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          Exam Seat No:________________                             Enrollment No:____________________ 

C.U.SHAH UNIVERSITY 
Wadhwan City 

Subject Code   : 4CO01OAU1     Summer Examination-2014    Date: 19/06/2014  

Subject Name  Office Automation-I 

Branch/Semester:- B.Com (guj)/I       Time:10:30 To 12:00 

Examination : Remedial 

Instructions:-  

(1) Attempt all Questions of both sections in same answer book / Supplementary 

(2) Use of Programmable calculator & any other electronic instrument is prohibited. 

(3) Instructions written on main answer Book are strictly to be obeyed. 

(4)Draw neat diagrams & figures (If necessary) at right places 

(5) Assume suitable  & Perfect  data if needed 

___________________________________________________________________________ 
Q.  1    cc AWF H 5|`GMGF HJFA VF5M cc  

          (a)Delete VG[   Shift+ Delete  JrR[GM TOFJT ;DHFJMP      2 

            (b) Save VG[ Save As JrR[GM TOFJT ;DHFJMP       2  

           (c) Text Bold   SZJF DF8[ S. Shortcut keys GM p5IMU  YFI K[ m    2                  

          (d)  Document Print SZJF DF8[ S. Shortcut keys GM p5IMU  YFI K[ m               1 

 

Q.  2  (a)  Document DF\ Page break ;DHFJM        5 

          (b)  Document Format SZJFGL lJlJW Facilities ;DHFJMP      5 

          (c)   Format Painter ;DHFJM        4 

OR 

 Q.  2 (a)    MS-Word DF DFHL”G‰ lJQF[ ;DHFJMP      ‰‰   5 

          (b)    Document DF\ Header VG[ Footer D]SJFGL 5wWlT ;DHFJLP Header VG[ Footer 

        DF\ D/TL ;UJ0TFVM ;DHFJMP                      5 

          (c)    Document DF\ Paragraph Alignment S.vS. ZLT[ SZL XSFI m                  4 

 

 Q.  3  (a)     Excel DF\    Cell Formatting , Cell inserting  Cell deleting  ;DHFJMP  |   7 

          (b)     Excel DF\ Sort Filter Example ;FY[ ;DHFJMP        7 

OR 

(a)     Excel DF\ GLR[GF Functions ;DHFJMP  

    (1) Sum ( )  (2) Average ( )  (3) Min ( )   (4) Max ( )  

    (5) Date ( )  (6) Time    ( )   (7) And ( )           7 

(b)     Excel DF\ p5,aW lJlJW 5|SFZGF Charts lJQF[ ;DHFJMP               7  
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