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Enrollment No: ______________________          Exam Seat No: _______________________ 

C.U. SHAH UNIVERSITY 
Summer Examination-2017 

Subject Name: Office Automation - II 

 

Subject Code: 4CO02OAU2  Branch: B.Com(Gujarati)                                            

Semester: 2  Date: 18/05/2017 Time: 02:00 To 04:00  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  નીચેનાપ્રશ્નોનાજવાફઆ઩ો: (7)  

 a)  સે઱એટ઱ેશુ?ં  

 b)  MS Wordમાપંાઈ઱ઓ઩નકરવામાટેનીશોટટકટકીકઈછે?  

 c)  સ્પ્પે્રડશશટનીવ્યાખ્યાઆ઩ો.  

 d)  એક્સે઱શીટનુપંાઈ઱એક્સટેશનશુછેં?  

 e)  ઩ાવર઩ોઇન્ટસ્પ્઱ાઈડશૉનેરનકરવાનીશોટટકટકીકઈછે ?  

 f)  Max()પકં્શનનોઉ઩યોગશુછેં?  

 g)  ઩ાવર઩ોઇન્ટપાઈ઱નુએંક્સટેશનશુછેં?  

 

પ્ર.૨થીપ્ર.5 માથંીકોઈ઩ણ૨નાજવાફઆ઩ો; 
Q-2  નીચેનાપ્રશ્નોનાજવાફઆ઩ો: (14) 

 1. સ્પ્઱ાઈડશૉશવષેટૂંકનંધ઱ખો. 7 

 2. પોર્મ્ુટ઱ાએટ઱ેશુ?ં શીટમાપંોર્મ્ુટ઱ાકેવીરીતેમકુવાએસમજાવો. 7 

Q-3  નીચેનાપ્રશ્નોનાજવાફઆ઩ો: (14) 

 1. એશનમેશનએટ઱ેશુ?ં ઩ાવર઩ોઇન્ટસ્પ્઱ાઈડમાએંશનમેશનઅનેઇપેક્ટકેવીરીતેમકુવાતેસમજાવો . 7 

 2. MS Excelમાડેંટઅનેટાઈમપકં્શનસમજાવો? 7 

    

Q-4  નીચેનાપ્રશ્નોનાજવાફઆ઩ો: (14) 

 1. મે઱મર્જશવષેશવસ્પ્તતૃમાસંમજાવો. 7 

 2. કોઈ઩ણ૪સ્પ્ીંગપકં્શનસમજાવો. 7 

    

Q-5  નીચેનાપ્રશ્નોનાજવાફઆ઩ો: (14) 

 1. સ્પ્઱ાઈડમાઓંબ્જેક્ટકેવીરીતેમકુવાએસમજાવો. 5 

 2. AND, OR, NOT, IF, IFErrorપકં્શનસમજાવો. 5 

 3. કોઈ઩ણ૨મેથપકં્શનસમજાવો. 4 
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Q-1  Attempt the following questions: 
 

(7)  

 a)  What is Cell?  

 b)  What is the shortcut key to open a file in MS Word?  

 c)  Define spreadsheet.  

 d)  What is the extension of anExcel sheet?  

 e)  What is the shortcut key to run the slide show in PowerPoint?  

 f)  What is the use of Max() function?  

 g)  What is the extension of Power point file?  

 

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

Q-2  Attempt all questions (14) 
 1. Writea short note on slide show. 7 
 2. What is Formula? Explain how to add a formula in a sheet. 7 

Q-3  Attempt all questions (14) 
 1. What is Animation? Explain how to add animation and effects in Powerpoint 

slides. 
7 

 2. Explain the Date Time functions in MS Excel. 7 
    

Q-4  Attempt all questions (14) 
 1. Explain Mail Merge in detail. 7 
 2. Explain any 4 string functions. 7 
    

Q-5  Attempt all questions (14) 
 1. Explain how to insert objects into slides? 5 
 2. Explain AND, OR, NOT, IF, IFError functions. 5 
 3. Explain any 2 Math functions. 4 

 


