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Hemchandracharya North Gujarat University, PATAN 

Programme:- Bachelor of Commerce 
Semester-III                                              SUBJECT ELECTIVE - SE  

Practical – 1 
 

1. Excel  5|MU|FD X~ SZL tMGL :S|LGGF GLR[ VF5[, EFUM VM/BL4  V[SYL A[ JFSIDF\ jIFbIFlIT SZMP 

(a) Title Bar    (b) Menu Bar  (c) Standard Toolbar 

(d) Formatting Toolbar  (e) Formula Bar (f) Workspace Area 

(g) Cell    (h) Column  (i)  Row 

(j) Active Cell    (k) Sheet Tab  (l) Status Bar 

(m) Scroll Bar 

2. GLR[ VF5[, JS"XL8 T{IFZ SZMP         
 A B C D 

1 Dev Computer   
2 Item Price Quantity Total Cost 
3 Hard Disk 3000 10  
4 Printer 6000 5  
5 Monitor 5000 10  
6 Speaker 1000 10  
7 CD 10 100  
8     
9   Total…  

 
3. Column D DF\ NZ[S ItemGL  Total Cost,  Formula ( ;}+) GF VFWFZ[ XMWMP  

4. Column D DF\ VFJ[, NZ[S ItemGL Total Cost GM ;ZJF/M D9  Cell DF\ ;}+GL DNNYL D}SMP 

5. Cell B4 GL lS\DT 6000 G[ AN,[ 5500 SZM HJFADF\ O[Z 50[ K[ S[ GlC\ T[ GM\3MP 

6. p5ZMST JS"A]SG[ BCOM31 GFD VF5L  ;\U|C (Save) SZMP 

7. p5ZMST JS"A]SG[ A\W SZMP 

8. Excel  5|MU|FD A\W SZMP 

9. Excel  5|MU|FD OZLYL X~ SZL4 BCOM31  OF.,G[ OZL SFIF"lgJT (Open) SZMP 

10. BCOM31  OF.,G[ BCOM_NEW GFD VF5L GS, SZMP 

11. GLR[ H6FJ[, Key(s) GF SFIF[" H6FJMP 
 

 
 

  
  
Tab 

Page Down 
Page Up 
Home 
Ctrl + Home 
F5 

12. Excel  5|MU|FD A\W SZMP 



 
 

 

 
Hemchandracharya North Gujarat University, PATAN 

Programme :- Bachelor of Commerce 
Semester-III                                              SUBJECT ELECTIVE - SE 

Practical – 2 
 

1. ExcelDF\ GLR[ D]HA lJWF"YLVMG]\ U]6 5+S T{IFZ SZMP                                   
 A B C D E F 
1 Patan Commerce College    
2 Name Sub-1 Sub-2 Sub-3 Total Percentage 
3 Ajay 65 70 60   
4 Divya 80 85 70   
5 Kavita 55 60 50   
6 Manish 48 55 40   
7 Rita 78 68 70   

 
2. Column F DF\ NZ[S lJWFYL"GF U]6G]\  Total  ;}+ GL DNNYL XMWMP 

3. Column G DF\ NZ[S lJWFYL"GL 8SFJFZL ;}+ GL DNNYL XMWMP 
4. Cell G[ Edit Mode DF\ ,FJL A1 GFDGF Cell DF\ Commerce GL HuIFV[ Arts SZMP 

5. (a)   4 G\AZGL ZM 5;\N SZMP   
(b)   D  GFDG]\ SM,D 5;\N SZMP 
(c)   C VG[ F GFDGF A\G[ SM,D V[S ;FY[ 5;\N SZMP 
(d)   B2 : E7 ;]WLGL Z[gH DFp; äFZF 5;\N SZMP 
(e)   B2 : E7 ;]WLGL Z[gH SL AM0" äFZF 5;\N SZMP 

6. Patan Arts College DF8[ GLR[ D]HA ;HFJ8 sOMD["8L\Uf SZMP 

Font  : Arial Black  Font Style : Bold 
Size  : 16   Underline : Double 
Color  : Red 

7. (a)   2 – G\AZGL ZMDF\ VFJ[, AWF H 8F.8, DwIDF\ UM9JM VG[ 3F8F (Bold) SZMP 
(b)   JS"XL8GL VF\S0FSLI lJUTM DwIDF\ UM9JMP 
(c)   Patan Arts College G[ A1 YL F1 ;]WL ;[, DH" SZL DwIDF\\ UM9JMP 
(d)   2 – G\AZGL ZMDF\ VFJ[, AWF H 8F.8, DF8[ 45 0LU|L 5|DF6[ VMZLV[g8[XG UM9JMP 

8.  (a)   Column A GL 5CM/F. (width) 18 SZMP 
(b)   2 G\AZGL ZMGL Hight 25  SZMP 
(c)   B YL G ;]WLGF TDFD SM,DGL  5CM/F. (width) 15 SZMP 
(d)   Column  E GL 5CM/F. DFp; äFZF AN,MP 

9. p5ZMST JS"XL8G[ Sem_3 GFD VF5MP 

10. p5ZMST JS"A]SG[ BCOM32 GFD VF5L  ;\U|C (Save) SZMP 

11. Excel  5|MU|FD A\W SZMP 



 
 

 

 
Hemchandracharya North Gujarat University, PATAN 

Programme:- Bachelor of Commerce 
Semester-III                                              SUBJECT ELECTIVE - SE 

Practical – 3 
 

 
1. ExcelDF\ GLR[ D]HA JS"XL8 T{IFZ SZMP 

 A B C D 
Ram InfoTech  1 

2 Item Price Quantity Gross Value 
3 CD 10 100  
4 DVD  12 20  
5 PENDRIVE 400 5  
6 Total    

 
2. Column D DF\ NZ[S VF.8DGL Gross Value  ;}+ GL DNNYL XMWMP    ( Gross Value = Price * Quantity ) 

3. Column D DF\ VFJ[, NZ[S ItemGL Gross ValueGM ;ZJF/M D6   Cell DF\  ;}+GL DNNYL NXF"JMP 

4. ZM G\AZ - 4 VG[ ZM G\AZ - 5GL JrR[ V[S GJL ZM NFB, (Insert) SZMP T[DF\ GLR[ 5|DF6[ lJUT EZMP 
 

5 CD Cover 10 100  
 

5. (A) 5 - G\AZGL ZM N}Z (Delete) SZMP 
(B) N}Z SZ[,L ZM 5FKL D[/JMP 

6. Column A GL 0FAL AFH] V[S GJ]\ SM,D pD[ZMP T[DF\ GLR[ 5|DF6[ DFlCTL  NXF"JMP 
 Cell A2 DF\ Sr.No.      

A3DF\  1 
A4DF\ 2   
A5DF\  3    
A6DF\  4 

7. (A)  Column A GL lJUTM Column F DF\ Move SZMP 
(B)  ;]WFZF 5C[,FGL 5lZl:YlT 5]Go:YFl5T SZMP 

8. (A) Column B GL lJUTM Column F DF\ Copy SZMP 
(B) Column F G[ N}Z SZMP 

9. A1:A7 ;]WLGL Z[gHGF 0[8F OST DFp; £FZF F1:F7 GL Z[gHDF\ ,. HFVMP sMove  SZMf 

10. B1:B6 ;]WLGL Z[gHGF 0[8F OST DFp; £FZF G1:G6 GL Z[gHDF\ SM5L SZMP 

11. G1:G6 ;]WLGL Z[gHGL lJUTM N}Z (Delete) SZMP 

12. p5ZMST JS"A]SG[ BCOM33 GFD VF5L  ;\U|C (Save) SZMP 

13. Excel  5|MU|FD A\W SZMP 

 
 



 
 

Hemchandracharya North Gujarat University, PATAN 
Programme:- Bachelor of Commerce 

Semester-III                                              SUBJECT ELECTIVE - SE 
Practical – 4 

 
1. ExcelDF\ GLR[ D]HA JS"XL8 T{IFZ SZMP                            

 A B C D E F G H I 
1  Jan Feb March April Total Max sale Min sale Average 
2 I 10 10000 5000 10000 11000     
3 Maruti 12000 8000 11000 9000     
4 Neno 14000 9000 9000 7000     
5 Ford 16000 11000 15000 5000     
6          
7 TOTAL         

 
2. p5ZMST JS"XL8DF\ O\SXGGF[ p5IMU SZL Total,  Max. Sale, Min. Sale VG[ Average XMWMP 

3. gFLR[ 5|DF6 [ Page Setup SZMP 

(a)  Orientation  : Landscape   
(b)  Scale   : 150% of Normal Size 
(c)  Paper Size  : Legal 

(d)  Top Margin  : 2  .\R   Bottom Margin : 2 .\R 
        Left Margin  : 0.25 .\R  Right Margin  : 0.25 .\R 
       Header Margin : 1.25 .\R   Footer Margin  : 1.25 .\R 

(e)  JS"XL8G[ 5FGFGL JrR[ KF5JFGL K[P 

4. JS"XL8DF\ GLR[ 5|DF6[ Header  ;[8 SZMP 
  Center Section DF\ Magic Auto   ;[8 SZMP  

5. JS"XL8DF\ GLR[ 5|DF6[ Footer  ;[8 SZMP 
 (a) Left Section DF\ Date  NXF"JMP 
 (b) Right Section DF\ 5FG G\AZG[ D}SMP 

6. JS"XL8DF\  Gridline  SFIF"lgJT (On) SZMP 

7. JS"XL8GM  Print Preview H}VMP   

8. Excel GF O\SXGGF[ p5IMU SZL GLR[GF HJFA D[/jFMP 
a)  25 G]\ JU"D}/ D[/JMP      b)  -100 G]\ JU"D}/ D[/JMP 

c)  -18.5  G[ 3GDF\ O[ZJMP     d)  3925 G[ 100 J0[ EFUL X[QF XMWMP 

e)  27.9 DF\YL 5}6F"S EFU K}8M SZMP   f)  100 G]\ 10 VFWFZLT Log D[/JMP 

g)  725.5863 G]\ A[ NXF\X:YFG ;]WL ,UEULSZ6 SZMP 

9.  p5ZMST JS"A]SG[ BCOM34 GFD VF5L  ;\U|C (Save) SZMP 



 
 

Hemchandracharya North Gujarat University, PATAN 
Programme:- Bachelor of Commerce 

Semester-III                                              SUBJECT ELECTIVE - SE 
Practical – 5 

 
1. ExcelDF\ GLR[ D]HA J[RF6 5+S T{IFZ SZMP 

 A B C D E 
1 Vijay  Ice cream    
2 Sales Statement   
3  January February March April 
4 Amul 1000 1100 1200 1150 
5 Vadilal 450 470 500 500 
6 Havmor 350 370 400 350 
7 Joy 1800 1940 2100 2000 

 
2. p5ZMST DFlCTLG[ VF2FZ[ SM,D RF8" T{IFZ SZMP H[DF\ GLR[ H6FJ[, AFATM NXF"JMP 

 (a)  Title TZLS[ Sales Analysis NXF"JMP 

 (b)  X wFZL 5Z Month  NXF"JMP 

 (c)  Y wFZL 5Z Sales NXF"JMP 

 (d)  Gridlines Y wFZL 5Z Major ;[8 SZMP 

 (e)  Legend G[ RF8"GL 0FAL AFH]V[ ;[8 SZMP 

 (f)  0[8F 8[A, G[ RF8"GL GLR[ NXF"JMP 

3. p5ZMST RF8"G]\ SN AN,M VG[ V[S HuIFV[YL ALHL HuIFV[ B;[0MP 

4. p5ZMST RF8"GM l5|g8 l5|jI} SZMP 

5. p5ZMST RF8"G[ Line Chart DF\ 5lZJlT"T SZMP 

6. RF8"G[ N}Z (Delete) SZMP 

7. HFgI]VFZL DF;GL lJUTM 5ZYL Pie Chart AGFJMP NZ[S Slices G[ 8SFJFZL :J~5DF\ NXF"JMP 

8. DFR" DF;GL lJUTM 5ZYL Pie Chart AGFJMP  

9. HFgI]VFZL VG[ V[l5|, DF;GL DFlCTLG[ VFWFZ[ Bar Chart T{IFZ SZMP 

10. O[A|]VFZL VG[ DFR" DF;GL DFlCTLGM 3-D Column Chart T{IFZ SZMP 

11. RF8"G[ BCOM35 GFD VF5L ;\U|C (Save) SZMP 

 



 
 

Hemchandracharya North Gujarat University, PATAN 
Programme:- Bachelor of Commerce 

Semester-III                                              SUBJECT ELECTIVE - SE 
Practical – 6 

 
[A] 

1. ExcelDF\ GLR[ D]HA SD"RFZLVMG]\ 5UFZ 5+S T{IFZ SZMP 
 A B C D E F G H I 
1 NAME BASIC DA HRA GROSS IT PF DED NET PAY 
2 A.K.Patel 5000        
3 B.S.Shah 6000        
4 C.D.Doshi 7000        
5 D.B.Raval 8000        
6 P.P.Pandya 9000        
 

2. BASIC GF 50 % DA U6MP 

3. NZ[S SD"RFZLG[ BASIC GF 10 %   HRA  VF5MP 

4. BASIC,  DA VG[ HRA GM ;ZJF/M SZL GROSS  XMWMP 

5. HM GROSS   10000 YL VMKM CMI TM GROSS GF 5 %  IT U6M VgIYF GROSS GF 10 % U6MP 

6. BASIC GF 10 %  PF U6MP 

7. IT VG[ PF GM ;ZJF/M SZL DED D[/JMP 

8. GROSS DF\YL  DED  AFN SZL NET PAY D[/JMP 

9. JS"XL8GM Print Preview H}VMP  

10. JS"XL8G[ KF5MP 

11. Print 0FI,MU AMS;GF GLR[GF lJS<5MGF SFIM" V[S ,L8LDF\ H6FJMP 

 (a) Print Range   (b) Print What 

 (c) Copies    (d) Print to File 
 

[B] 
 
1.  GLR[ VF5[,  lJWF"YLVMGL HgD TFZLBGF VFWFZ[  JT"DFG TFZLB[ lJWF"YLVMGL  p\DZ XMWMP 

 A B C 
1 NAME BIRTH  DATE AGE 
2 Amit 12/04/90  
3 Atul 15/08/92  
4 Alpesh 20/12/90  
5 Amar 18/03/95  

 
2.  p5ZMST JS"A]SG[ BCOM36 GFD VF5L  ;\U|C (Save) SZMP 



 
 

 
Hemchandracharya North Gujarat University, PATAN 

Programme:- Bachelor of Commerce 
Semester-III                                              SUBJECT ELECTIVE - SE 

Practical – 7 
 
1. ExcelDF\ GLR[ 5|DF6 [  SD"RFZLVMGM  0[8FA[h T{IFZ SZMP 

 A B C D 
1 Name Department Designation Salary 
2 C.S.Shah Sales Manager 40000 
3 L.P.Joshi Sales Clerk 20000 
4 P.P.Pandya Account Manager 30000 
5 H.G.Gandhi Account Clerk 20000 
6 S.S.Solanki Purchase Manager 27000 
7 T.R.Raval Sales Clerk 16000 
8 R.D.Patel Purchase Clerk 19000 
9 M.N.Shah Account Clerk 15000 

10 C.A.Mehta Purchase Peon 9000 
 

2. p5ZMST 0[8FA[hG[ Name lO<0 5|DF6[ R-TF (Ascending) S|DDF\ UM9JMP 

3. p5ZMST 0[8FA[hG [ Name lO<0 5|DF6[ pTZTF (Descending) S|DDF\ UM9JMP 

4. p5ZMST 0[8FA[hG[ Department VG[ Name lO<0 5|DF6[ R-TF (Ascending) S|DDF\ UM9JMP 

5. 0[8FOMD"GF p5IMU ãFZF 0[8FA[hDF\ GLR[ H6FJ[, SFIM" SZMP  

   a)  7 DF\ G\AZGF Z[SM0"GL lJUT H]VMP      b)  8 DF\ G\AZGM Z[SM0" N}Z (Delete) SZMP  
   c)  0[8FA[hDF\ GJM Z[SM0" pD[ZMP H[DF\ GLR[ NXF"J[, DFlCTL pD[ZMP 

Name   : A.R.Zala 
Depertment  : Sales 
Designation  : Clerk 
Salary   : 18000 

   d)  R.D.Patel  GFDGF SD"RFZLGL Salary 21000 SZMP 

6. a.   Designation TZLS[ Manager CMI T[JF Z[SM0"h XMWMP 
b.   Designation TZLS[ Clerk CMI VG[ Salary 18000 YL JW] CMI T[JF Z[SM0"h D[/JMP 
c.   Data Form A\W SZMP 

7. Auto Filter  ;UJ0TFGM p5IMU SZL GLR[ 5|DF6[ SJ[ZLGL ZRGF SZMP 
a.  Department = Sales CMI T[JF Z[SM0"h D[/JMP 
b.  Department = Purchase VG[ Salary > 15000 T[JF Z[SM0"h D[/JMP 
c.  Department = Sales VYJF Purchase CMI T[JF Z[SM0"h D[/JMP 
d.  Auto Filter  A\W SZMP 

8. 0[8FA[hG[ Department 5|DF6[ R-TF S|DDF\ UM9JLP Department AN,FI tIFZ[ Salary G]\ Sub Total VG[ V\T[ 
Grand Total D[/JMP 
 

9. Purchase Department DF\ SFD SZTF SD"RFZLVMGM DC¿D 5UFZ XMWMP 
10. Purchase Department DF\ SFD SZTF SD"RFZLVMGM gI}G¿D 5UFZ XMWMP 

11. Sales Department DF\ SFD SZTF SD"RFZLVMGM 5UFZGL ;Z[ZFX D[/JMP 
12. Sales Department DF\ S[8,F SD"RFZLVM SFD SZ[ K[ T[ ;\bIF XM3MP 



 
 

 
Hemchandracharya North Gujarat University, PATAN 

Programme:- Bachelor of Commerce 
Semester-III                                              SUBJECT ELECTIVE - SE 

Practical – 8 
 
 

(A) Excel DF\ 5|F%I GF6F\SLI O\SXg;GM p5IMU SZL GLR[GFGF HJFA D[/JMP 
1. V[S A[\S4 S\5GLG[ ~FP!4__4___ GL ,MG !5@ jIFHGF NZ[ S], &_ DlCGF DF8[ VF5[ K[P  

S\5GLG[ NZ DlCG[ C%TF TYF jIFH  ;FY[ ;ZBL ZSDGF C%TF R}SJJFGF K[P S\5GLV[ NZ 
DlCG[ R}SJJFGL YTL ;ZBF C%TFGL ZSD XMWMP 
 

2. V[S jIlSTG[ NZ JQF["[ ~FP54___ ElJQIGF N; JQF" ;]WL ZMSJF K[P jIFHGM NZ !Z@ K[P 
jIFH JQF"GF V\lTD lNJ;[ U6JFDF\ VFJ[ K[P VF ;\HMUMDF\ N; JQF"GF V\T[ ZMSF6GL lS\DT 
XMWMP 
 

3. V[S jIlST ;D1F A[ lJS<5 K[P SF\ TM T[ NZ JQF[" ~FP!_4___ GL ZSD Z_ JQF" ;]WL D[/J[ 
VYJF JT"DFGDF\ VtIFZ[[ ~FP(_4___ D[/J[P jIlSTV[ VF A[ DF\YL SIM lJS<5 5;\N 
SZJMP 
 

4. V[S I\+GL BZLN lS\DT ~FP!4_54___ K[P T[GL E\UFZ lS\DT ~FP54___ K[P I\+G]\ 
VFI]QI !_ JQF"G]\ K[P TM ;LWL ,L8LGL 5wwFlTYL W;FZM U6MP 
 

(B) Excel DF\ 5|F%I lAG;F\bISLI (Text) O\SXg;GM p5IMU SZL GLR[GFGF HJFA D[/JMP 

1. “COMPUTER”  G[  Lower Case DF\ O[ZJMP 
2. “apple”  G[ Upper Case DF\ O[ZJMP 
3. “Computer”  XaNDF\YL 0FALAFH]YL RFZ V1FZM D[/JMP  
4. “Computer” XaNDF\YL HD6LAFH]YL +6 V1FZM D[/JMP 
5. “Computer” DF\YL RMYF V1FZYL X~ SZL S], +6 V1FZM D[/JMP 
6. “Note Book”   XaNDF\YL S], V1FZMGL ;\bIF U6MP 
7. “North    Gujarat   University”  ,BF6DF\YL ALG H~ZL BF,L HuIFVM N}Z SZMP 
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