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Capital and Amount Assets Amount
liabilities
Current liabilities: Current assets:
Bills payable Cash in hand
Bank overdraft Cash at bank .
Sundry creditors Short term
‘ investment
Outstanding Bills receivable
expenses
Advance received Sundry debtors
Other current Prepaid expenses
liabilities
Fixed liabilities: Closing stock
Long term loan Accrued income
Redeemable Marketable
debenture securities
Mortgage loan Interest due on
' investment
Capital Other current
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assets

Equity Fixed assets:

Add: Furniture and
fixtures

Net profit Vehicles

Interest on capital Plant and
machinery

Proprietors salary Land and building

Less: Nominal assets:

Net loss Goodwill

Drawings Patient and
trademarks

Reserve fund -preliminary
expenses

Retained earning -share and
debenture
discounted
Capitalised loss
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#91E WaTE faaRuT (Cash Flow Statement) &Y ufe™
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HITAR TTEH! TIHT TASTH! STTEIH 9 TS JAE

fgaxut (Cash Flow Statement) TR T &S |
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U YA T EeTh HETET (ST %) i axerdrenl
ST SR Y& TR 0 ST T $IRS |
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Find Cash collection from customers if the net sel
of a company for the year was Rs.50,00,000. The

Q@ =TT AT

Sundry Debtors 4,00,000 6,00,000
Bills Receivable 1,00,000 60,000
Provision for bad 20,000 30,000
debt
Provision for 4,000 6,000
discount X
Solution:
' Cash Collection from Customers

Net sales Rs. | 50,00,000
Add: Sundry Debtors | 4,00,000
of last year :
Bills receivable of last | 1,00,000
year ,
Provision for bad debt 30,000
of current year :
Provision for discount 6,000 5,36.000
of current year .

' 55,36.000
Less: Sundry debtors | 6,00,000 ’
of current year :
Bills receivable of 60,000
current year
Provision for bad debt 20,000
of last year
Provision for discount 4,000 6,84,000
of last year
Cash Collection from 48,52,000
Customers

following are the extracted from the balance sheets
of the company:
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FNIZ T AvevE SER o foeufisr o
SHYETATE TAATGERET & HRTHT T TRl I1es -
Balance Sheet

Income Statement

A statement showing either : (i) all changes in
equ1ty or (ii) changes in equity other than those
arising from capital transactions with oweners and
distributions to owners,

Cash Flow statement, and

Accounting Policies and explanatory notes.
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Sales Revenue-

Less: Cost of Goods Sold
Gross Profit Margin

Less: Operation Expenses:

Xxx
XXX

XXX

Selling, General and | Xxx

Xxx
XXX

Derpreciation

Research and Development
Expenses
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Total Operating Cost (xxx)
Operating Income XXX
Less: Interest XXX
Earning Before Tax XXX
Less:Tax (xxx)
Net Income XXX
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adta(Balance Sheet)
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AT FHAT

Current
liabilities: assets:
Bills payable Cash in hand
Bank overdraft Cash at bank
Sundry creditors Short term
investment
Outstanding Bills
expenses receivable .
Advance received Sundry
debtors
Other current Prepaid
liabilities expenses
Fixed liabilities: Closing
_stock
Long term-loan Accrued
_income
Redeemable Marketable
debenture securities
Mortgage loan Interest due
on :
investment
Capital Other current
assets
Equity Fixed assets:
Add : Furniture and
fixtures
Net profit Vehicles
Interest on capital Plant and
machinery
Proprietors salary Land and
building
Less: Nominal
assets:
Net loss Goodwill
Drawings Patient and
trademarks
Reserve fund -preliminary
expenses
Retained earning -share and
debenture
discounted
Capitalised
loss

() 1g warg fa@RuT(Cash Flow Statement)
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ITSY BA TR TUR TIREa faeror & 1 A faerm
HIyeh! Hepfaa e SeTfiE W TR e | I
HY YA TR AE IS | IHET gE TR
HRere TR T T0 TR Wit Sifes |
I T TR Y WS | FE siel WA
AP HHAE TSR AfH dhem uf s 1A
Toreror SqaETen! SIS AISHT AU TG AISHIGHT
ot afd ST &9 | 99 faeuml 9@ 35
mﬁi‘wﬁmﬂ@qﬁaﬁﬂaﬁquﬁaél
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b I TSR SRl IR Al AR v
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TEATAE ATHF HITh! FSaGTTHT eI e
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TEHEHI Alfcheed! fad o  &HATR SRl
THHR ST WSS |
O TS T TRl HEATEE (L ) hl AR
AT STFHRT Y&H TR 07 TR 98ar 369 |
G YA faaRumar ewRRT
Find Cash collection from customers if the net sel
of a company for the year was Rs.50,00,000. The
following are the extracted from the balance sheets
of the company:
Sundry Debtors 4,00, OOO 6 ,00, 000
Bills Receivable 1,00,000 60,000
Provision for bad 20,000 30,000
debt
Provision for 4,000 6,000
discount
Solution:
Cash Collection from Customers
Net sales Rs. | 50,00,000
Add: Sundry Debtors of last | 4,00,000
year :
Bills receivable of last year 1,00,000
Provision for bad debt of | 30,000
current year :
Provision for discount of 6,000 5,36,000
current year
55,36,000 |
Less: Sundry debtors of | 6,00,000
current year
Bills receivable of current 60,000
year
Provision for bad debt of last 20,000
year
Provision for discount of last 4,000 6,84,000
year
Cash  Collection from 48,52,000
Customers
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quality, quantity or value of an asset)
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Original cost — Scrap value
Annual Depreciation = Life
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RS = m_ﬁ x 100
Depreciation Rate = % x 100
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straight line method)
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Method)

mmwﬁwwmﬁmwm
AT Yol a8 TRl ¥E god T AHuSn! Tdih
a4 gofe! Book value o 3MER WIS | I8!
9w 9 W= 7o fe U9 ¥ W gl
TRl Tt god T8 SFS T HIEl S Sihl
Reh! Gl | B! WY fere s | = fafie
TI% 99 T ST JoAe™ el ufe HedrE A
T TS WD SIEeh! HRU TR IRl g HHI
B | 79 fafter geafaen Jou gura g9 I g1 9
o T&=s | 79 faftem® Reducing Installment
method, written down value method, Reducing

_balance method anfe ufq ufes 1.

g fafem gouee W fuie = ey g =
fezwn! &1 At B9 R A @veAl = g

- T TR BT e i |

n
S =R
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Rate of depreciation =1 — C

Where, n = Life of assets
S = Salvage value

C = Original cost of assets

Hegr df@T F@E UUTIReT WIEgTee (Advantages
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Windows

Word Proceséing System

- Excel

Computer Operating System (DOS
Windows, LINUX, UNIX)

Database Management System : Daté,

‘Information and Database, Types of

Database, Data Security

- NRB, IT Policy and IT kGui'deﬁ.nes

Internet, Intranet, Extrariet, Internet

Service and e-mail System.
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Introduction of Windows
Microsoft introduced an operating environment
named Windows on November 20, 1985.
Windows (created by Microsoft) is the most
dominant OS on the market today.

The two.  most
popular versions of Q’
Windows for the : U

desktop are XP and |- oo
Vista (Vista bein

the latest version). y W'ndows
There is also a

mobile version of Windows as well as a server
version of Windows (the latest being Windows
Server 2010).

Windows is all proprietary, closed-source which
is much different than Linux licenses.

Most of the popular manufacturers make all of
their hardware compatible with Windows which
makes Windows operate and almest all kinds of
new hardware. -

- As of October 2018, the most recent version of

Windows : for
PCs, tablets, smartphones and embedded

devices is Windows 10. A

The- most  recent versions ~ for seiver
computers is Windows Server 2019. A
specialized version of Windows runs on the Xbox
One video game console.

Windows is the most vulnerable OS to attacks
Security software is a must when you’re using
Windows which is much different then Linux and
OS X. :

It has been criticized for its susceptibility to
malware, viruses, trojan horses, and worms.
Security issues are compounded: by the fact that
users of the Home edition, by default, receive an
administrator account that provides unrestricted
access to the underpinnings of the system.

If the administrator’s account is broken into,
there is no limit to the control that can be asserted
over the compromised PC.

Windows has historically been a tempting target
for virus creators because of its world market
dominance. Security holes are often invisible
until they are exploited, making preemptive
action difficult.

Microsoft has stated that the release of patches to
fix security holes is often what causes the spread
of exploits against those very same holes, as
crackers figured out what problems the patches
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fixed, and then launch attacks against unpatched
systems.

It is recommended to have automatic updates
turned on to prevent a system from being
attacked by an unpatched bug.

Features of windows environment

Graphical user Interface (GUI) : It means
interacting through graphical methods with the
users.

Graphical Device Interface : It includes a
graphics programming language GDI that allows
the easy display of graphics and formatted text on
the output media.

Virtual Memory : It is a concept used to
optimize memory. Some times a program can be

larger than the memory available. In such cases

windows loads the program in parts.

Dynamic data exchange (DDE) : It is a
technique by which data is transferred between
different windows programs. To do this both the
programs must be started. The program is then
linked and data can be transferred between them.
Object Linking and Embedding (OLE) : It is

different from DDE that is here both the
programs need not be running simultaneously
Networking : Here we can communicate with
the whole world through internet connection.

Concept of Microsoft Office System

Microsoft Officeis a family = of client
software, server software, and services developed
by Microsoft.

It was first announced by Bill Gateson 1%
August, 1988, at COMDEX in Las Vegas.
Initially a marketing term for - an office
suite (bundled set of productivity applications),
the first version- of Office contained Microsoft

Word, Microsoft Excel, and Microsoft
PowerPoint.

Over the years,

Office mﬂ Off Wit
applications have L Ice
grown

substantially closer with shared features such as a '

common spell checker, OLE data integration
and Visual Basic for Applications scripting
language.

Microsoft also positions Office as a development
platform for line-of-business software under
the Office Business Applications brand. On 10"
July, 2012, Softpedia reported that Office is used
by over a billion people worldwide.

&
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Office is produced in several versions targeted
towards different end-users and computmg

“environments.

The original, and most widely used version, is
the desktop version, available for PCs running
the Windows and macOS operating systems. The
current desktop version is Office 2019 for
Windows and macOS, released on September 24,
2018.
More recently, Microsoft developed Office
Mobile, which are free-to-use versions of Office
applications for mobile devices.
Microsoft also produces and runs Office Online,
a web-based version of core Office apps, which is
included as part of a Microsoft account.
Briefly explain about Windows Word.

(RBB, 4th Level, Cash, 2074/03/18)
It is a word processing program that we can use
to compose and update a wide range of business
and personnel documents.
It offers many desktop publishing features
Using this we can create a letter, memo, fax,
annual report, news letter, book Etc.
Microsoft word is very powerful, advance and
useful word-processing software which -
developed by Microsoft Corporation, USA.
It has all kind of word processing facilities like
To create, edit, format, save and print document,
to check spellings and grammar, to search for
synonyms and antonyms (thesaurus), to work
with newspaper columns, tables, to add footnotes
and endnotes, page number, special symbols,
bookmarks, comments, to insert the picture,
objects (e.g. video clips, audio clips, power point
presentations, equations, AutoCAD drawings
etc.). Its extension is DOC.

Brleﬂy explam about Excel Sheet

(RBB, 4th Level, Cash, 2074/03/18)
Microsoft Excel is a spreadsheet program that
lets us organize our data into lists and then

summarize,
graphically.
For example, we can.have Excel find the sum,
average or maximum value for sales on a given
day; create a graph showing what percentage of
sales were in a particular range; and show how
the total sales compared with the total sales of
other days in the same week. '

In short excel saves us from having to create
these summaries by hand.

compare and present our data



M List out the features of Spreadsheet software.
(RBB, 4th Level, Cash, 2074/03/18)

There are many spreadsheet programs / software

available in market. These programs provide

similar functions and features. The basic features
of a spreadsheet program are given below:

% Grids, Rows & Columns : A spreadsheet
consists of a grid of columns and rows. The
columns are labeled with letters (A.B.C, D....
So on). The rows are labeled with numbers
(1, 2, 3.... SO on). Intersection of a column
and a row is called ceil. Each cell may
contain numeric or text data. Values or data
are entered in cells. :

% Functions : Functions are used in the
Spreadsheet software to evaluate values and
perform different kinds of operations.

% Formulas Formulas are used in the
spreadsheets to express the relationship of
two or more cells.

% Commands : Spreadsheet programs provide

several types of commands for value
manipulations.
% Commands : Spreadsheet programs provide
several types of commands for value
_ manipulations.
% Text Manipulation : Spreadsheet programs
also  provide commands for text
» manipulations.

% Printing : Printing feature is use to obtain a
hard-copy of prepared spreadsheets.

© Title Bar : The topmost bar is called the
Title Bar. It displays the name of the
workbook. It also has Control buttons that
are used to minimize, maximize, restore or
close the workbook.

% Menu Bar : Menu Bar contains pull-down
menus, The menus contain all the commands
to perform different operations.

% Toolbar : Toolbar contains icons or
shortcuts of frequently - used commands.
Standard, Formatting and Drawing toolbars
are the
toolbars.

% Formula Bar : It shows the data or values of |

the active ceil. It is used to enter formula into

~a cell. It is also used to edit the content or
data of a cell. .

% Cell : The intersection of a column and a row

is called a cell. It is the basic unit in a

important and frequently used

worksheet. Data (text, numeric values or a
formula) is entered into the cells of the
worksheet.

% Cell Address : The location of a cell in the
worksheet is called its address. It is specified
by its column letter and row number. For
example, the ceil at the intersection of
column A and row 5 is given the address
“AS”,

% Column Header : The herizontal bar at the
top of columns is called Column Header. It
shows the labels of columns. Columns are
labeled with letters like A, B, C, D..A
worksheet can have up to 256 columns.
Column headers are also used to select
columns. A single click on the column
header selects the entire column.

% Row Header : The vertical bar on the left of
rows is called Row Header. It shows the
headings or the number of rows. The rows
are labeled with numbers like 1,2,3.... A
worksheet can have up to 65,536 rows. Row
headers are also.used to select columns. A
single click on the row header selects the -

~ entire row.

% Sheet Tab : A set of tabs at the bottom left
comer of the workbook are called Worksheet
Tabs. These tabs show the number and name .
of worksheet in- the workbook. The
worksheet name can be edited.The sheet tabs
are used to activate the selected sheet.

% Status Bar : This is the bottom-most bar on
the spreadsheet interface. It provides

information about the current worksheet.

What is an Operating System ? -
(RBB, 4th Level, Cash, 2074/12/16)
% An operating system (OS), in its most general
sense, is software that allows a user to run other
applications on a computing device.
© While it is possible for a software application to
interface directly with hardware, the vast
majority of applications are written for an OS,
which allows them to take advantage of common
libraries and not worry about specific hardware
details.

-
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% An operating system

is a program that
controls the execution
of application
programs and acts as
an interface between

Applications
the user of a computer
and the computer
hardware.
A more common
definition is that the
operating system is
the one program
running at all times i b
on the computer

(usually called the kernel), with all else being
application programs.

An operating system is concerned with the-

allocation of resources and services, such as

memory, processors, devices and information.

. The operating system correspondingly includes

programs to manage these resources, such as a

traffic controller, a scheduler, memory

management module, /O programs, and a file

system.

It is a program with following features:

=  An operating system is a program that acts
as an interface between the software and the
computer hardware.

= Tt is an integrated set of specialised
programs’ that are used to manage overall
resources and operations of the computer.

It is specialised software that controls and

monitors the execution of all other programs that

reside in the computer, including application

programs and other system software.

The operating system manages a computer's

hardware resources, including:

=  Input devices such as a keyboard and mouse

= Qutput devices such as display monitors,
printers and scanners

= Network devices such as modems, routers
and network connections

=  Storage devices such as internal and external

drives
The OS also provides services to fac111tate the

efficient execution and management of, and -

memory allocations for, any additional installed
software application programs.
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What are the function of an Operating
System? (RBB, 5th Level, Cash, 2074/10/09)

Operating system performs three functions: '
Convenience: An OS makes a computer more

- convenient to use.

Efficiency: An OS allows the computer system
resources to be used in an efficient manner.

Ability to Evolve: An OS should be constructed
in such a way as to permit the effective
development, testing and introduction of new
system functions without at the same time

" interfering with service.

Types of Operating System (OS)

Batch Operating System : Sequence of jobs in a
program on a computer without manual
interventions. '
Time sharing operating System : allows many
users to share the computer resources.(Max
utilization of the resources). '

Distributed operating System : Manages a
group of different computers and make appear to
be a single computer.

Network operating system : computers running
in different operating system can participate in
common network (It is used for security
purpose).

Real time operating system : meant applications
to fix the deadlines.

Objectives of Operating System (OS)

To make a computer system convement to use in
an efficient manner. CEN
To hide the details of the hardware resources
from the users.

“To provide users a convenient interface to use the

computer system.

To act as an intermediary between the hardware
and its users and making it easier for the users to
access and use other resources.

To manage the resources of a computer system.
To keep track of who is using which resource,
granting resource requests, according for
resource using and mediating conflicting requests
from different programs and users.

To provide efficient and fair sharing of resources
among users and programs.

Characteristics of Operating System (OS)
Memory Management : keeps tracks of primary
memory, i.e.what part of it is in use by whom.
what part is not in use etc.and allocates the
memory when a process or program requests it.
Processor Management : allocates the processor

- (CPU) to a process and de-allocates processor

when it is no longer required.





