Enrollment No: Exam Seat No:

C.U. SHAH UNIVERSITY

Winter Examination-2015

Subject Name: Office Automation-I1

Subject Code: 4CO020AU1 Branch: B.com(Guj)
Semester:2
Date: 26/11/2015 Time: 10:30 to 12:30 Marks: 35

Instructions:
(1) Use of Programmable calculator & any other electronic instrument is prohibited.
(2) Instructions written on main answer book are strictly to be obeyed.
(3) Draw neat diagrams and figures (if necessary) at right places.
(4) Assume suitable data if needed.

Q-1 Attempt the following questions: 7N
(MCQ/Short Type of Questions=1 mark™7=7 marks)

a) | A4 | B2

b) | MS Excel Hi 326l Ul5ci2d] 2ol 51614 8?

¢) | MS Excel Hi File Extension 2| 87?

d) | Date function yHoxidl

e) | Count function UHendl

) | alsaile 9f 82

g) | Power point Hi File Extension 2| 8?

Attempt any two questions from Q-2 to Q-5

Q-2 Attempt all questions (14)
1. MS Excel 1l @&l ¥Hcll. 7
. MS Excel Hi Statistical Functions ¥Hscll. 7
Q-3 Attempt all questions (a4
1. Power point U2 &5 olltl Qud]. 5
. 3di] 3ld 6llG (3521 Al UldR Ulee2 Hi Slide Gletldy? 5
3. Slide layout 48l 9| 87?7 4
Q-4 Attempt all questions (a4
1. U(dR Ulge 18] qHoddl el d 2Rli duR A 82 5
) d¥ 3d] Ad UldR Ulgee Uxee2led ¥ (102l elwd 53| 257 5
3. MS Excel Hi String Functions 442dl. 4
Q-5 Attempt all questions (14)
1. Power point i Edit and formatting slides q%l1dll? 5
2. Date & Time function G 5
3. SUMIF function ¥H%1dl. 4
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