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PART – B (COMPUTERISED ACCOUNTING – 20 Score) 

1 Score –  Any 3 Questions from 21 to 24 
21 b) PMT

22 c) Cash

23 Data Vault 

24 2400 

2 Score –  Any 4 Questions from 25 to 29 
25 Text Functions in LibreOffice Calc: 

1. =Text( ) – This function converts a numeric value into text.  It will be helpful to convert the
numbers into more readable format or to combine numbers with text or symbols.

Syntax: =Text (value, format_text) 

2. =CONCATENATE( ) – This function allows to join 2 or more strings together. The item can
be a text value, number, or cell reference

Syntax: =Concatenate (text1, [text2], ...) 

26 Steps to create a chart: 

1. Data Entry: Enter the data in a spreadsheet with column headers and row headers.

2. Data Selection: Select the data including column headers and row headers if necessary.

3. Plotting the Chart: Insert – Chart – Chart Type – Next.

4. Data Range – Tick the options First row as label and First column as label.

5. Click on Finish.

27 Advantages of using Graphs and Charts 

1. Visually appealing

2. Easy to read the data

3. Quick analysis and interpretation of data with a little time

4. To know the trends easily

5. To grasp the data quickly

6. A large volume of information can be exhibited through charts easily  (Any 2)

28 Ledger Accounts Account Groups 

a) Purchases Direct Expense 

b) Depreciation Indirect Expense 

c) Interest Received Indirect Income 

d) Sundry Debtors Current Asset 
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29 Payroll: 
a) DA = Basic Pay x 10%
b) Gross Pay = Basic Pay + DA + CCA
c) Total Deductions = PF + TDS
d) Net Pay = Gross Pay – Total Deductions

OR 

a) DA =C3*10%
b) Gross Pay = C3+D3+E3
c) Total Deductions =F3+G3
d) Net Pay =H3 – I3

3 Score –  Any 3 Questions from 30 to 33 
30 Types of Codes 

1. Sequential Codes

The code is sequential when each succeeding code is one number greater than the preceding code. 
These codes are primarily applied to source documents such as invoices, cheques etc 

Codes Accounts 
AC001 Arun Traders 
AC002 Goodluck Furniture Mart 
AC003 Rajendra Kumar 

2. Block Codes
In block code, a range of numbers is partitioned into a desired number of sub ranges and each sub range 
is allotted to a specific group. 

Codes Account Group 
001 –  500 Direct Expense 
501   – 1000 Indirect Expense 
1001 – 1500 Direct Income 
1501 – 2000 Indirect Income 

Mnemonic Codes  
The term Mnemonic means a technique for remembering anything more easily. A mnemonic code 
consists of alphabets or abbreviations as symbols to codify an Account. E.g. Salary Account can be 
coded as 'SLR', Building Account can be coded as 'BLD', SJ for Sales Journal, CB for Purchase Book 
etc. 

Other Examples: Trivandrum – TVM, Delhi – DEL, Bangalore – BLR,  Kalpetta - KPTA 

31 a) Data entry in a worksheet can be done in three ways:
1. Direct data entry using key board
2. Data fill option
3. Import data from other sources.

b) Functions – A function is a pre-set formula which can be written directly into a cell, to display an
outcome.  Some examples are given below:

=Sum(A1:A5)  gives the total of the figures in the range  

=Average(A1:A5) gives the average value of the figures in the range 

Formula – Formulas are self-defined instructions entered in cell for performing calculations. Formula 
should begin with an ‘=‘ sign. After entering the formula in a cell, we can see only the result of the 
formula in the cell. To see the formula again, we have to double click on the cell or just click on the cell 
and see the formula bar on the top of the window. 




