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FACULTY OF COIVIMERCE AND I\4ANAGE

FIRST YEAR - SECOND SEMESTER EXAMINATION IN

BUSINESs ADMINISTRATIoN / CoMMERCE - 2009/2010 (Dec' 2011)

MGT 1043 -.COMPUTER SOFTWARE AND APPLICATION

(Proper & Repeat)

l_iine: I lours
Ans\i'er a.ll questions

NOTE:

Crcate a folder on the desklop

allyou! answerc in that folder'
and name it wilh yol,r IndexNo (e.g. CIOM#### or MSff###) Save

The answers not fou,rd in the above said foldcr $ill rot be markcd

Ql) a) Create a new fbldcr and rename it $'ith "Questionl" inside the lolder Yoat IndexNo

created above on thc desktop.

b) Create lwo sub folders and name thcm as "Commerce" al1d "M:rnagement" into lhe tb]der

"Qucstionl ".

c) Create lwo sub foldels namely "Accounting" and "Economics" inside the lolder

"Commerce"

d) Create two sub folders narnely "HRM" and "Marketing" inside the lolder "Managenent"

e) Copy l$,o texl flles liom the tlatd disk to ihe folder "Economics" (Each file must be less

than 7OKB).

0 Rename the two copicd frlcs as "Business txl" and "Development lxt"

g) Draw a piclure usilrg the paint software (you must use different shapes and diflelcnt oolors)

Save the pictrue as "lnterprisejpg" in the folder "l-lRM"

h) CreaE a shoftcut to the folder "Eoononics" inside the fblder "Accounting'

i) Compress/Zip the folder "Conrmerce" and rename it as "nycom ?ip" Mave the zip tlle i(

&e folder "Matkcling"



Q2 ) C'rcrle ir word docurncnl as shorur bclow using M S Word 1007 uc1 sa r c i I .ts Onstion 2.dotx
'r,sr(li rh. ll,lJl nrrrr.,l sirlr l ut l lrx\ \ nll)c.lL"kt.,l, \l,r;,.,rilr t. r.,.r.t...r r ..rl rrLlr.
usc of approlyiale MS Word 2007leatures.!1d lbrnratiin!,

THEUNilvER$[wLrFrE
ol (irnrncroe rnd l0tx)11010 lraslcr|rLslcrr Iinivcrsitv Sri Lrulia. lraculLy

MtDagelncnl. f iNt Ycar Sccond
Sc eslcr Ilxalninal;otr in l:]usincss
Adnirislrrtiol / tlornnrercc

l00qr20l0- Iinstcm { lli\crsit\. Sri l.anke.
l:arultJ- ol fbuotercc lrnd ManirlleDtc l.
I ir't Ycrl i,.r.'rr.i Sern..rrr LrrrninrLi,'n in
Ilusincss Administfation / Conrnrrce

I 'nivcrsi Sli L-eltlit.
I)actrlty of ( onl;terct alrl
Vanitgenrcnl. |irst Ycar
S..ond Sclrtcstcl
l:ramillutiL)n iu llusincs:
Ad1]rinislrati(rll / Comnrerca
2009,/2010

lnput llc\.icc ,1, \gv!o4qd

Outpul I)cvioe

i. nronitor

l- at;1c,.; ' Dol mclfics
rr!,.1-"!
I as,.r

I lard disL

r.l y nt rJ(x)-an' ) la,,cos. -b,,srn-il-\ " L " Ll
n_l

L llfut l)c!icc
a. Kevboar(i

Outlut Device
r. ltlonilor
b. ('R't'

i lilal
(,\). l-('l)
tir). L11)

c. l)rinlcrs
Dol Dlelrios
lnk jc1

l,aser'

IrcLn '-__ ._ _errutjty Pritc

L

ii.
iii.

(omputnr.... .10. .. . . . .... .. ..450.000.00
Prir{cr....................................3...................................45.0(X).00
Scrrrrer.............-...................1...................................25-500.00

&'r.driv c ......,.,".,:.-...-=-1,:,.=--,,.., -=:,..=-:2;jq0.00

'flpe ofDcvicc ('.1e9 nv

Degree
Employment

_.i1Lq0!..0q
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Q3)The lable given below is a Finai Mark sheel of MGI' 104i1, Facully ofCommerce and

3a_
FACULTY OF

..},{GT 1

V"r'. gcmenr for rhc . crrlenrir l ear ,ru i

ca)M 550]

t\4GT5053

4

ECON 1C01

ECoN l0ri3
UGT 5052

ao[4 5503

cotv,l55tu

ECOi! 1002

coM 55n?

cot,{ 5:c4
ECQN lCC*

MCT 505t

a) Create the above workslteet using MS Excel 2007 ancl Save it as ?u ?.rtr'.ar"l.rc6x insicie rhe

folder namccl with larf_/rderNo on the dcsktop.

b) Ren.ime the Worksheet as 'l,iaftSheet 2A11".
c) Insefi a oolr nn ",D epLtrtment" betwecn columns /rrlrjr ,\b and ,lJr-1 ardllllit\i1h

Commerce/Manaeemenl/Economics based ou the /r./dr,Vo tising a suilable tirrnula.
d) Write a lormula to fill the CohLmn lleragc for all sludcnts. Assessntent al'crage isthe

xverage oftop lwo assessment marks- ( c-g. for COI\,15501, Average - (78 r (i5)i2 )
e)' Wrilc a lbrmule to calculalc the fizal,\.1aris

lltnl: F intl murky - 65ya ol th. E\afit nLrrks t 3 5olo o1'lhe lssessrn enl ,'lrerage.
1) Format ihe column s ,lt,erage anrJ. Iinul rn4ltrr as nuDrbers with ol]e decimal place.
g) lind the Gratle ofcach student usug a suitablc function. 'lhc gradc is offerc.l bascd or the

f ollowiirg conditions:

Draw a 3D Clluslcrcd Column Clhart lor r?dc-r No \s Finul Mark.; aDd Title il ils ",'l.lct1r?J
Final Mtltks Sheet". Your chart should include dre lblkrrving:

' I l-e ..):s r'r cs lbr bolh \ Jrd \ ari\
. 'i hc I-egend should not hc shown in the graph.
. Nlove thc chart lo il neq'sheel alld Dame the sheet as rt1drfu Disttibution
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Q4) a) Create a btanli database namely Orartion4.dccdb \nside the f'oldel named with

Yorl /rdenlb oD the desktop.

b) Create the table ,En p/oFe.r s'ith the iollowing fields and field profcrlics. Sct'Ettpld a.lh
primary ke,v.

Dala tvDe Field size
Emold Text 6
Sumame "[ext l0
Firsll1ame TcxI 25
Strcct Text 50

Citv 'I ext I5
Postcode Text 5

Salerv C urrenct'

c) Enter thc b]lowin s into the lj 7r1or?ei table.
EmpId Surname Firstname Street ciw I'ostCode Sala

Emo001 Ravi Raeir\ cn 23. 'lrinco Rd Hefticel()a 30000 11,000.0i

lmp002 Chandran Rai:uri 50. I-ake Rd l-rincomalee 10200 25.000.0i

Flmn004 Bandar'ar Silva 43. Main St Kardv 24(XX) 1.1.500.0

EmDol0 Imrnn Ranreez 75. Ciub Rd Kancll 24000 r2,000 0i

EmD0l 5 Manoi Kumar 13.42"" Lane Colombo 10000 1rJ,000.(l1

d) Create Query to get the lblloq,ing resulls and save as noted.

i. Shorv all employees who ljve in Kandy and save it as Ql-

ii. Show all employees \\'ho live in Batticaloa or TriDcomalee and save it as Q2.

iii. Show the Filjrlxdr?e and Sdlary ofthe emplo)'ees whose first name starls \tith "R"
and save it as Q3,

- iv. Lisi all employees who eanl salary berw-een 20,000.00 and 10.000.00 ard save it as

Q4.

. v List all employccs $hose street narne conlain "Lalic" and save i! as Q5.

e) Creaie a repod using the table and save it as "Employee Details".


