Enrollment No: Exam Seat No:

C. U. SHAH UNIVERSITY

Winter Examination-2021

Subject Name : Office Automation — 11
Subject Code : 4CO020AU2 Branch: B.Com (Gujarati , English)
Semester : 2 Date : 21/10/2021 Time : 02:30 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 &sHl aol wl. 07

A Which shortcut key is used to start and exit from the slideshow? 2
LSS 2 23 sl Aal wolR ollsnal H2 58 Wése Sloll GuAdL WA B?
B What is the meaning of Cell in Excel? 2

ASAAUL Actall wd g 872

C Which shortcut command is used to open and save an existing document? 2
Sletall €A VIlAall wal UlAclal HI2 s ese MEa cduRAA B?

D What extension is used to save the PowerPoint file? 1
YleRU o2 $lda AUl M2 sl Aseeo2lolall UL UA B?
Attempt any two questions from Q-2 to Q-5. 28
o{lAetl ysll 2 &l 5 Hiell SlESuUQl Aol wallol AU
Q. 2  Attempt all questions. Gltll Ysllell cllod LUl 14

A Explain the advantages of PowerPoint. 05

YR SoRoll $LAERA UM,

B How to protect a presentation by setting up a password on it? 05
YR otal WS A2 53l Yaglda 3cll A YA 53 asia?
C Explain how can put video in PowerPoint slide? 04

WeRWEe2 ssHl (Al 3l 3l Y4l asial umeaal?

Q. 3  Attempt all questions. Gltll Uslletl acllol AUl 14
A Write note on Slide Layout in PowerPoint. 05
YleRUWES e HL AUSS AuB2 UR ol AUl
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Explain about Worksheet and Spreadsheet.
abelle wa WsAle AN umesl.
What is Ribbon and where does it appear?

Rotet 9 B el A sl vt B?

Q. 4 Attempt all questions. Gltll Uslletl %cllol AL,

A

Explain the use of Excel inbuilt functions: SUM, MIN, COUNT, COS, DATE.
AsAA Bot(olee §52otoll GUAL AHAA: SUM, MIN, COUNT, COS, DATE.
Explain any five functionalities available in insert tab of Excel.

ASRACe Boé 201HL BUEot Sl8uRl Ui (AN UM AL

How do you apply a single format to all the sheets present in a workbook?

AR aboysHi sl dHid 2lled uR As o Sile dcll A aloy 53 asta?

Q.5 Attempt all questions. Gltll Ysllell acllol LUl

A

B

Explain Wrap Text and Merge in Excel.

AsAAML dU 252 wal 1o AV U,

What is formula in Excel? Explain with example.

ASAAHL Sl 9 B? GElWL A AU AL

Explain in short: Insert Cells, Insert Sheet Rows, Insert Sheet Columns, Insert
Sheet.

gsul uHstal: s1W et s, 2lleell Uil etud sl 2llesll slan
el sl 2lle etnet sl
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