(1PGe) ROl NO. eveerireenireeennes

S.C.No.—23501106

M. Com. EXAMINATION, 2023

(First Semester)
(NEP) (2023)
IT SKILLS FOR BUSINESS
23MCI106

Time : 3 Hours Maximum Marks : 50

Note : Attempt Five qﬁestions in all, selecting one
question from each Unit. Q. No. 1 is
compulsory. All questions carry equal marks.
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1. Short answer type questions : 5%x2=10

(a) What is the purpose of Thesaurus ?
(b) Manipulation of cells
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(¢) Turnitin
(d) paragraph Indenting
(e) Inserting Word table in anp Exce]

Worksheet.
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Unit I

ECZES

Explain the steps to change the font and font

zize in MS-Word by giving suitable example.
10
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3.

Write detailed notes on the following :

(a) Alignment of Text in Cell 5

(b) Explain the various option of Page Setup.
5
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Unit IT

g I

yExplain various methods of inserting and

th

deleting rows and columns in a worksheet. 10
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Describe wvarious categories of the excel

functions.
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10

Unit X1
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How do you automate a slide show in
PowerPoint ? 10
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Write detailed notes on the following :
(a) Converting a text from ‘“Word Format’ to
‘PDF Format’ and Vice versa 5

(b) Resizing and Scaling an object. 5
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Unit IV

s IV

“YWrite a detailed note on various sources of
10

secondary data.
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write detailed notes on the following :
It
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