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Enrollment No: Exam Seat No:

C.U.SHAH UNIVERSITY
Winter Examination-2020

Subject Name : Office Automation - |

Subject Code : 4CO010AU2 Branch: B.Com (English, Gujarati)
Semester : 1 Date : 17/03/2021 Time : 03:00 To 04:30 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.

Attempt the following questions: (07)

(A) What is Gutter in Microsoft Word?
WSS ad Hi o Aed 9j?

(B) Write the short cut key to make text italic in Word document.
as SlsyNofe Ui 252 A s2U@s scllell & s2 Sl L.

(C) What is the extension of Microsoft Excel document?
552 NAA S5 of AsUSaot 9 B?

(D) Write short cut key to cut selected cell in Microsoft Word.
HUESHAe dd Ul RAs2 53¢t Actal 52 scll U2oll 20 52 8l Al

(E) Write short cut key justify the document in Microsoft Word.
HSsAge df Ul Slsgoe A wResta sl Hizell e s2 Sl Al

(F) Microsoft Paint is system software. State True/False.
s Utez As e WseAR B. ALY /ulg wrudl.

(G) Write the extension of Microsoft Word document.
HB5RA SR A Slsy o of AsUSeUot AV,

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

Us-

Q-2

2 ol wat-u il sleuel ol el sallol AL
Attempt both the questions. (14)
(A) Write a short note on Watermark. Write the steps to put watermark in (07)

Microsoft Word document.
AleML5 (AN gsolltl Al A oA SlsgNoe Ui AleRHLS Ysall MBotl R W A,

(B) How do we insert a table in Microsoft word? Explain. (07)
HIE s o i 2ot Boll Il Y5l asia? wxAl.
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Q-3

Q-4

(A)

(B)

(A)

(B)

(A)

(B)

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

HESsAg ab 1l 8lH Ao Ameal.

Explain Margin and orientation in Microsoft Word.
S ASHL HUFol A RN A UHAAL

Explain SUM, AVERAGE, MIN and MAX functions with example.
HBSIASE WA Hl SUM, AVERAGE, MIN el MAX $52lel GELS1L UL ALl
Write a note on Mail Merge.

NS HY (AN oAltL AU

Attempt both the questions.

What are Header and Footer? Write the steps to insert Header and Footer.

352 Ual 22 Y B? 5 el §2R A Ysall HlSall LU AVl

Explain the uses of Microsoft Word in various areas.
HSslAse adetl (QQu AsNHT U0 .Ul

(14)
(07)

(07)

(07)
(07)

(14)
(07)

(07)
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