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B.Com. Programme 5th Semester Examination, 2023

SEC3-COMMERCE
COMPUTER APPLICATIONS IN BUSINESS

Time Allotted: 2 Hours Full Marks: 60

The figures in the margin indicate full marks.

GROUP-A / faeni-=
Answer any fwo questions
- }fﬁ? 244 T wie
1 3¢ T TR e
1. (a) Discuss the advantages of using Electronic Spreadsheet.
Electronic Spreadsheet IR JRa T SCEH 741
SeIFCI TISRIC AN 7T & hIgares Belthal TIel |
(b) Write the steps involved in printing a worksheet in MS Excel.
MS Excel-@ j72® Worksheet Printing-43 Rfeq siafowf s w1
MS Excel AT Worksheet fiiee T Hef wRUE®w oi&]a R |

2. Briefly discuss the steps involved in inserting, re-sizing and changing the
chart/graph in MS PowerPoint.
MS PowerPoint-4 929 inserting, re-sizing ¥R chart 8 graph AR s
RlGIPDIETE
MS PowerPoint AT 9T / AT T ARATIT T, RATSS T I gRGeH T aRUEH I

RHfRTH HUHT BeTthel HUHT B |

3. Briefly explain the various components of MS Excel (Home Tab) screen layout.
MS Excel (Home Tab) screen layout @3 SoWRefE SEw0o 3909 541
MS Excel (Home Tab) R cTarrSea IR acaess Aferd wuHT ReT TR |

4. (a) How do you insert a table in MS-Word?
MS-Word-4 table eI @f =7 21 1% 9
HART MS-Word AT d1fetadT (Table) FfEAferd T 2
(b) Write the steps to split and merge cells of a table in MS-Word.
MS-Word-4 split and merge cell-&3 AWCFASE (74|
MS-Word HT TTfefebTepl HeTes 1o I Hof T+ TRUERS e |

GROUP-B/ TTeio-2

5. Answer any four questions:
Q- BIFfG 2ta Tea wies
Pl IV U] SR EIeN ;

(a) Explain the utility of mail-merge in MS Word.
MS Word @ mail-merge @3 SISt (1 41
MS Word AT HeT-Hieh! ST R T8 |
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(b) Briefly discuss the different functions available in insert tab of MS Word. 6
MS Word 9@ insert tab @ (7 3% ifen Fiora sy T80 ©f SEwe! 390 741
MS Word $9¢ S99 Sueted] fafi= JeprRighaR FfdH BuHT Berthel THeI9 |

(¢) How do you add and change transition in MS-PowerPoint? 6
MS-PowerPoint & fF@I(F transition @ add and change %1 23 ¢
TUTS BaRT MS-PowerPoint AT Transition 2% ¥ qRee T80 ?

(d) Discuss in brief the factors determining the effectiveness of business presentation. 6
Business presentation-@3 Sl eI fiae T4t 27 7Rewe! 390 321
IR IRfTehT THTGRTRAT (ERUT T ehRepes ARHHT Befthel e |

(e) Explain any two types of cell referencing in MS-Excel with examples. 6
MS-excel-9 A2 @ (&9 70 cell referencing @ KA Swigel a7 Al SOG4 |
MS-Excel AT gﬁ afer gﬁ% YR cell referencing SSTERUED Al IR ﬂﬂ%ﬁ?{ |

(f) Describe the steps involved in inserting the function in MS-Excel. 6
MS-Excel @ function insert I AW (741
MS-Excel AT function FFHfId T+ TRUE®H qui ‘T:Tﬁ?{ I

GROUP-C / [qets-4t

6. Answer any four questions: 3x4=12
-1 BIAT5 2l T mies
Pl IR THDT IR e ;

(a) What are the methods of selecting a line in MS-Word? 3
MS-Word @ @& 12 fadibe F417 “fafe fF 9
MS-Word AT eTTg T 7 faferess & g1 ?

(b) Write the steps to set Margin in MS-Word. 3

MS-Word @ Margin set I 2MCH2ef @)
MS-Word T 715 He T IRVERS AETE |
(¢) What are the different Slide Views available in MS-PowerPoint? 3
MS-PowerPoint @ ¥ 450~ slide views (R 9
MS-PowerPoint AT 3Ucted] faf¥=T Slide views & g7

(d) Write down any six statistical functions available in MS-Excel. 3

MS-Excel @ ©f%s, =6 Statistical FTerefe @141
MS-Excel AT IUeied P U+ B gT HRGDI DHRIE AETEN |

(e) What are the different types of Business Presentation? 3
f3fSw I Business Presentation 3 (& @141
IR SRfT ! fAf=T JepR & &1 2

(f) What is the formula tab in MS-Excel? 3

MS-Excel @ formula tab I57C® & @R 2
MS-Excel 9T formula tab & & ?
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