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B.Com. Programme 5th Semester Examination, 2021

SEC3-COMMERCE

COMPUTER APPLICATION IN BUSINESS

Time Allotted: 2 Hours Full Marks: 60

The figures in the margin indicate full marks.

GROUP-A / fTo-5/ @ve-&

Answer any fwo questions 12x2 =24
A-FIA 715 &tsiE Ted wis
B g TN IR fagers
1. Narrate how to write a letter on ‘Request for Quotation’ for purchasing two 12

branded computers to be sent to four vendors by using ‘mail-merge’ operation
after creating database.

‘Mail-merge’ 7/l 92 I database (o1 IR 7 T viG Ko T2 (A
10 PICTT FTOIER &) ‘Request for Quotation’ (B 1o v ot 2ofat 411

Seed o RS Hd-A6 TRYE YIART N AR fdshdewdls UsTSHd]

A 8 IS HFYSRE® WRE D] AT ‘BICIFDI A RET A1 I
FHER o TR o TN |

2. Explain how transition, animation and slideshow can help in preparing a good 12
presentation.

9T SICE! (@ISO (presentation) (ORI FACO transition, animation €3} slideshow
RO AW I ©f P 4

SIS, UFHAT X TS 9ol T UK (Presentation) @7 &I Hed I+

qFS AR ARAT T |

3. Write the steps to calculate ‘straight line depreciation’ by using formula in a 12
spreadsheet by taking an appropriate example.

G35 A& TRIZACR NG spreadsheet-9 “straight line depreciation’ e Fa@
gi7efet (1Y)

SWRIh IaTeR0T foTeR BrsfHeHr g3 YA TR “straight line depreciation’ ITOTAT
T TRUEH o] |
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4.

(a)

(b)

(c)

(d)

(e)

5025

®

How to insert Chart Title? What is ‘Legend’ in Excel Chart? Explain Data Labels.

Chart Title IR GFICA 27 9 Excel Chart-93 (0T Legend & 2 Data Labels 31201
4

¢ W¥d (Chart Title) O AFAferd 9 Ao ? Tadel acHAT fofors
(Legend) 9! & &I ? SICT oldele® Bl ARAT TN |

GROUP-B / faon-4/ @vs-1
Answer any four the questions:
-1 B1Af6 et e mies
1 AR TR SR fAger
How to add ‘Drop cap’ in MS-Word? Define Thesaurus.
MS-Word-4 ‘Drop cap’ RF®I @19 #7127 ¢ Thesaurus-93 ISl w8
MS-Word AT ST ®IT HA A= ? “Thesaurus’ TR TR |
How to turn on ‘AutoCorrect’ features in a Word document?
@3 Word document-4 ‘AutoCorrect’ (A25{5 RFSIt Bie] 1 T 9
Word document #T ‘AutoCorrect’ GfI€TE®w HARI AlhAT T Afho ?
Differentiate between ‘Filter’ and ‘Sort’ in Excel with appropriate example.
RS Trizae Wi Excel-9 ‘Filter’ @3k “Sort’-&3 34y 21ef fefar a5z (rate |
SUYh IQTBRUTh! AT URIAAT “Filter’ X “Sort” drae! =T SUTSIBN |

List the steps involved in splitting and merging of cells in MS-Excel.

MS-Excel-@3 S cell-93 splitting @R merging-a3 7 E#E ai=iefer 3oz 541

MS-Excel #T HeAdl IS (Splitting) I ASHT (Merge) Hol'™ aRUES JUldg

TR |

Discuss the ‘Goal seek’ features with an example.

@fs Bwizae e ‘Goal seek’ (ARIEI G ST 411

JRTERUTHT AT ‘Goal seek’ JAUTATS BA®BS T |

What are ‘Themes’ in PowerPoint? Write the steps to insert a picture on a slide.
PowerPoint-@ ‘Themes’-%fe1 & ? @3 slide-« FH! GIFICAR diviefer @21
PowerPoint #1 ‘Themes’ & g ? ISSHAT dRAR Eleddl ol TRUEH

ST |

3+4+5
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GROUP-C / fxetl-a1 / gus-1
Answer any four the questions from the following: 3x4=12
-1 B0 et e e
B AR gt SR e
What is the utility of “TABLE’ in MS-Word?
MS-Word-& ‘TABLE’-4 Toicaifsel & ¢
MS-Word T 'Cdel’ I SUANIAT & & ?
What is the use of ‘MACRO’ in word processing?
‘Word processing’-4 ‘MACRO’-93 3217 F 2
TS URIRTSHAT ‘MACRO’ &1 YA & & ?
How to use ‘Format Pointer’ in PowerPoint?
PowerPoint-¢ fFSItd ‘Format Pointer’ I3I2F F41 27 9
PowerPoint T ‘Format Pointer’ &Rl YA T+ Afho ?
Mention the use of ‘Notes’ in slides.
Slide-9 (0T “Notes 99 TR TLa 4|
TS HAT ‘Alcd’ BT YA Iooid e |
What is ‘Conditional Formatting’ used for in MS-Excel?
MS-Excel-9 ‘Conditional Formatting® &R &) 2% 341 27 9
MS-Excel AT ‘Conditional Formatting’ & &I ST YN TR ?

Discuss the process of applying ‘Bulleted and Numbered List’ in a Word
document.

Word document-9 ‘Bulleted’ @3} ‘Numbered List’ 29 S 21l SNCEAm F41

Word document HI ‘gele ¥ TR TRUDI JAI AN T4 UHIER SAHA
‘Iﬂg |




