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Subject Code : 4CO010AU2

Semester : 1
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Branch: B.Com (English, Gujarati)

Marks : 35

(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.

(A)

(B)

(©

(D)

(E)
(F)

(G)

Attempt the following questions:

Write the extension of Microsoft Excel document.

HB5RA 52 NAA S5 No2 of st AU,

Write the short cut key to make text bold in Word document.
a$ SlsyNoe Hi 252 ol olles sclloll e s2 Sl Avll.

What is the extension of Microsoft word document?
HBsASR A SlsRoe of AsUSeot 9 B?

Write short cut key to paste selected cell in Microsoft Excel.
HESsIAse A 1l RAse 53¢t Acta Wre sl Hizell 208 s2 8l cvll.
Write short cut key print the document in Microsoft Word.
A ad Ui SlsgAee A Qo scll Hi2ell 0E 52 8l Al
Microsoft Word is system software. State True/False.
A af s e Ws2AR B, WY/ wauAl.

What is Gutter in Microsoft Word?

HslAse ad Hi o AeA §?

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

Q-2

(A)

(B)

(A)

Attempt both the questions.
Explain Home menu in Microsoft word.

WSS oAb 1 Sl Aoy Amendl.
Write a note on Mail Merge.
DEICRILACR LIRS

Attempt both the questions.
How do we insert a table in Microsoft word? Explain.

s o Hi 2ot Foll Il ysl asia? uHxAl.

(07)

(14)
(07)

(07)

(14)
(07)
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Q-5

(B)

(A)

(B)

(A)

(B)

Describe different types of charts available in Microsoft Excel. (07)
WSS ASe WA M QAU Ys(R ol AU A,
What are Header and Footer? Write the steps to insert Header and Footer. (07)
352 e g2 Y B? 852 Vol §22 A Yl Hiell R AU,
What is Watermark? How is it useful? Write the steps to put watermark in (07)
Microsoft Word document.
AleRMLE 9 B2 A 3l Guall B2 Higslse ab SlsyRofe Hi cleRMLE Ysall HIZell R WL
Al
Attempt both the questions. (14)
Write a short note on WordArt. (07)
ad e (A ol Aul.
Explain SUM, AVERAGE, MIN and MAX FUNCTIONS with example. (07)
552 NAA HL SUM, AVERAGE, MIN 4l MAX $52lol GELERQL AL UMl
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