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

EXAMINATION: MAY 2022
FOURTH SEMESTER

Sub: MS - Office — Practical (BCOM19-206)

Date: 17/05/2022

Total Marks: 100

Time: 10.00 am to 1.00 pm

Q. 1. Solve the following (Any2) (40)
1. Draw the given chart in MS Word
(THUE g5 ALY feorar are @en
Search
Edit Contact
Yes .
Details
l No
New
Contact
2. Write a letter in M.S. Word to the Principal of the college, asking for ten days leave
for cricket tournament.
(fshehe TatiaTdt R o feawmi=m e urmiie vt weiferenerr=n yremt forgr)
3. Type a given matter in MS word. Correct the underlined spelling mistakes using spell
check option and highlight the corrected word.
Trefle AU WeRT=AT TobT SURRGA (IS hetedl IHMRd. T Howgy €
HIEEHE] TRY HU A0 T A AR ST =T bl goed . GETOM hetdd
&g 35% (FRAATEE) L.
Both solid and liquid municipal wastes can be the surces of enrgy. Biodegradable
materials in the municipal waste can be converted into bio-gas through bacterial
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anaerobic digestion in proerly designed digesters. Solid municipal wastes can be dried
and pelletized to produce fuel pellets. Also large scale power prodction can be
achieved by burning solid municipal wste by ‘Laser Torches’.

Some of these technologies are, however, under trial production only

4. 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.

o= e fremfien Akt e fheifdc gHEMGRE SieyH  ARTUAETSt
W.TE.98 W U feTal. Wive g < UFA 391 9 Eig 4R 34T
Q. 2. Solve the following (Any2) (40)

1. Insert the below data in MS excel and take the total of the same using sum formula

T THRTHE GTefid TerRt forgt Snidr T Wi arut &e et TRl S
forn.

Course Admissions
F.Y.B.C.A. 119
S.Y.B.CA. 219

T.Y.C.A. 159
F.Y.M. C.A. 179
S.Y.M. C.A. 299

2. Enter the following marks of F.Y.B.Com students Financial Accounting subject into
excel sheet. Passing is for 40 Marks. Accordingly give them remarks as pass, fail,
absent. Use formula option to calculate the pass and fail students

T AeAL F.Y.8.Com AT faearedi™ faecy r@iehel Wreller (0T e
U EroarErt Yo 0T TR, CAFTAR el Secliol 30T JfefecdRof, Jeguiedrd

Name of the student Marks scored
Nikhil Ramesh Bhosale 40
Harish Prayagraj Kulkarni 32
Elroy Eugene Nazareth 72
Nikhil Pramod Chougule 44
Rajashree Sumant Pandit 28
Ranjeet Shankarrao Shinde 72
Nitin Ranganath Gawade 48
Suraj Bhimrao Pawar 44
Sagar Vitthal Khomane 44
Reena Simpson 48
Satyajeet Mohanrao Kadam Absent
Salil Lambe 72
Sasipa Philai 48
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3.

4.

Prepare a Pie chart in excel for the given students year wise admission record

(@reltel feeiear etfole aulegar gaer qusiied vado #ed Pie dC

SeTdT)
Academic Year Male Female
2014-2015 26 40
2015-2016 20 39
2016-2017 32 29
2017-2018 28 42
2018-2019 18 45

THATH UFHHE Tiollel ST HTell 3707 THAoHYT o aT9eel HHAHST 00
CFhaRl AT (Fcdesh TATATHTS 00 YT IOT 3Te)

Name Science Marks | English Marks
Kiran Dahale 57 40
Saurabh Shukla 80 39
Girish Pande 29 29
Pranay Pradhan 20 42
Umesh Ganarva 90 95
Solve the following (Any1) (20)

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

e Sfeardren 7eig ¥ et 31 it ane i, Wi T1es, STAR-e , T
FrRumse feang aueEa TEs S e,

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

.

For sale

Five acres of planted rubber, 5 years old, at Saharanpur
Call:- 9850654896, 10 Km from the highway road
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