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16 

    Exam Seat No:________________                                              Enrollment No:___________________ 

C.U.SHAH UNIVERSITY 
Wadhwan City 

Subject Code   : 4CO02OAU7        Summer Examination-2014   Date:    16/06/2014 

Subject Name:- Office Automation-II 
Branch/Semester:- B.Com (Guj) /II        Time:02:00 To 3:30 

Examination: Regular  

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 

_________________________________________________________________________________________________________________________ 

lJEFU<!lJEFU<!lJEFU<!lJEFU<!    

5|`G<! 5|`G<! 5|`G<! 5|`G<! GLR[GFGLR[GFGLR[GFGLR[GF\\ \\    5|`GMGF5|`GMGF5|`GMGF5|`GMGF\\ \\    V[S<A[ JFSIDFV[S<A[ JFSIDFV[S<A[ JFSIDFV[S<A[ JFSIDF\\ \\    HJFA VF5MHJFA VF5MHJFA VF5MHJFA VF5M                                                                s)&f  s)&f  s)&f  s)&f  
 s!f =Average (5,10,15)             
 sZf =Fact (7)           

s#f =SUM (SUM(5,7), SUM (11,12) 
s$f =LOWER  ( 
s5f Power Point DF\ File G]\ extension X]\ CMI K[ m     
s^f Power Point DF\ Slide Shorter View V[8,[ X]\ m   
s&f Excel DF\ JW]DF\ JW] S[8,L JS”XL8 CMI K[ m  

5|`G<Z 5|`G<Z 5|`G<Z 5|`G<Z     GLR[GF 5|`GMGFGLR[GF 5|`GMGFGLR[GF 5|`GMGFGLR[GF 5|`GMGF\\ \\    8]8]8]8]\\ \\SDFSDFSDFSDF\\ \\    HJFA VF5MPHJFA VF5MPHJFA VF5MPHJFA VF5MP    
     sVf Excel DF\7 JS”A]S TYF JS”XL8 lJX[ 8}\SDF\ ;DHFJM          
s)5f 
 sAf Excel GF\ Operator Type TYF T[GF p5IMU lJX[ ;DHFJM       s)5f 
 sSf Power Point GF\ p5IMU lJX[ ;DHFJM              s)$f 

VYJFVYJFVYJFVYJF    
 sVf Excel DF\ SUMIF Function  pNFCZ6 ;FY[ ;DHFJM          s)5f 
 sAf Excel GF\ Features  lJX[ ;DHFJM                   s)5f 
 sSf Power Point DF\ Auto Content Wizard  lJX[ ;DHFJM            s)$f 
5|`G<# 5|`G<# 5|`G<# 5|`G<#  GLR[GFGLR[GFGLR[GFGLR[GF\\ \\    5|`GMGF5|`GMGF5|`GMGF5|`GMGF\\ \\    lJUTJFZ HJFA VF5MPlJUTJFZ HJFA VF5MPlJUTJFZ HJFA VF5MPlJUTJFZ HJFA VF5MP      
     sVf Excel DF\ Formula TYF Function lJX[ pNFCZ6 ;FY[ ;DHFJM       s)&f   
 sAf Power Point DF\ 1) Template 2) Blank Presentation 3)Notes View  

          4) Outline View lJX[ ;DHFJM           s)&f 
VYJFVYJFVYJFVYJF    

5|`G<#5|`G<#5|`G<#5|`G<# 
    sVf Excel DF\ 1) Cell 2) Cell Address 3) Active Cell TYF 4) Cell Range lJX[ ;DHFJM    s)&f 

sAf Power Point DF\ Slide Animation lJX[ lJUTJFZ ;DHFJM                   s)&fs)&fs)&fs)&f    
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