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B.Com. DEGREE (C.B.C.S.S.) EXAMINATION, MARCH 2015

Fourth Semester
INFORMATION TECHNOLOGY FOR OFFICE

(Common for Optional Stream Computer Applications of Model I and Modgl II B.Com,
UGC Sponsored B.Com. Computer Applications and UGC Sponsored B.Com. O.M. & S.P.)

[2013 Admission]
Time : Three Hours Maximum : 60 Marks

Part A

Answer all questions.
Each question carries 1 mar&.

1. What do you mean by the term “Macros” ?

What are the functions of a print area ?

What do you mean by the word templates ?

Define video conferencing.

How tables are created in MS Word ?

What do you mean by RGB and CMYK color Models ?
What is DTP ?
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Explain the use of format painter in MS Word ?
(8x1=8)
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Answer any six questions.
Each question carries 2 marks.

9. How action buttons are inserted in power point slides ?
10. Explain the features of MS office button in excel 2007.
11. Briefly explain the steps used for creating DTP document.
12. Explnu: the various steps to create and display scenario in excel 2007,
13. What are the advantages of Power Point in the business sector ?

14. What are the steps involved in formatting a document ?
15. How vector image are created ?
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