Exam Seat No: Enroliment No:
C.U.SHAH UNIVERSITY
Wadhwan City
Subject Code : 4CO010AU1 Summer Examination-2014 Date: 19/06/2014

Subject Name Office Automation-I

Branch/Semester:- B.Com (guj)/I

Examination : Remedial

Time:10:30 To 12:00

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
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Save 24 Save As a2l dslad A1
Text Bold a2 88 Shortcut keys i Guaidl a8 ?

Document Print s2a1 #12 §8 Shortcut keys i Guaidl u & ?

Document 4i Page break u#sial

Document Format $2ai-ll [a[aa Facilities Q{H%@p’j >

Format Painter a#1al )
OR
MS-Word W aiTm  [Q8 usesial.
Document 1i Header 11 Footer #sau-il utald auondl. Header 241 Footer
Hi wdl AvL 3L AHSAl.

Document i Paragraph Alignment $§—5¢ 3ld s3 asiu ?

Excel 4i Cell Formatting , Cell inserting Cell deleting u#sql.
Excel ui Sort Filter Example 18 auasial.
OR
Excel #i 13- Functions au2ial.
(1) Sum () (2) Average () (3)Min () (4)Max ()
(5) Date () (6) Time () (7)And ()
(b)  Excel ui Guacy [Alaga usiz-i Charts [Q8 auedl.
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