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Hemchandracharya North Gujarat University, PATAN
Programme:- Bachelor of Commerce
Semester-111 SUBJECT ELECTIVE - SE

Practical - 1

1. Excel Mt a3 531 d-{l 28l 12 2ude euon stiavll, 25 6 aisyHl crvaiRd s2.
(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 (1) Status Bar
(m) Scroll Bar
2. A 2wha adslle duir s2.
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 i 625 Item+{l Total Cost, Formula ( %21) <l 21413 U4l

4. Column D i 21194 €35 Ttem-ll Total Cost il A6l D9 Cell Hi yoi-{l Heeal 4si.
5. Cell B4 <l [34d 6000 < 61 5500 531 UM 32 US © 3 [ d idl.

6. BuRsd asorsd BCOM3I UM 2l s (Save) $31.

7. BURsd asoisn oly s

8. Excel MU 6ieL 531

9. Excel diau s¥1el 213 531, BCOM31 s15aq 531 siull~ad (Open) $3.

10.  BCOM31 s18d+d BCOM NEW «ld 1l se 531

11. A oeudd Key(s) -t s1dl eseudl.

- Page Down
— Page Up
! Home
Ctrl + Home
T F5
Tab

12.  Excel M3U¥ 6i8 531,



Hemchandracharya North Gujarat University, PATAN
Programme :- Bachelor of Commerce
Semester-111 SUBJECT ELECTIVE - SE

Practical — 2

1. Exceldi {12 yorot [Qalafl2id o8l usts dui s2.
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

AN

2. ColumnF Hie3s [Qaiefldl 0@l Total 3ot «fl Meedl allal.

N

3. Column G 4i &35 [QanelHl estan?l 4ot | mesdl lal.
4. Cell 1 Edit Mode Hi cldl A1 M-l Cell ¥i Commerce | %4124 Arts $21.

5.  (a) 4o+l 2L wie s2l.
(b) D UM slau wrie s
() C A F AL 6l Sld™ L5 A1 WRie $3U.
(d) B2:E7 ¥l 3w "G gLl WRie $3.
(e) B2:E7 ydl-l 3 4l ollS g2l urie 52
6. Patan Arts College Ml {12 4ol A2 (sidla) s,

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

7. (a) 2— <ol AL 2udd o8 % 2uded HEHL lLsal i Blel (Bold) $31.
(b) ablledl AissL8ly [Ao1dl Henl dligl.
(¢) Patan Arts College *t A1 4l F1 3¢l Aet 1o 531 veuHi dlisal.
(d) 2— o+l L 2UAd 4L % 2uSed HI2 45 SIfl WMl AL\l dLLsdl.

8. (a) Column A <l ugious (width) 18 $3.
(b) 2 ot Ul Hight 25 $31.
(¢) Bl Gyl v siam-l welous (width) 15 3.
(d) Column E «{l YelousS 1B gl sledl.

9. Buxlisd asalled Sem 3 M ALul.
10.  GURUsd asoisd BCOM32 1 21Ul s (Save) 3.

11. Excel MM 6i8 53U,



Hemchandracharya North Gujarat University, PATAN

Programme:- Bachelor of Commerce
Semester-111 SUBJECT ELECTIVE - SE

Practical — 3

1. ExcelMi 12 yorot afslle dul 3.

A B C D
1 Ram InfoTech
2 Item Price Quantity | Gross Value
3 CD 10 100
4 DVD 12 20
5 PENDRIVE 400 5
6 Total

2. Column D i €25 U524+l Gross Value ¥t <l Heedl lél.  ( Gross Value = Price * Quantity )
3. Column D Hi 21d@ 35 Item+ll Gross Valuerl #2410l D6 Cell Mi yoi-ll Heedl sall.

4. A6 - 4 24 U o2 - 5+l 423 35 Al A slvied (Insert) 1. AL 1A w18l [Qo1d MR

5 | CD Cover | 10 | 100 | |

5. (A)5-+otl 21 g2 (Delete) 521
(B) &2 s34l 21wl Haal.,

6. Column A -l stoll 6l 315 g slax GHRL. dHi 1A wHwdl wlRdl saldl.
Cell A2 4l Sr.No.
A3ul 1
Adul 2
Asul 3
A6ML 4

7. (A) Column A | [321dl Column F 1i Move $31.
(B) At uda-l ulRRald yrafud 531,

8. (A) Column B {l (421l Column F ¥i Copy $31.
(B) Column F < £3 $31.

9. ALA7 YAl 3t Sl s5d HIGA gLl F1F7 <l 2+orui easS on2il. (Move 1)
10. B1:B6 y#l-{l 3ol S2L 55d MIGA gLl G1:G6 ~il =i 51l 531

11. G1:G6 Y-l 3=+l [A21dl &2 (Delete) 531.

12. BURUsd afopst BCOM33 U 2414L s (Save) $3.

13. Excel MM 619 531,



Hemchandracharya North Gujarat University, PATAN
Programme:- Bachelor of Commerce
Semester-111 SUBJECT ELECTIVE - SE

Practical — 4

1. ExcelHi <12 Hoyot adslle duiz 3.

A B C D E F G H 1
1 Jan Feb March | April | Total | Max sale | Min sale | Average
2 |110 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. GuRisd aslleni ssunHl Gualdl 531 Total, Max. Sale, Min. Sale 24 Average .

3. {12 w18l Page Setup s31.

(a) Orientation : Landscape

(b) Scale : 150% of Normal Size

(c) Paper Size : Legal

(d)  Top Margin 2 S Bottom Margin 2482
Left Margin :0.25 S Right Margin :0.25 54
Header Margin 112585 Footer Margin 11255

(e)  asalleat wieil a2 eruanl €.

4. adsllevi 012 w1l Header A2 s
Center Section i Magic Auto A2 $3.

5. asalleui {13 w413 Footer A2 $3.
(a) Left Section i Date slldl.
(b) Right Section i Ui+t ~io124 Hsi.
6. asalledi Gridline stui~ad (On) $31.

=

asslle-tl Print Preview %il.

8. Excel il § 53+l Guaiol $31 1AL ogcilor Hodl.
a) 25 4 aslqu A, b) -100 4 aclyn Aaal.
c) -18.5 A udHiddl. d) 3925 7100 43 ¢l AN ALl
e) 27.9 Migll yals ¢i1oL e9el 52U f) 100 4 10 20141¥d Log Aadl.

g) 725.5863 4 O saigRal Yl ddteidflsel s,

Ne)

. BURLsd A56L51 BCOM34 1+ U] s (Save) 521



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

Practical — 5

Semester-111

1. ExcelMi <12 3ol A2l Wsts dulr s3.
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. GuRLsd HURALA 2t slad 218 dutR s, ¥4l 12 weudd oleidl saldl.
(a) Title d%1% Sales Analysis salldl.
(b) X 43l 42 Month saldl.
(c) Y &3l 4R Sales saldl.
(d) Gridlines Y 8431 4 Major A2 531.
(e) Legend A Ael siofl il A2 5.
() seLzotd A el 2 salal.
3. BURsd AL 58 tledl v s @ou1Y] oflof] 9du 1) vASL.
4. GURLsd ALSHL B2 By s30.
5. (B4Rsd ALeA Line Chart Hi wRaldd s3l.
6. A g2 (Delete) 5.
7. o1yl |l [Q01dl ¥l Pie Chart ot-ldl. €35 Slices  251aL] 344l saldl.
8. w2 Hi-dl [Qardtl w4l Pie Chart oi-tldl.
9. oyl vt MU Al MR A 241912 Bar Chart dul? $31.
10. 392413 24 ¥12] Hiael MR dlAL 3-D Column Chart d41R 3.

11. A2 BCOM35 H 21l 24 (Save) 531.



Hemchandracharya North Gujarat University, PATAN
Programme:- Bachelor of Commerce
Semester-111 SUBJECT ELECTIVE - SE

Practical — 6

[A]
1. ExcelMi 12 yoor s 32l wau2 usis duir s
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 L 50 % DA 212l

3. 235 sAIFA BASIC 1L 10 % HRA ML,

4. BASIC, DA i1 HRA -l 4410l 531 GROSS 2lldl.

5. %l GROSS 10000 2l 24191 €ld dl GROSS 1L 5 % IT 9181l =44l GROSS il 10 % 212l
6. BASIC -1 10 % PF all.

7. IT 14 PF <l %20l 531 DED Hadl.

8. GROSS #idl DED ol 531 NET PAY #adl.

9. ajlle-l Print Preview ofil.
10.  aballe souul.

11.  Print SL4@ioL ot sAAL AL [Qseuiq sial 248 LA ML waual.

(a) Print Range (b) Print What
(c) Copies (d) Print to File
[B]
1. A 2ute [@Qalell2idl o drlvi 20 aduid drlol [@ald>idl Gy wiEl.
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. BURLsd A50151 BCOM36 U UYL 2ids (Save) $31.



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

Semester-111 SUBJECT ELECTIVE - SE
Practical - 7
1. Exceli 12 uxisl s+{2012tAl S2u6i dui 531
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. Busd S26i1 Name (3¢5 UHIEL A2dl (Ascending) SHHI s,

3. BuRisd S26xd Name (3¢5 WH18L Bddl (Descending) SHHi OlisAl.

N

4. (BURsd S263 Department - Name (3¢S UM18L A2dl (Ascending) $HHL olisdl.

5. sasidHL GualolL gl Selti 1A aenaa sl 5.

AN

a) 7 i do1z AL 2519+l [Qo1d ol b) 8 ui otz 2518 &2 (Delete) $31.
c) SaloisHi Adl 35S GRRL. Ful (1A salda wildl GHRL.

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

d) R.D.Patel -l s3]l Salary 21000 $31.

6. a. Designation d31% Manager <ld ddl 25153 Ul.
b. Designation d313 Clerk €l 21 Salary 18000 ¥l ag &1y ddl 2515 Holdl.
c. Data Form o9 $31.

7. Auto Filter 42148dil Guaiol s 12 uHdl 430l 2L 53U,

a. Department = Sales 14 ddl 251S Hadl.

b. Department = Purchase 212 Salary > 15000 ddll 2 5153 Holdl.
c. Department = Sales »18cll Purchase &l ddl 251$% Hadl.

d. Auto Filter 6i8l 3.

8.  Sa6i Department YISl Aedl sHML lsdl. Department 6ledld L2 Salary o Sub Total 24 id
Grand Total Holdl.
9.  Purchase Department Hi 514 $2cll $H2AU UL HedH Y2LLR WAl.

WY

10. Purchase Department Hi 514 $2dl 2112414l 4eAtiH YOLLR ALl

11.  Sales Department Hi 514 $3.dl 421121l wou -l A3 19 A,
12.  Sales Department Hi 32cl s 24 514 53 © o vl .



Hemchandracharya North Gujarat University, PATAN
Programme:- Bachelor of Commerce
Semester-111 SUBJECT ELECTIVE - SE

Practical — 8

(A) Excel Hi MW ARSI $59-4xtl GudloL 531 AL ool Wl
1. 25 6ls, $u-lA 31.1,00,000 Al did LUZ YL 82 6 SO HI~AL HI2 20U 9,
SuUlA £ |3 eldl daul @l A A0 5L sudl Ysadlel 9. su-l €2
HRA ysaaledl adl avl sudidl 254 2l

2. 25 ABdA 82 atl 31.4,000 eifQwiel s arl Yol AsaAl ©. Al 8 1YL 9.
19 il 2ilAM [Bad orRlcMl 2419 9. UL ARUHL e adll 2id st Bua
QUL

3. o5 ul3d uMa ol [Aseu 9. sidld e Al 31,140,000 -l 254 20 Al y&l Had
2§l AdMiul 2 31.¢0,000 HNA. A[3dat 1 6L Hidl sdl [Qseu wrie
524,

4. s doaell wle BHd 31.9,04,000 ©. a-dl eiduz [(BHd 31.4,000 9. dsid
2143, 10 vl 9. ol A4l 1l wealafl gl aell.

(B) Excel Hi MW [Biivasly (Text) sa-aeil Gudlol 531 1211 e Hol,

~

. “COMPUTER” - Lower Case ¥l 3dl.

. “apple” < Upper Case Ml 32dl.

“Computer” 0eHidl Siofloncgell A1 21831 ANl

“Computer” 2042l orefloioge] »19 21831 Holdl.

“Computer” il A2l 1822 A3 53| & AR & Hadl.

“Note Book” l0e4idl s& a1l vl agil.

“North Gujarat University” @vilelHigll oflq o331 viiefl ouiil g2 $3.

N LR L




