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BBA / CONI 12 (II) - COMPUTER

ostlaun erieorndeqgdgLb erllorruaridgs.

LITERACY AND BASIC APPLICATIONS - II

GpqLb : 02 toooofl$$uno;risen

(a)01 .

( e )

(a)02.

(b)

(c)

(d)

Frrair1q 6u6D&rLtreor euoosuurJlairanei Grgnrnq G)dDp6our eufloruu@$gtzugluar stanel
golGl eunaireop qLb lflu ouooryur-$gtrai o5iotei; rgo.

LAN oorpreu aairan? lflu-r euearqur$5lrot o51oncB15e.

lnternet LoDUrb Network ggdlu upriemcn G6uDJu$Fgia.

Dial Up genootudearot q'Du$p56xpptq g1sdlrnzudlutronen uq5gloolon s{olrulnenb
sneudts.
'Website arflorrnerD', 'email o5launrLo' qgd)u ugriaeoen Gouptu@$5is.

(20 qenofloen)

MS Word geu fairouqSeueurau$eop Gro$GtonorzuFp1gp Ggeoauulneo uqGD6DptbdD6Ir
Gtpffioune 6r(ggt6.

i. Header and Footer geoor e-L-qrg5p6

ii. 7 Columns LoDELLo 5 Rows oairuerfgleoan 9,g 
-l'able 

$on e-uqqqppeit'

iii. eq5 6rAg9dmor Drop Cap ergrLo @dDpti;(5 (Format) r-onpglerr.

iv. Spelling upUib Grammar erairueuSgloror oflunn$geo.

(10 q6n6tfls6n)

r19poonli: 6rl(DL uuuuuquqdenor etglo$u5lo"reur u$ouppans et$laenounot

Loneomourst6rb,ittq OGf orgpgi$o-roor etgUuqeupfsrdl uqgD6Dpsalon Mail Merge g

uuairug$$ 6r(gbte.

( c ) \\tord Processing $an $puuLbrrdroeoan o916n6(94.

(10 qorofleon)

(10 qenofloart)

zoo3 e4soi:r- ong$piau oil$ueoeou rJ11$$glaqryd;anor 
"5111551 

euprdraoil

guug$ooan rSairouigLb €lLL6r@)6rdr I onusdlairgrSr. orSl$uoron L5rry$$l$oen ufrtoglF

pirrgi;$oranu uuciru$$$ Glun15$pLonmr +gdlryF5iudn LiaireulqLb €{LL6u6it6tul Il
anu-r pfquqa.

olpuorenu rJtf$tdtdl er5ltf5d;q5 GgflqGtoururuu$LdL-$gl 'Yes' oairgLb pollntiauu@tb

uur$$sb 'No' aairgLb Status oglrb dlfaion $$eug'rL-ow Yes ocflail t g status

Code dq6$gxri eroboungioilLp5 0 aairryLi q5dlu$$o.

erpg,ruair srruoreooweblq dD q,onen ctailgl eriannri;4qry666 6$$ry$p5lolotu
uuail u$p$ eiSla-rru ofl6 ga.

(b )

(a)03 .



i, "*$:"-.."ii".**F.-...-i:ol::.€::&lSale*  Ren Aurard Select ion Ct
.*-*.Q* - j*-* E'. ' ; - *f- *.'i -. *:G*

1
L

:l Area
i  cou* Areir

M i n i m u m
Tarsel

'11Ampara 5il000[
i ,4l:.(:_.
::b

22 Eat ico la 60rlCIrlI
33 Trinco 450000

6 44 Vavuniva 550000
r ! 55 Pnlanaruv' 8500[r]
Bi

,.,'iij
i'iri

Sale*
Rep

Area
Code Area

Target
Arhieved

l i l in imum
Target

Status
$tatus
Code

1 l l " , l {umar 22 556[U0
:11'f 'Jisam 11 525600
12,Vinral i I

+ q 4900n0
t l Parera 55 658901:l
l 4 Sarook 33 425rt00

1.3
I B Tnta l  nn af  Sales Rep

Nq of Selgcted sales rqp..far- award-*
No of  fa i led sa les rep in  th is  compei i t ion

1T
]R

(10 q6n6lia6n)

(b) sermo|l Lou-tLtu@$puuru r-6lourenryu uuLgu-roooup gunfuuppoTo rdor+,r14 ar-cuoil
(g.brr6ororlffonn g,Lbeolo pn$dairgrnn. e-o5l ssran$fpsra ur*r4,lor,i6Lb
g:eopu5eoen r5airzu6ronE etguurlqon6nrn.

eto6sen

1 1 o 3 0
3 1  r o  6 0
61 ro  90
9 1  t o  1 8 0
i 80 gglg codn
gfimeuu:nen sr-ronb

TELL6FIIO

3.00
3."70
4 .10
10 .60
15 .80
30.00

GlLongpuuL-rguglr;1q l0% VAT eufl

egaobr- ronp$$ar; Dn6ur6 o5$eqg6snour r-6oure,r1u urautr)cl ;urfuq ol3[Dnpl

aJG I 15 saolqoon
oJG II 195 erougaon
oJG III 42 erzurgaan
6I1G IV 120 €leugo6n

Cell pointer eg6ur$ Worksheet O6D q5norgl gir BrOdzu ronengt ootd
sq5gld;Granorir@, goirGteun1q a5uLgpgLoncn L6l6dr unouecreori aur-ong Glpnooseoul&
ooofluugpanelr gpdlfp$l6D66l 6l(tgt6.

(10 116fl6rfle6fi)

(c) Work Sheet gon Cell Pointer ts erguLonoflggd;Glaneao$, r5orerqgLb zuqSoneo*
Glreool etg5lcioroulanor purnfluupponor gg6tFddnei srur-oueoouufloran
eor.our mnaeL Glaneuiir$ 6r(95 LonU Gau euriruuu$dlai gin.



{.."...r.."'.-""......*a...-.."-..j........***_s-*-.,...*..:**.=J..

)' ln.ot* and Expenditure for year Z0OS
Jan - Mar AprJun Jul-Sep Oct'Dec Total

*{_j  l rcorne Rs 600 000 00 Rs 650,000.00 Rs.800,000 00 Rs 850,000 00
E rTax
E rNeI Inc':;rTte
7

-"E Expences

__g- rRent  Rs  3  000 00  Rs 3 ,000 00  Rs 4  000.00  Rs.4 ,000 00
1_0 rElecrr ic i f /  Rs 2,500 00 Rs 3 000 00 Rs 2,800 00 Rs 2 900.00

-t ,L iFoo.- l  Rs 5,000 00 Rs 8 000 00 Rs.S,000 00 Rs I  500 00

t-z", Tel
l3  Tota l  expences
rq  Sav ing

a) orqtrr-oneurg51d;rg 25 oh olfl eleoanSS; aneuuug$dgLo oeooflei;ga

b) Gpdlu-r zulgioneurLir (Net Income), GtLoripp& Glcauq ('l-otal Expenses), elSSuait
Gel6iuq (Savings) oairuoupeopei aofl&ga'

c) €16ul66rpgl aiL-urdlasqgd(Otorr6dr Gtrongpgr Gg,neurau5]eoeurd; aooflri;t5a-

d) GarSluq 600,000 /' $oror o5)l- a-'@Sounaei anL-$r-61upg,r 'Enough' oaftgLb

@euor:rrgolL-g5'Not Enough' aoiptLb rggtudl@org$onen gg;$qpdl**

gG556'rOIb rorv $or; 6r(9516.
(10 qenerflaerr)

01. r5eureul6eueurauedt$O EgggluGtuqgSa.

a ) L)peratiug S-vstem

b) Database

c) Computer Virus

d) Pivot ' fable
(20 qoiroflser)

* { . * *
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/ COM 12 (II) _ COMPUTER LITERACY AND BASIC AI'PLICATI'NTi - II
all questions.

(a) Clearly write down the steps needed
i. To insert Header and F,ooter

ii. To insert a table with 7 Columns and 5 Rows.
iii. To format a character as Drop Cap
iv. To check Speiling and Grammar

(b) write down the_steps to send a letter to number ofregistered for the first year degree exam, using Mail Meree.

(c) Explain the features of the word processing.

I leirrr:r

(a) 
H::rilfi[.ff"t 

of nerwork topologies and exprain eacrr or. trrcrn wirh
(b) What is LAN? Describe it with necessary diagram.
(c) Distinguish the terms ,Internet, 

and ,network,
(d) Identifu the components that are necessary to make a diar up connection
(e) Differentiate the terms 'website address, and ,e ma'address,

(20 Marks)

to do the following tasks in MS Word.

(10 Marks)
students who aro

(10 Marks)

(10 Marks)

(a) The table belo-w shows the special sa_les representative awards for the month;i,t':-trJ,3i?,1;,3ili;":,ffi Ji'tr"',:*.i#'"*#:ltection".iiJ'ri"#rr,
The Status column indicates the award e.ligibility. If the sales rep is selected forthe award, put yes, otherwise No. And, irin" unr*"r-i,,t" status column ,yes,put I, in status code column, otherwise put 0 .

, *
. , ,  *
. *

:'*tr

a*rfllo 
rhe answer for three questions in the second tabre berow usins

tgg

.,,._



Baticola

Tota l  no orSi tes Crof  
- .

ryo ffiiegteq !eL;i'"-"p i#;",,r,.ir.d_ _"
!o-of faile_d gqles igp in tl,iq c;rype1ition

(10  Markr l

,,lb) An.electricity company manager consults y-ou-to prepare a computerized billingsystem. He forwards trre biling procedures fo. you. consideration.

Charges

3.00
3 .70
4 . t 0
10 .60
15 .80
30.00

Units

1 to30
3l  to  60
6l  to  90
9 l  t o  180
Above 180
Fixed Rent
10%VAT for total bills

For this purpose four house hold meter readings taken in the month of August e6 :
given below. o

House I
House II
House III
House IV

75 units
195 Units
42Units
120 Units

Assuming that the cell pointer^is any where in the work sheet write down r
lllltff":y.:Tri 

using rerevanr formura io find the totar .rr"rg" r", rhe erecrr.rdbill for every household.

(10 Mnrk

You are requested to write the formura to the foilowing income and expc'dirrreport by aisuming that the cell pointer i. uny where in the worksheet.

(c)

f 93



j lncome and Expenditure for
.Jan - Mar

Rs 600,0!0.00---

column.

\\'rite short notes to the following
a) Operating System
b) Database

c) Computer Virus
d) Pivot Table

a )

b) jff,T Ii,!11"1,."r^*: T:r" for the enrire period.calculate the net i";; 
"., urv\,.ure ror the entire perio,

uarcurare toral fis,re illfitiT."penses and r";;;;Calculate tot3t ne;r"-"'lvt 
reliTt expenses and savings

:olumn. _ for the entire period a
.r_^,.:-- 

_^ .'v wrrlrre peflod and should be displayed in the totald1
li'11# 3"1 flTffi lF :$,i; iit,ifl 9, ?f *1"- j:t_llk s h o u, d b e,, E n o ush,,otherwise ititouta fi*i:-'-'"'", 

uuu.UU, the remark: "Not enough,' in the next row.r larhr t

(10 Marks)

(20 Marks)
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