2408000602031003
EXAMINATION FEBRUARY-MARCH 2024
BACHELOR OF COMMERCE (SECOND SEMESTER) (NEP)
MINOR - COMPUTER APPLICATION - 1| THEORY ( OFFICE
AUTOMATION AND ACCOUNTING TOOLS) - LEVEL 3

[Time: As Per Schedule] [Max. Marks: 25]

Instructions: Seat No:
1. Fill up strictly the following details on your answer book
a. Name of the Examination: BACHELOR OF COMMERCE
(SECOND SEMESTER) (NEP)
b. Name of the Subject: MINOR - COMPUTER APPLICATION -
Il THEORY ( OFFICE AUTOMATION AND ACCOUNTING
TOOLS) - LEVEL 3
c. Subject Code No: 2408000602031003
2. Sketch neat and labelled diagram wherever necessary.
3. Figures to the right indicate full marks of the question. Student’s Signature
4. All questions are compulsory.

Q1 (¥ 2sUi Grir Il 7
Answer the following question in short.

1 Google Forms il GU12| %Ll
What is the use of Google Forms?

R Tally Hi $Usflo] o11H modify sdlefl 2252 S\ swlld).
What is the short cut key to modify company name in Tally?

3 Tally Hi i 251G2 3d] Il vlaLl?
How can you open new account in Tally?

4 MS Excel il Freeze Panes $H 15 4Hodl.
Explain the Freeze Panes command of MS Excel.

5 Work book & Work sheet 2124 ¢]?
What is Work book & Work sheet?

6 ULS oll USIR wlLd).
List types of chart.
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Q.2

7 MS Excel §185¢ls} extension 2} 87
What is the extension of MS Excel file?

(o) 21 d AL il GriR WL
Attempt any Three.
1. Microsoft Excel §521l o1l GUALL ARGl YRR Anddl
HIS UYL B,
a. RESULT b. TABLE
c. TOTAL d. AUTOSUM
Microsoft Excel uses the function to calculate the results in the
data table.
a. RESULT b. TABLE
c. TOTAL d. AUTOSUM
2. MS Excel Hi §1:d o] 212441d Gel iy 8.
a./ b. =
C.- d.*
Formulas in Excel start with
a./ b. =
C.- d.*
3. Welldd SUsHI 5812 salHIe 2lMi sl (aseusil Guylal °ld 82
a. Select Company b. Shut Company
c. Alter d. None of these
Which option is used in Tally to make changes in created company
a. Select Company b. Shut Company
c. Alter d. None of these

4. TallyHi F2 & Alt+ F2 o1l GU)d| %L1,
State the use of F2 & Alt+ F2 in Tally?

o1 d Vs il G LUl
Attempt any One.

. TallyHi “Select Company” ol “Shut Company” Al
Explain the “Select Company” & “Shut Company” in Tally?

. Google Forms 1l §14¢l %Qlld)l. Google Forms teilddilell Steps %LLdl.
Write are the advantage of Google Forms? Write down steps to create
Google Form.
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o1 d ¥ls el GriR LYl
Attempt any One.

. MS Excel sl conditional formatting command 194 G&l&L A1
YHl.
Explain conditional formatting command of Excel with suitable example.

. Tally il H&cdsil features UHM1A).
State the importance features of Tally.
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