E (100)
2020-21 till 2022-23

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

EXAMINATION: MAY 2023

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

Date: 22 5//2023 Total Marks: 100 Time: 2.00 pm to 5.00 pm

Q. 1. Solve the following (Any2) 40)

Type the given matter in MS word. Correct the underlined spelling mistakes using
spell check option and highlight the corrected word.

Gl AGUHEY TFTTT ol NURRTA (ITSEET) heledl Aed. T6 TSIt a8
FIEAHE TERT HU AN T < ATe] ST =AT IohT Goed HU. GERUT et
g, 3% (FATEE) .

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
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

Prepare a letter with proper Alignment with Font Size 12 points Times New Roman

CISH g ITHA Five TRTT 12 Five AR qOET I {0 99 FT

Lotus INC

72 Parker Street

Hinjewadi, Pune

9" November 2018

Sneha Kale

239, Padmawati

Pune

Dear Sneha,

With reference to your letter received on 5™ November 2018, we are sorry to inform
you that we do not have any vacancies available at the movement. We are impressed
with your qualification and work experience and will definitely consider your
candidature when vancacies arise in future.

Please feel free to contact us again if we can help in any way.

Yours Sincerely

Pankaj Rathod

HR Manager of Lotus INC
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3. Draw the given flow chart in MS Word
(FiSa= FAETE THUY o€ TE hIa)

Search

l

\4
Edit Contact
Details

New
Contact >

A 4

Save

4. Write a letter in M.S. Word to the Principal of the college, asking for ten days leave
for cricket tournament.

(forehe mYETEY Lo feaaren W= Avi= vo weTfeeeRm=an Rt fomm)

Q. 2. Solve the following (Any2)

L. Prepare a pie chart in excel for the given data

(fectean oTfEdiIaR Tebe 7e IR 91¢ qar %)
Course Admissions
F.Y.B.Com 79
S.Y.B.Com 59
T.Y.B.Com 55
F.Y.M.Com 25
S.Y.M.Com 29

2. Prepare a column chart in excel for the given data

(40)
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T e TWEHE SicH I dUR .

Name of the Student | Marks
Sonal Gupta 55
Gaurav Joshi 55
Saloni Gaikwad Absent
Kedar Pingle 65
Manish Kale 12
Kiran Sinha 11

3. Enter the following marks of S.Y.B.Com students Marketing subject into excel sheet.
Passing is for 35 Marks. Accordingly give them remarks as pass, fail, absent

THA ofiewed F.Y.B.Com =aT fa=meaty fa=ia w@id @refier IO Figar. 40
TUMETST 919 . ATTETE AT IATO SAOr STieer, Squieda ¥ forer.

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

4. Insert the below data in MS excel and take the total of the same using Sum Formula

THUH THRTHE ETeftel At foTaT ST €1 BIfer= aTat e el TRUT S
forar.

Course Admissions

FYBA 98
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S.Y.B.A 78
T.Y.B.A 35
F.Y.M.A 48
S.Y.M.A 78
Q. 3. Solve the following (Any1) 20)

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

ST 7eigh T ard Wie, Wiee HTEH, e , Tt 3 sreRumse feemsa
FIEA TATSS Sl

Holy Cross International School, Mulashi

Our School is a place where everyone matters.

Welcome for

Open day — 17" Oct 19, 10.00 to 11.45

See the changes Experience the Buzz!
www.holycrossgoup.co.in, Tel : 020-2443125 / 2443126

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

A Bie, Hie ATHR, TT AASE 0T qredspt fegm amoed feta wegs TR
.

For sale

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

Call:- 9850654896, 10 Km from the highway road
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