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Question Paper 

 

1. Create  below letter and create mail merge document of min 5 Members      20x1=20 

       

From, 

__________ 

__________ 

 

To  

__________ 

__________ 

 

Dear _____, 

It will be a great pleasure if you attend the birthday party of our 1
st
 Child Chaitra on14th 

June 2018. 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,  

2. Type Below paragraph       20 Marks 

Save time in Word with new buttons that show up where you need them. To change 

the way a picture fits in your document, click it and a button for layout options appears next to 

it. When you work on a table, click where you want to add a row or a column, and then click 

the plus sign. 

Reading is easier, too, in the new Reading view. You can collapse parts of the 

document and focus on the text you want. If you need to stop reading before you reach the 

end, Word remembers where you left off - even on another device. 

 

i) 2.0 line spacing for 1stParagraph 

ii) Insert watermark “UNIQUE” 

iii) The left and right margins are to be brought in by 1.2cm and 2.4cm respectively 

iv) Apply double line border at the top of the paragraph 



v) Insert “MS word Exam” as Header and page number in Footer 

vi) Highlight Second line of the first paragraph 

vii) Protect your document (Password : UNIQUE) 

3. 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. Crete a below database and prepare Pivot table and chart for it            15 Marks 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

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 



 

 

 

 



 

 

 

 

 

 

 

 



 

 

 

 

 

 



 

 

  

 

 

 

 

 

 

 

 
 
 
 
 
 
 
 
 
 
 
 



 
 
 
 
 

 



  
 
 
 
 



 

 



Alva's Institute of Engincering and 1echnology. 

Mijar, Moodbidri,Mangalore 
POST GRADUATE DEPARTAIENT OF BUSINESS ADMINISTRATION 

REPORT ON OUTCOME OF CERTIFICATE COURSES CONDUUCTED IN THE 

YEAR 2017-18 

BUSINESS ENGLISH CERTIFICATION COURSE - 04.10.2017 TO 05.05.2018

IAlter the certificaton program, students skills in spoken Fnglish and grummar improved 

noticeably

2. Students were able to prepare reports and texts for circulation anmong limited groups 

3 Students wrote business letters and prepared oflicial communications

WORKING WITH MICROSOFT OFFICE COURSE" -13.10.2017 TO 23.02.2018 

1. Students were able to prepare pofessional documents using Mierosoft word. 

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

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

CERTIFICATION COURSE ON (GST 06.10.2017 TO 18.06.2018

. Students leamt the provisions of GST Act and the implications of the new 1ax regimc 

2. Students understood the concept of inward supply and outward supply and the GST 

payments. 

Dept. of P tin Administration
Aivas ns &Te h. 

J-574 225 


