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Question Paper 

 
Subject:  Microsoft Word 

 
 

Marks: 50           Hour: 2 
 

I. Type the below paragraph and change the formats given it.   7x1=7 

 

THE COMPUTER IS one to the Major componentsof Information Technology. 

Information technology and the computer influence, every aspect of human life today, whether 

in business or in satellite l a u n c h i n g .  I n  t h i s  u n i t , we will introduce 

you to the computer, its parts and how it works.  

 

II. Two Marks Questions.                  

2x5=10 

1. Insert Border to page 

2. Insert Header and footer and in Header apply Date and Time 

3. Insert Link Between Two files 

4. Protect your Document after completing exam (Password : UNIQUE) 

5. Apply Background Color to your file 

III. Create  below letter and create mail merge document of min 3 Members          

13x1=13 

From, 

__________ 

__________ 

 

To  

__________ 

__________ 

 

Dear _____, 
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It will be a great pleasure if you attend the birthday party of our 1
st
 Child Shivanya 

on14th May 2016. We want to make the day very special for her. 

I hope for your presence on birthday, to make her feel happy. 

Thanking You 

Yours truly, 

 

IV. Create Below Invoice             20x1=20 

 

UNIQUE TRAINING CENTRE 

Vishwas Pineapple City Building 

Opp.G.V Pai Hospital, Moodbidri       Date: May 19
th

 

2017 

8495889331            Invoice: #INV408 

 

Bill To: C1003       Ship To: 

    Test Customer Two 

    88, William Square 

    Rajaji Nagar, Bangalore 

 

P.O. # Sales Rep. Name Ship Date Ship Via Terms Due Date 

 Sales 1 19-05-2017 UPS Net 60  

 

Description Quantity Unit Price Line Amount 

Very Long Product Description that occupies more 
than 1 line – infact , it copies 2 lines 

1 199.99 199.99 

One line Product Description 2 420.00 840.00 

    

    

SUBTOTAL 1,039.99 

PST          6.50% 67.60 

GST          3.20% 33.28 
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SHIPPING & HANDLING - 

TOTAL 1,140.87 

PAID - 

TOTAL DUE 1,140.87 

 

 

 

Microsoft Excel 

 

1.  Create the following table       25 Marks

       

Item Code Units Price 

SAM001 10 15000.00 

ONI002 12 18000.00 

SAN003 13 13000.00 

SAM001 8 12000.00 

BPL004 20 10000.00 

SAN003 15 8000.00 

ONI002 10 14000.00 

SAM001 19 15000.00 
 

1. Calculate Total Sales   

2. Calculate Highest, Lowest and Average Sales  

3. Calculate the commission given to salesman for each item, depending on the sales value of each 

item  

Sales Commission 

Less than 100000 0 

100000-150000 2% of Sales 

Above 150000 5% of Sales 

 

4. Remarks is decided based on Sales  

Sales Remarks  

Less than 100000 POOR 

100000-150000 GOOD 

Above 150000 EXCELLENT 

 

5. Insert a row at the top of The worksheet and enter the heading Sales Report, Center the heading 

6. Count the number of items having the price below 150000 
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7. Find out total commission  having remark =”Excellent” 

8. Include the current date and time  

9. Apply Conditional formatting for Table 1) Above 13000 color=”red”  between 13000-20000 

color=”Blue” 

 

 

II. Crete a below database and prepare Pivot table and chart for it            20x1=20 

(10 Marks for pivot chart and 10 marks for pivot chart) 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

111. Crete a below database                                                                                                                       

5x1=5 

 

Agent Sales Commission Rate Commission 

HARISH 5000 5.0%  

RAVI 2500 3.0%  

MADAV 4300 4.0%  

GIRISH 2300 2.5%  

 

In the above worksheet, the sales made by different agents, the commission rate is given  Now  

calculate  the commission received by each agent. And Ravi demands to get the commission 

amount of Rs.100. To give him the commission 100, by taking into account the same sales made 

by him, what will be the commission rate be….? 

NAME SUBJECT MARKS 

KRISHNA WORD 74 

KRISHNA EXCEL 89 

KRISHNA POWERPOINT 52 

KRISHNA ACCESS 65 

DINESH WORD 74 

DINESH EXCEL 89 

DINESH POWERPOINT 52 

DINESH ACCESS 65 

RENUKA WORD 74 

RENUKA EXCEL 89 
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Alva's Institute of Engineering and Technology, 
Mijar,Moodbidri,Mangalore 

Foun 

otaka POST GRADUATE DEPARTMENT OF BUSINESS ADMINISTRATION 

REPORT ON OUTCOME OF CERTIFICATE COURSES CONDUCTED IN THE 

YEAR 2016-17 

BUSINESS ENGLISH CERTIFICATION COURSE - 13.10.2016 T0 23.02.2017 

1. Students were trained in English speaking, grammar. 

2. Students were able to prepare short notices and texts for circulation among limited groups. 

3. Students wrote business letters and prepared official communications. 

WORKING WITH MICROSOFT OFFICE COURSE" -13.10.2016 TO 23.02.2017 

1. Students were able to prepare professional documents using Microsoft word. 

2. Students were able to develop workbook and print workbook contents. 

3. Students prepared PowerPoint presentation using variety of designs and patterns. 

DEAN 
Dept. of Business Administration 

Alva's Institute of Engg. & Technology 
MIJAR-574 225 

FRINCIPAL 
'tnstitste of Engg. & lechnology, 
u. MoODSIDRI - 574 225, D.K 


