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

EXAMINATION: DECEMBER 2023

SECOND / FOURTH SEMESTER
Sub: MS - Office — Practical (BCOM19-206 / BCS-401)

Date:

12/12/2023 Total Marks: 60 Time: 2.00 am to 4.30 pm

1.

Write a letter in Ms-Word to H.O.D. of your department asking for 5 days of leave.

(g fegwrean Jorean Anmfae! fvmmra Ms-Word A& o= forer)

OR

(20)

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

(TTATT ASTLHES T =T ¢ o Tl ATET (STATEA) il Ad. H9 AL a5
e Hed ST Xl SATTOT T = ATTE TITONT AT AT GEEd FHT. GLATIIT ol
9153 ZTAATZE FT)

The Goods and servics tax is a static_indiect tax levied on all gods and services

produced in the coutry and also on all goods and services imported from abroad. GST
will be a single uniform indirect tax which will treat India as one maket. It will repace
all Central and state indirect taxes like CENVAT, excise, customs, VAT, state excise,
etc. It was introdued as The Constitution (One Hundred and Twenty Second
Amendment) Act 2017, following the pssage of Constitution 122nd Amendment Bill.
The GST is governed by GST Council and its Chaiman is Unin Finace Minister of
India - Arun Jaitley.

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

(@t faereaT Sreafors AUt Taer aqefieT= U 7 Pie ATE I94T)

(20)

Academic Year Male Female
2018-2019 62 52
2019-2020 102 48
2020-2021 45 92
2021-2022 105 45
2022-2023 110 92

OR

Insert the following data in MS Excel and calculate Sum and Percentage using
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formulas from excel (Marks are out of 100 for each Subjects)

THUE TFIARET G ST ATAT A0 THRAAHT T aTI6 GHTe A0 2aml

HISIT (T8 [ATATETaT 100 T 07 312a)
Name Science Marks | English Marks
Aman Shah 55 50
Komal Verma 88 49
Kishor Kale 92 25
Preeti Kulkarni 10 85
Krishna Sinha 100 102

3. Prepare an advertisement slide using proper font, font size, alignment, color
combination and background design (20)

(T Hive, Hive AR, T@H, T HIST A0 IrEHT BT aroe ST
TATEE TATL F)

City International School, Pune
Welcome for
Open day — 1% December 2022
OR

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

(T Five, THive AR, TG, TGS A7 G HT AT aroe SArfgera
FATES TATLF)

Excel institute of foreign trade

Sixth convocation — 2012

Masters Program in International Business
12" November 2018

Welcome

To The

GUEST OF HONOR

Shri.A.S. Murthy

Chief Technology Officer

Tech. Satya, Hyderabad.
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