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   2015 (47,500 × 10%) =   4,750 
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• 

• 

• 

• ,

• 

,

• ,

,
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1. ,

( )  

( ) 

( )  

( )  
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8.  

( )  ,

( ) 

( )  

( )  

9. 

( )   ( )  

( )   ( ) 

10.  

( )  ( )  

( )    ( ) 

11.  

( )   ( )  

( )   ( )  

12.  

( )  

( ) 

( )  

( )   

13.  

( )  

( )  ,

( )  ,
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1 

( )

2 

( )

3 

( )

4 

( )

5 

( )

6 

( )

7 

( )

8 

( )

9 

( )

10 

( )

11 

( )

12 

( )

13 

( )

14 

( )

II   

1. 

2. 

3. 

4. 

5. 

III   

1. 

2. 

3. 

4.  

5. ,

IV  

1.  ` 40,000 ` 2,000

5

 ( : ` 8,400)

2.  ` 50,000

10 ` 2,000

,

 ( : : ` 4,800;  9.6%)

3.  1, 2016 , ` 60,000 5

5 ` 4,000

 ( :  ` 11,200;  18.67%)
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4.  ,

 1 1 2018  ` 38,000

 1 1 2018  ` 12,000 

 4

 ` 6,000

 ( :  ` 11,000;  22%)

5.  

 ` 80,000

 ` 20,000

 ` 4,000

4

 ( :  ` 24,000;  24%)

6.  1, 2015 ` 4,00,000 ` 15,000

` 10,000

10%

31

 ( :  31-03-2015: ` 10,625; 31-03-2016: ` 42,500)

7.  1,2016 ` 25,000

10

` 1,000 31

,

 ( :  ` 2,400;  9.6%)

8.  ,

 01 01 2016

` 36,000

` 2,500

` 1,500

5

 ( : : ` 8,000; : ` 24,000)
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9.  , 1, 2010 ` 4,50,000

, ` 50,000 ,

` 3,85,000 15%

31

 ( :  ` 1,10,000)

10.  1, 2008 ` 64,000

` 28,000 10%

30 2010 ` 52,000 

31

 ( : ` 19,300)

11.  1, 2014 ` 2,00,000

1, 2015 ` 1,20,000 30, 2016

, 1, 2014 ` 1,20,000

31 10%

2014 15 2016 2017

 ( : : 2014-15:  ` 20,000; 2015-16:  ` 26,000; 2016-17:  ` 22,000; 

: ` 30,000; : ` 1,02,000). 

12.  ` 50,000 15%.

 ( : ` 7,500;  ` 6,375)

13.  1, 2015 ` 10,000

` 2,000, ` 7,000

` 1,000 10%

31

 ( : : 2015:  ` 2,000; 2016:  ` 1,800; 2017:  ` 1,620)

14.  1 1 2016 ` 5,000 ,

` 1,000. 10%

 ( : ` 600;  ` 540)
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15.  1, 2015 ` 50,000

6 30%

31

1, 2015

 ( : : 2015:  ` 11,250; 2016:  ` 11,625; 2017:  ` 8,138;  

31-12-17  ` 18,987)

16.  1, 2015 ` 1,00,000

20%

31 31 12 2017

 ( : : 2015:  ` 10,000; 2016:  ` 18,000; 2017:  ` 14,400;  

31-12-17 ` 57,600)

17.  , 1, 2014 ` 8,00,000

15%

31 2017 ` 5,00,000

31

 ( : : 2014-15:  ` 60,000; 2015-16:  ` 1,11,000;  2016-2017:   

` 94,350;  ` 34,650)

18.  1, 2015 ` 58,000

` 2,000 1, 2017

` 28,600 10%

2011 2013

31

 ( : : 2015:  ` 6,000; 2016:  ` 5,400; 2017:  ` 2,430;   

` 17,570)

19.  1, 2014 ` 90,000

1, 2014 , ` 60,000 1, 2015

1, 2014 ` 40,000

10%

31 2014

2015

 ( : : 2014:  ` 12,000; 2015:  ` 5,700;  

` 41,000;  

31-12-14 ` 1,38,000; 31-12-15 ` 51,300).



74

1.  M C Shukla, T S Grewal and S C Gupta, Advanced Accounts, 19th ed., 2017, S.Chand Publishing, New Delhi.

2.  R L Gupta and V K Gupta, Financial Accounting, 11th ed., 2014, Sultan Chand and Sons, New Delhi.

3. S P Jain and K L Narang, Advanced Accountancy Vol – I, 2016, Kalyani Publishers, New Delhi.

4. Dalston L Cecil and Jenitra L Merwin, Financial Accounting, 3rd ed., 2017, Learntech Press, Trichy.

5. Fundamentals of Accounting, 2017, The Institute of Chartered Accountants of India, New Delhi.

` 3,000

,

,

, ,

• ,

• ,

• , ,

• 



75

 11

11.1 

11.2 

11.3 

11.4  

11.5 

11.6 

11.7 

11.8 

11.9 

• 

• 

• 

• 

• 

• 

• 

• 

• 

• 

• 



76

11.1 

  

11.2 

(ii)  

 



77

(iii) 

 

(iv) 

 

11.3 

(i) 

(ii) 

(iii) 

11.4 



78

11.4.1 

(i) 

(ii) 

(iii) 

(iv) 

(v) 

• 

• 

• 

11.5 

11.5.1 

(i) 

(ii) 

(iii) 

(iv) 

• 

• 

• 



79

  

11.6.1 

(i) 

(ii) 

(iii) ( )

 

• 

• 

11.7 

(i)  

(ii) 



80

(iii) 

(iv) 

(v) 

11.8 

  

11.8.1 

• 

• 

• 

• 

11.8.2 



81

• 

• 

• 

• 

11.9 
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 2

(i) ` 10

(ii) 
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 3
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` 1 000
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(i) ` 5 000

(ii) ` 30 000

` 2 000

(iii) ` 10 000

(iv) ` 150

` 200

(v) ` 150

(i) ` 5 000

(ii) 

` 32 000

(iii) ` 10 000

(iv) 

(v) ` 150

 5

(i) ` 3 200

( ) 
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( ) ` 1 200
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` 25 000

(i) ( ) ` 2 000

 ( ) ` 1 200

(ii) 



85

 6

(i) 

` 10 000

(ii) 

(iii) 

(iv) 

(i) 

(ii) 

(iii) 

(iv) 

• 

• 

• 

• 

• 

• 



86

I

1.  

( ) ( )

( ) ( )

2.  

` 20 000

( ) ( )

( ) ( )

3. 

( ) ( )

( ) ( )

4.  

( ) ( )

( ) ( )

5.  

( ) ( )

( ) ( )

6. 

( )

( )

( )

( )

1 ( ) 2 ( ) 3 ( ) 4 ( ) 5 ( ) 6 ( )



87

II 
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III 
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(iii) 

 ( (ii), (iii)  (i))

2.  

(i)

(ii)
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(iv)

 (  (i), (ii), (iv) (iii))

3

(i) ` 10 00,000.

(ii) ` 50 000.

(iii) ` 80 000.

(iv) ` 4 00 000.
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4

(i) ` 50 000.

(ii)

(iii)

( (i) (ii) (iii))

5

(i) ` 20 000

(ii)

` 12 00 000

(iii) ` 12 000

(iv) ` 4 000

( (i) (iii), (iv) (ii))

6

(i) ` 75 000.

(ii) ` 2 50 000.

(iii) ` 1 20 000.

(iv) ` 30 000.

(v) ` 1 400.

( (ii), (iii), (v) (i), (iv))

7

(i) ` 10 000.

(ii) ` 5 000.

(iii) ` 2 000.

(iv) ` 3 000.

(v) ` 12 000.

( (iv) (i) (ii) (iii) (v))
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xxx

xxx

xxx

xxx

xxx

xxx

xxx

xxx

xxx
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xxx

xxx
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,
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. 

 1

2016, 31

.

`

 (1.1.2016)

 

 (31.12.2016)

10,000

26,100

40,600

13,500



100

` `

10,000

26,100

18,000

40,600

13,500

54,100 54,100

 , ,

 2

2017, 31

.

` `

16,500

45,000

72,000

500

1,500

1,200

4,800

3,200

18,000

` ` ` `

45,000

 

500

16,500

 

44,500

1,200

4,800

72,000

     

1,500

 

70,500

18,000

3,200

18,300
88,500 88,500
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 3

2017, 31 

` `

4,00,000

20,00,000

48,00,000

65,000

1,10,000

22,000

1,20,000

2,00,000

1,00,000

1,20,000

75,000

7,28,000

` 6,00,000 .

` ` ` `

20,00,000

1,20,000

4,00,000

18,80,000

65,000

2,00,000

22,000

7,28,000

21,05,000

48,00,000

6,00,000

54,00,000 54,00,000

: ,

. , .

 4

2017, 31 .

. 
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`  `

25,000

70,000

5,700

4,300

8,000

4,000

1,70,000

` ` ` `

 

 

70,000

5,700

4,300

8,000

 

4,000 

78,000 

1,70,000

1,70,000 1,70,000

: ,

. 

 5

2017, 31

.

` `

50,000 

 

12,000

60,000

85,000

2,000

  

4,000

 

3,500

11,000

3,000
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4,000

3,000

2,500

35,000

60,000

7,000

` ` ` `

60,000

35,000

95,000  

2,000

50,000

12,000

93,000

4,000

2,500

4,000

3,500

11,000

7,000 

85,000

  60,000

1,45,000

3,000 1,42,000

45,000

1,87,000 1,87,000 

:

. 

 6

.

`

8,000

 60,000

5,000

6,000

9,000
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 =  +  +    

    – 

    = 8,000 + 60,000 + 5,000 – 9,000 

    = ` 64,000

: , .

 7

.

`

 

20,000

 70,000

10,000

30,000

20%

=  +   
     – 

           = 20,000 + 70,000 + 10,000 30,000

           = ` 70,000

     100 

 : ( 20%)    20

      80

,
20
80

x 100 = 25 %

=  ` 70,000  25 %  25
100 

x 70,000 = ` 17,500

 = + 

 = 70,000 + 17,500 = ` 87,500

25

20 .

33 1
3

 % 

25 .

c§fS¡F¤c§fS¡F¤
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25,500

7,000

3,500

2,000

3,800

8,500

9,000

4,600

7,000

` `

25,500

7,000

3,500

2,000

3,800
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1,20,300 

1,50,000

9,000

4,600

7,000
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2017, 31
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12,000

1,300

10,200

 

22,400

4,000
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4,000
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1,300

10,200

22,400

4,000
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3,000

9,000

60,000

4,000

2,100

7,000

11,800

84,900 84,900
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2017, 31

.
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1,00,000
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4,000
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11,000

3,600
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19,800

14,400

22,000

14,000
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5,000

66,000

53,200
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2017, 31 .

  `   `

8,00,000

6,00,000

1,50,000

20,000

3,20,000

1,80,000

2,40,000

1,00,000

4,00,000

80,000

1,30,000

60,000

15,00,000

6,20,000

26,00,000 26,00,000

` ` ` `

15,00,000

  6,20,000

21,20,000

  1,30,000 19,90,000

2,40,000

 

60,000

1,80,000

6,00,000

8,00,000

1,50,000

80,000

4,00,000
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  500)

20,000

6,600

    1,000

27,600

    5,300 22,300

10,500

 

600

:

10,000

   1,000 9,000

14,000

8,000

2,400

33,400 33,400

 17

` ` 

,

5,000

60,000

10,500

2,500

2,56,500

( 6 )

1,31,500

20,000

3,56,500

2,550

40,000



181

(1.1.2016) 89,700

51,250

300

710

4,090

70,000

5,50,550 5,50,550

( ) 31 12 2016 ` 1 30 000

( ) 5

( ) 2

( ) 9

` ` ` ` 

,

 

    (20,000 x 6/100 x 9/12 )

300

   

 900

89,700

2,56,500

10,500

  1,27,300

  4,84,000

51,250

 

1,200

4,090

3,000

 

1,140

69,170

 

3,56,500

     2,500 3,54,000

  1,30,000

  4,84,000

1,27,300

2,550

1,29,850 1,29,850
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` ` ` ` 

 

 

 

6% 

  

1,31,500

   69,170

2,00,670

    5,000

20,000

     900

1,95,670

20,900

40,000

 

   

 (60,000 x 5/100)

  

(57,000 x 2/100)

60,000

   

3,000

57,000

    1,140

70,000

1,30,000

 

55,860

 

710

2,56,570 2,56,570

 18

2016 31 

 `  ` 

(01.04.2015)

,

2,00,000

22,00,000

1,00,000

50,000

33,00,000

80,000

2,60,000

1,20,000

80,000

10,000

7,00,000

 

80,000

3,15,000

5,000

10,000

 

 

 

 

 

7,50,000

41,30,000 41,30,000

( ) 31 3 2016 ` 4 00 000

( ) 10

( ) ` 60 000

( ) ` 50 000
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` ` ` ` 

 

 

 

,

  

(7,00,000 × 10/100)

(

)

22,00,000

      80,000

 

 

 

 

 

1,20,000

 

    60,000

2,00,000

 

21,20,000

50,000

80,000

11,50,000

  36,00,000

2,60,000

60,000

10,000

80,000

 

70,000

10,000

7,10,000

 

33,00,000

  1,00,000 32,00,000

4,00,000

 

 

              

 36,00,000

 

11,50,000

 

50,000

12,00,000 12,00,000

` ` ` ` 

 

7,50,000

 7,10,000 14,60,000  

7,00,000

   70,000 6,30,000

4,00,000

50,000

60,000

3,15,000

5,000

14,60,000 14,60,000
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 19

2016, 31

 `  ` 

22,000

2,000

8,200

30,000

2,500

10,000

30,000

60,000

14,500

3,500

9,000

10,500

1,20,000

22,500

59,700

2,02,200 2,02,200

( ) ` 5 000

( ) 6

( ) 5

( ) ` 2,000

10

2016, 31 
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` ` ` ` 

 

(1,20,000 × 6/100)

30,000

10,000

2,500

  22,200

  64,700

 

3,500

9,000 

7,200

 

2,000  

2,000

 

 

 

(2000 × 5/100)

59,700

5,000

 

 

  64,700

22,200

100

 

1,400

23,700 23,700

` ` ` ` 

 

 

 

 

  

(2000+100)

1,20,000

      1,400

1,18,600

     7,200

1,25,800

 

     2,100 1,23,700

22,500

 (20,000 x 10/100)

22,000

    2,000

20,000

    2,000

10,500

60,000

5,000

 

 

 

18,000 

 

14,500

30,000

8,200

1,46,200 1,46,200

 20

2016, 31
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 `  ` 

15,000

30,000

40,000

2,000

10,000

23,000

20,100

19,600

900

25,000

1,000

10,000

1,24,000

500

 

100

1,60,600 1,60,600

( ) ` 8 000

( ) ` 100

( ) 2

( ) 1

` ` ` ` 

40,000

  1,000

 

 

15,000

39,000

10,000

66,000

1,30,000

 

 

1,24,000

 

    2,000

 

1,22,000

8,000

              

1,30,000
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( )

( )

( )

( )

 

 

400

900

    100

1,400

      

500

 

196

 

  100

23,000

 

900

 

 

96 

42,004

66,000

66,000 66,000

` ` ` ` 

25,000

  42,004 67,004

10,000

(20,000 2%)

(19,600 1%)

 

20,100 

     100

20,000

 

      400

19,600 

    196

 

30,000

 

 

 

 

 

 

 

19,404

8,000

19,600

77,004 77,004
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 21

` ` 

 

,

44,000

1,00,000

20,000

2,70,000

62,000

70,000

45,000

17,000

50,000

22,000

1,76,000

1,72,000

2,000

20,000

6,000

3,00,000

24,000

7,00,000 7,00,000

2016 31 28,000

` 15,000

5% 

20%

2016, 31

` ` ` ` 

20,000

2,70,000

62,000

1,48,000

5,00,000

: 1,72,000

   3,00,000 4,72,000

28,000

5,00,000
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(1,00,000 20 100)

(

)

45,000 

   15,000

 

 

70,000

 

 

30,000

17,000

20,000

 

18,000

( )

( )

 

2,000

1,000

1,48,000

6,000

1,000

1,55,000 1,55,000

` ` ` ` 

 

 

 

1,76,000

   18,000

1,94,000

    44,000 1,50,000

24,000

20,000
(2%)

1,00,000

    20,000

50,000

 

1,000

80,000

28,000

 

 

49,000

15,000

22,000

1,94,000 1,94,000

• 

• 

• 

• 

• 

• 
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I

1

( )

( )

( )

( )

2

( )

( )

( )

( )

3

( )

( )

( )

( )

4

( )

( )

( )

( )

5

( )

( )

( )

( )

1 ( ) 2 ( ) 3 ( ) 4 ( ) 5 ( )
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II   

1

2

3

4

5

III   

1. 

2. 

3. 

4. 

5. 

IV  

1

( ) ` 5 000

( ) ` 150

( ) ` 450

( ) ` 20 000

( ) ` 1 000

2

( ) ` 5 000

( ) ` 1000

( ) 5 ( ` 20 000)

( ) ` 50

( ) ` 500

3 ` 800

` 16 000 ` 1200
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( ` 2000 ( )

` 14 800)

4 31, 2016 ` 30 000 ` 1200

3

( ` 900 ( )

` 29 100)

5 31 12 2016 ` 50 000

( ) ` 1,000

( ) 5

( ) 2

( ` 4 381 ( );
` 45 619)

6 1, 2016 ` 3 000 31 12 2016

` 80 000. ` 2 000

5

( ` 2,900 ( )

` 74 100)

7.  ` 30,000; 

` 5,000

( ) ` 3 000

( ) 10

( ` 10 700 ( )

` 24 300)
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8.  

 `  ` 

50,000

3,000

5,000

 

( ) ` 3 000

( ) 10

 ( ` 5 700 ( )

` 42 300)

9.  2016, 31

 ` 60,000;  ` 2,000; ` 4,200

 31 

` 1 000

2

 ( ` 20 ( )

` 57 820)

10. 

 `  ` 

50,000

2,000

3,000

( ) 10

( ) 5



194

( ` 8,000;  
` 4,250( );

` 42 750)

11.  

 `  ` 

50,000

1,000

3,000

5,000

2,000

( ) ` 1 000

( ) 5

( ) 2

( ` 1 450 ( );
` 69 ( );

` 45,619)

12.  

 `  ` 

30,000

1,000

 ( ` 1,000 ( )

` 30 000)

13.   2016, 31 

` ` 

80,000

8,60,000

52,000

24,000

10,000

3,16,000

30,000

14,40,000
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( ) ` 1 00 000

( ) ` 12 000

( ) ` 5 000

 (  `  1,81,000) 

14.  2016, 31 

` ` 

25,000

5,600

200

400

300

100

450

375

500

75

650

225

125

55

875

175

(i) ` 400

(ii) ` 50

(iii) ` 100

 (  `  15,445)

15.  2016 31 

 `  ` 

(1.4.2015)

10

900

2,000

200

 

100

400

4,000

2,000

 

250
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( )

( ) ` 25 2

( ) 2016 ` 75

( ) 31, 2016 ` 1,030.

( ` 1,930 ` 1,405

` 5 555)

16.   2018, 31 

 `  ` 

17,500

12,000

30,000

8,500

 

6,750

1,625

5,250

 

2,875

500

9,250

9,000

2,000

13,000

 

 

 

63,250

 

 

 

1,750

 

 

8,500

44,750

1,18,250 1,18,250

2018, 31 

( ) 20%

( ) ` 750

( )

( ) ` 15 000
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 ( ` 15 125 ` 6,100

` 60 100)

17.  2016, 31

 `  ` 

(01.01.2016)

,

8,000

13,600

7,500

 

24,750

750

1,100

400

10,000

 

 

650

1,250

1,750

 

 

 

16,650

40,500

1,000

650

 

9,100

600

1,250

69,750 69,750

2016, 31 

( ) ` 500

( ) 10%

( ) 5

( ) ` 9,900

( ` 16 650 ` 13 750;

` 41 250)

18.   2017, 31 

 `  ` 

(01.04.2016) 40,000

85,000

 

 

65,000

45,000

 

 

1,90,000

48,000

 



198

21,000

37,500

15,000

3,000

2,000

 

 

 

15,000

 

 

 

 

 

2,500

3,000

85,000

3,28,500 3,28,500

( ) ` 35 000

( ) ` 250

( ) ` 3,000

( ) 2

 ( ` 62 500 ` 44 410;
` 1 62 410)

19.  2016 31 

` ` 

35,000

11,750

4,500

6,250

50,000

78,500

21,800

600

40,000

20,500

31,000

3,250

2,750

44,000

3,100

2,500

2016, 31 

( ) 31 12 2016 ` 5 800

( ) ` 500

( ) 5

( ) 2
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( ` 21 250 ` 9 020;
` 98 520)

20.  2017, 

31

 `  ` 

 

7,500

8,28,890

58,405

 

4,925

7,745

 

16,000

41,500

26,450

 

32,500

11,629

2,500

1,00,194

 

 

 

9,17,600

 

 

250

20,000  

10,38,044 10,38,044

( ) ` 15 500

( ) ` 500 10

( ) 10

( ` 85 710 ` 7 035;
` 1 19 729)

21.   2016, 31 



200

` ` 

(1.1.2016) 36,000

62,600

32,000

6,000

80,000

1,000

10,000

21,200

 

22,000

44,000

50,000

1,60,000

4,000

2,200

10,600

2,70,800 2,70,800

( ) 8

( ) ` 3 000

( ) ` 48 000

( ) 5

 ( ` 64 000 ` 39 580

` 1 48 600)

22.  2018, 31 

` ` 

 

61,000

80,000

4,200

7,000

5,000

1,52,000

30,000

22,000

20,000

800

22,000

70,000

2,000

2,55,000

77,000

4,04,000  4,04,000
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( ) ` 80 00

( ) 20

( ) ` 800

( ) 5

 ( ` 1 43 000 ` 98 190;
` 2 23 190)

23.  2017, 31 

` ` 

01.01.2017)

14,500

600

750

500

400

1,200

8,000

2,250

300

1,500

20,100

400

2,500

2,000

5,000

30,000  30,000

( ) 31 12 2017 ` 3 900

( ) ` 250

( ) ` 100

( ) 5

( ` 6 900 ` 400;
` 15 900)
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24.  2018, 31 

` ` 

20,000

8,000

10,500

75,000

95,000

12,000

4,500

6,600

4,500

2,300

10,000

3,200

600

( ) 31 2018 ` 14 200

( ) ` 800

( ) 12

( ) 10

( ` 22 200 ` 714

` 7,146 ` 34 600)
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• 

• 

• 

• 

• 

• 

• 

1.  M C Shukla, T S Grewal and S C Gupta, Advanced Accounts, 19th ed., 2017, S.Chand Publishing, New Delhi.

2.  R L Gupta and V K Gupta, Financial Accounting, 11th ed., 2014, Sultan Chand and Sons, New Delhi.

3. S P Jain and K L Narang, Advanced Accountancy Vol – I, 2016, Kalyani Publishers, New Delhi.

4. Dalston L Cecil and Jenitra L Merwin, Financial Accounting, 3rd ed., 2017, Learntech Press, Trichy.

5. Fundamentals of Accounting, 2017, The Institute of Chartered Accountants of India, New Delhi.
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 14

14.1 

14.2

14.3

14.4

14.5

14.6

14.7

14.8 MS Word

MS Excel

• 

• 

• MS-Word 

MS-Excel

:

• 

• 

• 

• 

• 

• 

• 
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 10
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• 

• 

• 

• 

• 

• 

( )

( )

( )

( )

:
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(vi)
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(i)  (ii)  (iii)   (iv)   

(v) (vi) .

:

( ) : 

:

(1) : 

: (DOS) (Windows)

(Ubuntu) (iMac)

(2) : 

: C PASCAL COBOL

(3) : 

:

) :

:

(1) :

: MS-Office.



209

(2) :

:

Finaclec§fS¡F¤c§fS¡F¤

:

:

:

:

:

:
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( )

14.3 

:



211

  

.
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c§fS¡F¤c§fS¡F¤
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:

i)  

ii) 

iii)  

iv)  

v) 
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vi) 

vii) 

viii) 

ix)  

, 

(i) , (ii) (iii) 

.
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Tall Bus Marg Profitbooks

:

(i) 

(ii)  

(iii)  

( )

(iv)  
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(v)  

(vi) 

(vii) 
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=  +  + (  – )

:

• 

• 

• 

• 

• 

• 

• 

• 

• 

• 

• 

• 

• 

• 

• 

• 

• 

• 

• 
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• 

• 

• 

• 

• 

• 

• 

• 

• 

:

1 

2 

3

4 

 

11 

12 

13 

:

21 

22
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 :

  

 CL001  ABC 

 CL002  XYZ 

 CL003  

 :

  

 100 – 199  

 200 – 299 

 300 – 399 

 400 – 499 

:
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14.8 

MS-Word
(i)  :  Start – All Programs – Microsoft Office – Microsoft  

 Word –File Save As – File name – Save

(ii)   : File – Open – File name – Open

(iii)   :  File Save ( : Ctrl+S)

(iv)   :  File Close

(v)  : Insert – Table – Column Row

(vi) : : Ctrl B

: Ctrl I

: Ctrl U

(vii) : : Ctrl L

: : Ctrl R

: : Ctrl E

: : Ctrl J

(viii) : 1 : Ctrl 1

2 : Ctrl 2

1.5 : Ctrl 5

(ix) : ( )

( Portrait Landscape)

(A4, A5)

Column (1, 2, 3)

(x) : Insert Page number ( )

14.8.1 

 1

MS Word

Fra Luca Bartolomeo de Pacioli was an Italian mathematician (1447 – 1517). He is referred 

to as The Father of Accounting and Book keeping in Europe and he was the first person to 

publish a work on the double-entry system of book keeping.
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(i) Fra Luca Bartolomeo de Pacioli .

(ii) The Father of Accounting and Bookkeeping 

(iii) Europe 

(iv) double-entry 

(v) Arial

10

Fra Luca Bartolomeo de Pacioli was an Italian mathematician (1447 – 1517). He is referred to as 

‘The Father of Accounting and Book keeping’ in Europe and he was the first person to publish a work 

on the double-entry system of book keeping.

 2

1. Financial Accounting – RL Gupta - 40 Nos.

2. Advanced Accounting – MC Shukla - 20 Nos.

3. Income Tax Law & Practice – HC Mehrothra - 20 Nos.

4. Practical Auditing – B N Tandon - 30 Nos.

 

(i) 

(ii)  

(iii)  Insert Table Insert Table

Column Row Ok

(iv)  
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SOUTH INDIA Ltd.,      INVOICE
100, Kamarajar Salai,
Chennai – 600006.

Invoice # 009876

Invoice date 31-12-2017

Bill To

Prof. A. Rajesh 

HSC College,

123, PH Road,

Chennai – 600001.

S. No. Description Qty Unit Price ` Amount ` 

1 Financial Accounting – RL Gupta 40 200 8,000

2 Advanced Accounting – MC Shukla 20 300 6,000

3 Income Tax Law & Practice -– HC Mehrothra 20 400 8,000

4 Practical Auditing – B N Tandon 30 150 4,500

Sub total

  Less: Discount at 20%

Invoice total

(Rupees twenty one thousand two hundred 

only)

Thank you

26,500

5,300

21,200

Cashier
MS-Excel

(i) 

MS-Excel-  

AVERAGE =AVERAGE(cell1, cell2…)

MAX =MAX(number1,number2)

MIN =MIN(number1,number2…)

COUNT =COUNT(value1,value2…)

COUNTA =COUNTA(range)

COUNTIF =COUNTIF(range,criteria)
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MS-Excel-

CONCATENATE =CONCATENATE(text1, text2…)

UPPER =UPPER(text)

LOWER =LOWER(text)

MS-Excel-

AND

TRUE

=AND(logical1,logical2…)

OR TRUE

FALSE

=OR(logical1,logical2…)

IF =IF(logical_test,value_if_true,value_

if_false)

MS-Excel-

SLN =SLN(cost,salvage,life)

PMT =PMT(rate,nper,pv,fv,type)

RATE =RATE(nper,pmt,pv,fv,type)
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14.8.2  

3

A B C D E F G H

1 NAME Anbu Balu Gobu Ramu Somu Raju Anu

2 SCORES 60 80 164 192 104 64 204

 

(i) MS-Excel

(ii)  

(iii)  B5

     =AVERAGE(B2:H2)

(iv)  B3

     =MAX(B2:H2)

(v)  B4

     =MIN(B2:H2)

 

 124, 204  60.

4 

A B C D E F G H I J

1 550 156 852 584 TAX 573 GST 1234

2 340 1285 468 584 268 222 CASH BRS STOCK DEBT

( )

( )

( ) 1000
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(i) MS-Excel

(ii) A1 J2

(iii) B3

     =COUNT(A1:J2)

(iv)  B4

     =COUNTA(A1:J2)

(v)  1000 B5

     =COUNTIF(A1:J2,”>1000”)

 

 ( ) 12   ( )  18   ( )  2  

 5

 i)  CONCATENATE B3 .

ii)  C2  KAMARAJAR SALAI C3

iii)  D2  Chennai D3

A B C D E

1 NAME HOUSE NO. STREET PLACE PINCODE

2 ANAND 123 KAMARAJAR SALAI Chennai 600018

 

 

(i) 

( ) MS-Excel

( )

( ) B3

  =CONCATENATE(A2,” “,B2,” “,C2,” “,D2,” “,E2)
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 ANAND 123 KAMARAJAR SALAI Chennai 600018

ii)  C2  KAMARAJAR SALAI  C3

    =LOWER(C2)

 kamarajar salai 

iii)  D2 Chennai D3 D3

    =UPPER(D2)

 CHENNAI

6

` 400 

Salesman Day 1 ` Day 2 ` 
Anand 500 250

Balu 600 500

Cibi 250 300

1. MS-Excel   

2. 

3. D1 Achieved

4. D2

   =AND(B2>=400,C2>=400)

5. D2 D3 D4

Salesman Day 1 ` Day 2 ` Achieved

Anand 500 250 FALSE

Balu 600 500 TRUE

Cibi 250 300 FALSE
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7

` 500

Counter Day 1 sales ` Day 2 sales ` 
Ground floor 600 600

First floor 850 300

Second floor 350 400

1. MS-Excel 

2. 

3. D1 Achieved

4 D2

   =OR(B2>=500,C2>=500)

5. D2 D3 D4

Counter Day 1 sales ` Day 2 sales ` Achieved

Ground Floor 600 600 TRUE

First Floor 850 300 TRUE

Second Floor 350 400 FALSE

8

50

Student Percentage of marks

1 59

2 60

3 65

4 45

5 35

1. MS-Excel 
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2

3 A3 Result

4 B3

   =IF(B1>=50,“Pass”,“Fail”)

5. B3 C3 F3

Student % of marks Result

1 59 Pass

2 60 Pass

3 65 Pass

4 45 Fail

5 35 Fail

9

A B C D E F

1. Asset Cost of 

purchase ` 
Installation 

charge ` 
Transportation 

charge ` 
Salvage value 

` 
Life in 

years

2. Machinery 200000 20000 5000 25000 10

3. Furniture 50000 4000 2000 5000 8

 

(i)  MS-Excel

(ii)  

(iii) G1 Total Cost H1 Annual Depreciation

(iv)  G2

sum (B2: D2), G3

(v)  H2

SLN (G2 E2 F2)

H3
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A B C D E F G H

1 Asset Cost of 

purchase 

` 

Installation 

charge ` 
Transportation 

charge ` 
Salvage 

value ` 
Life in 

years

Total 

cost ` 
Annual 

depreciation 

` 
2 Machinery 200000 20000 5000 25000 10 225000 20,000

3 Furniture 50000 4000 2000 5000 8 56000 6,375

10

:

` 3,00,000

48

10%

PMT

 

(i) MS Excel

(ii)  

A B

1 Rate of interest (p.a.) 10%

2 Number of instalments (nper) 48

3 Loan amount (pv) -300000

4 FV 0

5 Type 0

(iii)  B6 PMT

=PMT(B1/12,B2,B3,B4,B5)
 

 ` 7,608.78

11

2 00 000

84 3 300

 

(i) MS-Excel  
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(ii)  

A B

1 Number of instalments (nper) 84

2 Periodic payment (pmt) 3300

3 Loan amount (pv) -200000

4 FV 0

5 Type 0

(iii) B6 RATE

=RATE(B1,B2,B3,B4,B5)*12

10%

12

2

365

Customer Sales ` Date of Sales Period of Credit (days) Date of Settlement

M 25,000 10-04-2016 60 05-07-2016

N 14,000 28-05-2016 30 25-07-2016

P 28,000 14-07-2016 45 25-08-2016

R 54,000 03-08-2016 90 02-01-2017

 

(i)  MS-Excel

(ii)  

  A1  Customer 

  B1  Sales (`)

 C1  Date of sales

 D1  Period of credit (days)

 E1  Date of settlement

 F1  Credit period availed (days)

 G1  Days of default

 H1  Interest 

 I1  Amount collected
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(iii) A2: A5

(iv) B2: B5

(v)   C2:C5

(vi)  D2:D5

(vii) E2:E5

(viii)  F2  =E2-C2 

(ix)  G2

=IF(F2-D2>0,F2-D2,0)

(

IF )

(x)  H2 ROUNDUP ((B2*2%)*(G2 365) 0)

(xi)  I2 B2 H2

(xii) F2 I2 (F2:I2)

Customer Sales 

(` )

Date of sales Period 

of credit 

(days)

Date of 

settlement

Credit 

period 

availed

Days of 

default

Interest Amount 

to be 

collected

M 25,000 10-04-2016 60 05-07-2016 86 26 36 25,036

N 14,000 28-05-2016 30 25-07-2016 58 28 22 14,022

P 28,000 14-07-2016 45 25-08-2016 42 0 0 28,000

R 54,000 03-08-2016 90 02-01-2017 152 62 184 54,184

13

 A B

1 Name Basic pay (`)

2 Sasi 8000

3 Hari 10000

4 Karthi 6500

5 Viji 12000

6 Soni 9000



232

:

( ) DA : Basic pay 125%

( ) HRA: ` 8,000 Basic pay ` 4 000

` 2 500

( ) PF : Basic pay DA 12%

( ) TDS : Gross pay ` 25 000 10

 

(i)  MS-Excel

(ii)  

(iii)  DA C2

  = B2*125% 

(iv)  HRA D2

   = IF(B2>8000,4000,2500) 

(v)  Gross pay E2

   =SUM(B2:D2) 

(vi)  PF F2

   =(B2+C2)*12% 

(vii) TDS G2   

  =IF(E2>25000,E2*10%,0) 

(viii) Net pay H2

=E2-(F2+G2) 

A B C D E F G H

1 Name
Basic 

Pay ` 

DA

` 

HRA

` 

Gross 

Pay ` 

PF

` 

TDS

` 

Net pay

` 

2 Sasi 8000 10000 2500 20500 2160 0 18340

3 Hari 10000 12500 4000 26500 2700 2650 21150

4 Karthi 6500 8125 2500 17125 1755 0 15370

5 Viji 12000 15000 4000 31000 3240 3100 24660

6 Soni 9000 11250 4000 24250 2430 0 21820
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 14

2016-2017 ( )

Product Sales ` 
Toothpaste 22000

Toothbrush 11000

Hair Oil 9000

Shampoo 13000

Toilet Soap 9500

Bath Soap 6500

( )

( )

 

(i) 

(ii) A1 B7

(iii) Insert Menu Column Chart (3D)

(iv) right click Add Data Labels

(v) Layout Chart Tools

(vi) Axis Title

0

5000

10000

15000

20000

25000

Toothpaste

Toothbru
sh

Hair
 O

il

Sham
poo

Toile
t S

oap

Bath
 Soap

22000

11000
9000

13000

9500

6500

Sales (  )

R
u

p
ee

s

Product
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(i) A1 B7

(ii) Insert Menu Line Chart (2D)

(iii) right click Add Data Labels

(iv) Layout Chart Tools

(v) Axis Title

To
oth

paste
To

oth
bru

sh

Hair O
il

Sh
am

poo

To
ile

t S
oap

Bath
 Soap

0

25000

22000

11000

9000

13000

9500 6500

20000

15000

10000

5000

Sales (Rs.)

Sales (   )

Product

Ru
pe

es

15

2017

( ) 

( ) 

A B C D E F G

1 CITY Chennai Coimbatore Madurai Trichy Tanjore Tirunelveli

2 SALES 
(` in lakhs)

500 350 250 250 200 150
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Chennai
Coimbatore
Madurai
Trichy
Tanjore
Tirunelveli

500

350250

250

200 150

SALES
( ) 

(i) 

(ii) A1 G2

(iii) Insert Menu Pie Chart

(3D Type)

(iv) Pie right click 

Add Data Labels        

( ) 

(i) A1 G2

(ii) Insert Menu Other Charts Doughnut

(iii) Doughnut right click Add Data Labels

500

350250 

250 

200
150 Chennai

Coimbatore
Madurai
Trichy
Tanjore
Tirunelveli

SALES
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• 

• 

• (i) (ii)

(iii)

• Ms Office

(word excel etc.) Tall SAP Finacle

I

1

( )

( )

( )

( )

2

( )

( ) 

( )

( )

3

( ) ( )

( ) ( )

4

( ) ( )

( ) ( )

5

( )
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( )

( )

( ) 

6

( ) ( )

( ) ( )

7 Tall

( )

( )

( ) 

( ) 

8

( ) ( )

( ) ( )

9

( ) ( )

( ) ( )

1 ( ) 2 ( ) 3 ( ) 4 ( ) 5 ( ) 6 ( ) 7 ( ) 8 ( ) 9 ( )

II 

1

2

3

4

5

6

7

8
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9

10

III 

1

2

3

4

5

:

• 

• 

• 

• 
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Account (A/c)

Accountancy

Accountant

Accounting

Accounting concepts

Accounting conventions

Accounting cycle

Accounting equation

Accounting principles

Accounting standard

Accounting Standards Board

Accounting terminologies

Accrued income

Adjusted purchases

Adjusting entries

Amortisation

Analytical petty cash book

Annuity method

Artificial person

Assets

Bad debts

Balance

Balance b/d

Balance c/d
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Balance method

Balance Sheet 

Balancing

Bank

Bank overdraft

Bank pass book

Bank reconciliation statement

Bank statement

Bank transactions

Barter system

Bill of exchange

Bills payable

Bills receivable

Book keeping

Books of prime entry

Branches of accounting

Capital

Capital expenditure

Capital receipts

Capital transaction

Carriage

Carriage inwards

Carriage outwards

Cash

Cash book

Cash discount

Cash receipt
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Cash transaction

Cheque

Closing balance

Closing entries

Closing stock

Columnar petty cash book

Company

Compensating errors or Offsetting errors

Compound journal entry

Computer

Computerised accounting

Contra entry

Cost accounting

Credit

Credit balance

Credit card

Credit note

Credit side

Credit transaction

Creditor

Current account

Current asset

Current liability

Days of Grace

Debit

Debit balance

Debit card
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Debit note

Debit side

Debtor

Deferred revenue expenditure

Depreciation

Discount

Discounting

Dishonour

Dividend

Double column cash book

Double entry system

Drawings

Error

Error of complete omission

Error of partial omission

Errors in accounting

Errors of  recording

Errors of balancing

Errors of carrying forward

Errors of casting

Errors of commission

Errors of omission

Errors of posting

Errors of principle

Expenses

Fictitious assets

Final Accounts

Financial accounting
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Financial statement

Fixed assets

Freight

Furniture

General reserve

Goods

Goodwill

Gross profit

Hardware

Human resources accounting

Impersonal  accounts

Imprest system

Income

Income  received in advance

Insolvency 

Institute of Chartered Accountants of India

Insurance

Intangible asset

Interest

Interest on capital

Interest on drawings

Interest on investments

Interest on loan

International Accounting Standards Com-
mittee

International Financial Reporting Stan-
dards

Investments
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Invoice  

Journal

Journal entry 

Journal proper

Journalising

Ledger

Ledger posting

Liabilities

Liquidity

Long term liabilities

Loss

Machinery

Management accounting

Merger

Narration

Net profit

Nominal Accounts

Opening balance 

Opening entry

Opening Stock

Outstanding

Pay-in-slip

Personal A/c

Petty cash book

Posting

Preliminary expenses

Premium
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Prepaid

Profit

Profit and Loss A/c

Provision

Provision for bad and doubtful debts

Provision for discount on debtors

Purchase returns / Return outwards

Purchases

Purchases book

Purchases returns book

Real accounts

Rectification of errors

Rectifying entries

Rent

Representative  personal account

Reserve

Revenue

Revenue expenditure

Revenue receipts

Revenue transactions

Salary

Sale

Sales book

Sales returns / Returns inwards

Sales returns book

Savings account

Scrap
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Share

Single column cash book

Single entry system

Social Responsibility Accounting

Software

Sole proprietor

Solvency

Source documents

Stock

Straight line method

Subsidiary books

Sundry creditors

Sundry debtors

Sundry expenses

Suspense account

Tangible assets

Three column cash book

Total method 

Trade discount

Trading account

Transaction

Transfer entries

Travel expenses

Trial Balance 

Voucher

Wage

Written down value
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Application software

Arithmetic and Logic Unit

Back-up

Block codes

Bold

Bluetooth

Cell

Central Processing Unit

Code

Codification

Column

Computer

Computer system

Computerised Accounting

Copy

Customised software

Data

Database

Device

Formatting

Formula

Functions

Grouping

Hardware

Input
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Interface

Italic

Joystick

Keyboard

Manual Accounting System

Memory

Mnemonic codes

Monitor

Mouse

Online

Operating System

Optical scanner

Output

Package

Printer

Processing

Program

Programming software

Range

Readymade software

Retrieving

Sequential code

Shortcut key

Softcopy

Software
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Spreadsheet

Storage

Stylus

System

System software

Tailormade software

Touch Screen

User

Utility software



251

In-House - QC
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