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SARDAR PATEL UNIVERSITY
B. A, (I Semester) Examination
Friday, 02™ December 2016
2,00 p.m. - 5.00 p.m.
UAQTCCAPO4 : MICROSOFT OFFICE & QOPERATING SYSTEM - 11

Q: 1 Answer the followings.

| Operating system manages :

{A)Memory (B)Processor  (C) /O Deviceg (D) All above
The first screen of a computer is known as :
(A) Desktop (B) ProgtamTop  (C) Home Page (D) None of above
3 Windows Operating System is known as ‘
(A) DOS  (B)CUI (C)GUL (D) Nene of above
4 Excel is used for ‘
{A) Preparing Document (B) Caleulation (C) Drawing (D) Manages I/O Devices

S Excel file’s extension is
(A) Ixt (B) .docx (€ xlsx (D) . bmp
Answer the followings. (Any Five) ) 10
List the icon display on Desktop.
Write the difference between package and operatingsystem.
List the accessories programs of windows.
Write steps to change date and time of a computer..,..,. .
List uses of Excel. '
What is workbook. ,
Write steps to rename, copy and insert worksheet.
What s sorting? How many option available for sorting.
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A Writg steps to prepare result sheet with example and also calculate total, percentage,
B Draw Excel screen and explain its each part. . o i

OR
B Explain following terms 7 : 3
(1) Formula (2) Function  (3) absolute.eell .. (4) Relative cell

Q:4A  Whatis conditioﬁai formatting? Exblain it with mftiﬂfhexamp!e. 2
B Write a short note on chart facility available in Exref.

-~ OR .
B Explain subtotal with suitable example, ' 3

Q:5A  Write differences between function and formula, - - 2
B Explain following functions with suitable example., 3
(1) Count () {2) sum{) £3) average ()
: OR
B Explain following functions with svitable examplé:, 3
(2) fact () (2) abs() (3Yint ()

Q:6 A Explain If () with example. - el 2
B Explain folfowing functions with suitable example. '
(1) Coucatenate () {2y upper () (3) right )
OR ‘
B Explain following functions with suitable example. 3
(1) Now () (2) date () A3 time.()
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