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

EXAMINATION: MAY 2024 
FOURTH SEMESTER 

Sub: M.S. Office – Practical (BCOM19-206) 
 

Date:  9/05/2024 Total Marks:  100 Time: 2.00 pm to 5.00 pm 

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

1. Type the given matter in MS word. Correct the underlined spelling mistakes using 

spell check option and highlight the corrected word. 

Imbrb ‘OHw$am‘Ü¶o ñnoqbJÀ¶m MwH$m AYmoao{IV (A§S>abmB©Z) Ho$boë¶m AmhoV. {Xbobm ‘OHy$a 
dS>© ’$mB©b‘Ü¶o Q>mB©n H$am Am{U ñnob MoH$ dmnéZ ñnoqbJ À¶m MwH$m XþéñV H$am. gwYmaUm Ho$bobo 
eãX R>iH$ (hm¶bmB©Q>) H$am.  

The goal of the Basc Microsoft Office course is to give students a thorough 

understanding of the core funtions and tools of the Microsoft Office suite. It is 

intended for those who are new to using Microsoft Ofice products, such as Word, 

Excel, and PowerPoint, or who have litle experience with them. The fundamentals of 

these three primary programs are usually covered throughout the course, along with an 

overview of additonal crucial Office programs like Outlok and OneNote. 

 

2. Prepare the given letter with proper Alignment with Font Size 14 points, Times New 

Roman font. 

टाइ�स �य ूरोमन फॉ�ट �कार 14 फॉ�ट आकार वाप�न यो�य �दलेले प� तयार करा 

High Bliss 

Dhayari 

 

16
th
 April 2024 

Sucheta Agarwal 

Pune 

 

Dear Sucheta, 

 

With reference to your letter received on 5
th
 April 2024, we are sorry to inform you 

that we have vacancies available at the movement. We are impressed with your 

qualification and work experience and will definitely consider your candidature. 

 

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

 

Yours Sincerely 

Priya Ranot 

HR Manager High Bliss 

 

 

3. Draw the given chart in MS Word  

External (100 Marks) 

Batch (2020-21 till 2022-23) 
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(एमएस वड� म�ये �दलेला चाट� काढा) 

 

 

 

   

  Yes 

 

  No  

 

   

 

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

for cricket tournament. 

({H«$Ho$Q> ñnY}gmR>r 10 {Xdgm§À¶m aOoÀ¶m ‘mJUrMo nÌ ‘hm{dÚmb¶mÀ¶m àmMm¶mªZm {bhm) 

 

   

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 

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 

 

B.com 120 

BBA 290 

MBA 169 

M.com 182 

BCA 269 
 

 

 

2. 

 

Insert the following data in MS Excel  and calculate Sum and Percentage using 

formulas from excel   (Marks are out of 100 for each Subjects) 

 

एमएस ए"सेलम�ये खाल$ल डटेा घाला आ&ण ए"सेलमधून स�ू वाप)न समम*ूय आ&ण 

ट"केवार$ मोजा (�,येक -वषयासाठ0 100 पकै2 गणु आहेत) 

 

 

 

 

 

Edit Contact 

Details 

Found 

it 

Data 

New 

Contact 

Save 
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Name Math’s Marks Social Studies 

Marks 

Shikhar Desai 60 50 

Ketki Tembe 100 78 

Naryant Disale 99 69 

Shivani Jha 110 89 

Nitesh Varma 75 70 

 

 

3. Prepare a column chart in excel of given students year wise admission record                   

(खाल$ल �दले*या श7ै&णक वषा�नसुार �वेश तपशीलाचे ए"सेल म�ये Pie चाट� बनवा) 
Academic Year Male Female 

2019-2020  34 50 

2020-2021 38 42 

2021-2022 30 39 

2022-2023 25 47 

2023-2024 10 49 

 

 

4. 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 pass and fail students 

ए"सेल शीटम�ये F.Y.B.Com :या -व;या<या=चे -व>ीय लेखांकन खाल$ल गणु न@दवा. 40 

गणुांसाठ0 पास आहे. ,यानसुार ,यांना उ>ीण� आ&ण अन>ुCरण�, अनपुिEथत �हणून Gलहा. 

उ>ीण� आ&ण अन>ुCरण�, -व;या<या=ना  फॉ�यु�ला पया�य वापरा 

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 
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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 

 

   

Q. 3. Solve the following (Any1) (20) 

1. 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. 

Dresses For Sale 

Foundation day discount 5% on each apparel  

Date :- 22
nd

 April 2024 

 

2. 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 

 

 

 

 

 


