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Objective: To provide computer skills and knowledge for commerce students and to enhance the student 
understands of usefulness of information technology tools for business operations. 

 
 

INSTRUCTIONS FOR THE PAPER SETTER/EXAMINER: 
1. The syllabus prescribed should be strictly adhered to. 
2. The question paper will consist of three sections: A, B, and C. Sections A and B will have four 

questions each from the respective sections of the syllabus and will carry 10 marks each. The 
candidates will attempt two questions from each section. 

3. Section C will have fifteen short answer questions covering the entire syllabus. Each question will 
carry 3 marks. Candidates will attempt any 10 questions from this section. 4.  

4. The examiner shall give a clear instruction to the candidates to attempt questions only at one place 
and only once. Second or subsequent attempts, unless the earlier ones have been crossed out, shall 
not be evaluated. 

5. The duration of each paper will be three hours. 
 

INSTRUCTIONS FOR THE CANDIDATES: 
Candidates are required to attempt any two questions each from the sections A, and B of the question 
paper, and any ten short answer questions from Section C. They have to attempt questions only at one 
place and only once. Second or subsequent attempts, unless the earlier ones have been crossed out, shall 
not be evaluated. 

 
Section A 

Word Processing: Introduction to word Processing, Word processing concepts, Use of Templates, Working with 
word document: Editing text, Find and replace text, Formatting, spell check, Autocorrect, Autotext; Bulletsand 
numbering, Tabs, Paragraph Formatting, Indent, Page Formatting, Header and footer, Tables: Inserting, filling and 
formatting a table; Inserting Pictures and Video; Mail Merge: including linking with Database; Printing 
documents 
Preparing Presentations: Basics of presentations: Slides, Fonts, Drawing, Editing; Inserting: Tables, Images, 
texts, Symbols, Media; Design; Transition; Animation; and Slideshow. 

 
 
 
 
 

Section B 
Spreadsheet and its Business Applications: Spreadsheet concepts, Managing worksheets; Formatting, Entering 
data, Editing, and Printing a worksheet; Handling operators in formula, Project involving multiple spreadsheets, 
Organizing Charts and graphs 
Generally used Spreadsheet functions: Mathematical, Statistical, Financial, Logical, Date and Time, Lookup 
and reference, Database, and Text function. 



Creating spreadsheet in the area of: Loan and Lease statement; Ratio Analysis; Payroll statements; Capital 
Budgeting; Depreciation Accounting; Graphical representation of data; Frequency distribution and its statistical 
parameters; Correlation and Regression. 

 
Suggested Reading: 
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in Computers, Vikas Publishing House. 4. Leon A. & Leon M., Introduction to Computers, Leon 
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