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TILAK MAHARASHTRA VIDYAPEETH, PUNE 
BACHELOR OF COMMERCE (B.COM.) 

EXAMINATION: MAY 2022 
SECOND/FOURTH SEMESTER 

Sub: MS – Office – Practical (BCOM19-206 / BCS-401) 
 

Date:  17/05/2022 Total Marks:  60 Time: 10.00 am to 12.30 pm 

1. Write a letter in M.S. Word to a sports shop for getting quotation of sports 
equipments for your school. Set Font Times New Roman & font size 12. 
 
Vw‘À¶m emioÀ¶m {H$«S>m gm{hË¶mgmR>r EH$m {H«$S>m gm{hË¶ XwH$mZXmamg H$moQ>oeZ ‘mJÊ¶mgmR>r 
E‘.Eg.dS>© ‘Ü¶o nÌ {bhm. ’$m°ÝQ> Q>m>Båg² Ý¶y amo‘Z R>odm d gmB©O 12 R>odm. 
 

OR 

Draw the given flow chart in MS Word 

(gmo~VMm âbmoM>mQ>© E‘Eg dS>© ‘Úo H$mT>m) 
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2. 

         

Prepare a bar chart in excel for the given data 

{Xboë¶m S>oQ>mgmR>r E³gob‘Ü¶o ~ma MmQ>© V¶ma H$am. 

 
Name of the Student 

 
Marks 

 

Sonal Gupta 35 
Gaurav Joshi 45 
Saloni Gaikwad Absent 
Kedar Pingle 45 
Manish Kale 32 
Kiran Sinha 31 

 

OR 

 

Insert the below data in MS excel and take the total of the same using Sum Formula 
E‘Eg E³gob‘Ü¶o Imbrb ‘OHy$a {bhm Am{U g‘ ’$m°å¶©wbmMm dmna H$éZ Ë¶mMr EHy$U g§»¶m 
{bhm. 

 
Course 

 
Admissions 

 
F.Y.B.A 98 
S.Y.B.A 78 
T.Y.B.A 35 
F.Y.M.A 48 
S.Y.M.A 78 
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  3. 
 

 

Prepare an advertisement slide using proper font, font size, alignment, color 
combination and background design  

¶mo½¶ ’$m°ÝQ>, ’$m°ÝQ> AmH$ma, a§J g§¶moOZ Am{U nmíd©^y‘r {S>PmB©Z dmnê$Z Om{hamV ñbmB©S> V¶ma 
H$am. 

For sale 

Five acres of planted rubber, 5 years old, at Saharanpur 

Call:- 9850654896, 10 Km  from the highway road 

Or 

Prepare one slide in the PowerPoint use any background and design for the 
advertisement of Refrigerator. 

¶mo½¶ ’$m°ÝQ>, ’$m°ÝQ> AmH$ma, a§J g§¶moOZ Am{U nmíd©^y‘r {S>PmB©Z dmnê$Z ao{’«$OaoQ>a Mr Om{hamV 
ñbmB©S> V¶ma H$am. 
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