iv) Slideshow
v) SlideOrientation
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b) Writeuseof format painter anddideMaster in PowerPoint. 8
uiaRuTEe ¥ format painter W@ slide master i Sufiar foRau)

6. @ WhaisCustomanimation?Writestepsto add symbol and specid
character in presentations. 9
Custom animation @1 & ? Presentation® symbols wa special
character & STeiil ?

b) Write stepsto make aPowerPoint Presentation of 5 dides. How
to makedide show manual and automatic? 9
ufa dide @7 gleRuUEe Ueiced IR o’ gg a steps forRau
FATES M B manual T automatic 3 B ?

7. @ Writeany 10 shortcut keysof PowerPoint withtheir uses. 10
uiaRuTEe 6 fheal g shortcut keys @1 96T IUMFET Afea
ferfRau|

b) WhatisWord Processing?Writeitsadvantagesand limitations
inDTPwork. 8
7€ TR 1 €2 DTP & ot o st o v i forRa

8. Writeshort notes. 18

e feoqoft ford |

)  OffsstPrinting

i)  Wordartand Clipart

i) Handouts

R W ="t
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