23BCA212 1 01 10
UG PROGRAM (4 YEARS HONQURS) WITH SINGLE MAJOR

AT THE END OF SEcoND SEMESTER
OFFICE AUTOMATION T0O},§ (B.COM HONOURS-MAJOR)
(COMMON FOR COMPUTER APPLICATIONS & B.C.A)

(W.e.f. Admitted Batch 2023-24)
Time: 3 Hours

Maximum: 70 marks

SECTION - A

Answer any FIVE Questions. Sior?
/1. How to selecting text, copying and moving data?

2. What are the differences between wizard and template?
y’3. Explain about data sort in MS-Excel,
/4. Write about cell referencing.
/S. Explain various components of a slide.
/6. Explain about finding and replacing text.

7. Write about Hyperlinks.

8. What-if-analysis.

SECTION - B
Answer ALL Questions. Sx10=50

9. (a) Explain MS-Word window components with neat diagram.

(Or)
/7(b) Explain about page formatting and Headers & Footers.

10. (a) Define Macro. How to create, use and storing a macro?

(Or)
/(b) Explain the procedure of inserting tables and mathematical calculations on tables data.

/11. (a) Explain the features of MS-Excel in detail.

(Or)
(b) Write about various functions in MS-Excel with example.

12. (a) What is chart? Explain different types of charts and its uses.
(Or)
/(E) Explain about printing a work-sheet and filters in MS-Excel,

/16/. (a) Explain about changing color schema, chﬂl;ging background and shading in detail.
(Or

(b) Write in detail about working in slide sorter view.
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Answer any Five Questions.

- Book keeping.

a. 1.1.2023: Business started by Ar;
b. 3.1.2023: Deposited in SB] — Rs. 60 000

¢. 6.1.2023: Goods purchased — Rs. 40 000
d. 9.1.2023: Goods sold — Rs. 50 000
3 Trading Account.

/ Find out Gross Profit from the following inputs by preparing Trading Account.
a. Purchases — Rs. 60.000

b. Sales —Rs. 1,60.000
¢. Closing stock — Rs. 30.000
d. Wages — Rs. 20,000

e. Opening stock — Rs. 30.000
S. Reasons for providing Depreciation.

6.~ Find Annual depreciation and rate of depreciation from the following particulars.
o a. A Machine was purchased on 1.1.2020 for Rs. 40,000.
b. Installation charges — Rs. 20.000.

¢. Life of the asset is 10 years.

d. Scrap value after the life of the asset 1s Rs. 5,000
7. Write a note on Joint venture.
8. Consignment.

r"'l t'x
Section- B
Answer All Questions.

y a) Explain various accounting concepts and conventions.

-----------
-

2.1.23 Deposited Rs. 50,000 in State Bank GfIndla
3.1.23 Purchased goods worth Rs. 40,000

4.1.23 Paid salaries Rs. 30,000 through cheque
5.1.23 Sold goods worth Rs.1,00,000

6.1.23 Paid wages Rs. 10,000

Sx 10=50

-----------
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