
 

Alva’s Institute of Engineering and Technology 
Shobhavana Campus, Mijar, Moodbidri 

Phone: 08258-262725, Fax: 08258-262726 

Department of Business Administration (MBA) 
 
 

ALVA'S INSTITUTE OF ENGINEERING AND 

TECHNOLOGY 

Shobhavana Campus, Mijar – 574225, Moodbidri. 

Dakshina Kannada Karnataka, India. 

 

A REPORT  

ON 

“WORKING WITH MICROSOFT OFFICE COURSE” 

FOR THE ACADEMIC YEAR  

2018-19  

 

 

 



 

Alva’s Institute of Engineering and Technology 
Shobhavana Campus, Mijar, Moodbidri 

Phone: 08258-262725, Fax: 08258-262726 

Department of Business Administration (MBA) 
 
 

CONTENT  

Sl. No 
Content 

1. 
Department Academic Calendar 

2. 
Minutes of the meeting 

3. 

Approval copy from the Governing Council member 

and principal 

4.  
Brochure of the course 

5. Acceptance Letter 

6. 
Circular to the students  

7. 
Registered Student list for the Certificate Program. 

8. 
Attendance Details of the students. 

9. 
Exam and Evaluation Format 

10. 
Feedback Form 

11. 
Certificate Copy 

12. 
Report of the Event  

13. 
Appreciation Letter 

 
 
 
 
 
 
 
 



 

Alva’s Institute of Engineering and Technology 
Shobhavana Campus, Mijar, Moodbidri 

Phone: 08258-262725, Fax: 08258-262726 

Department of Business Administration (MBA) 
 
 
 
 

 



 

Alva’s Institute of Engineering and Technology 
Shobhavana Campus, Mijar, Moodbidri 

Phone: 08258-262725, Fax: 08258-262726 

Department of Business Administration (MBA) 
 
 
 

 
 



 

Alva’s Institute of Engineering and Technology 
Shobhavana Campus, Mijar, Moodbidri 

Phone: 08258-262725, Fax: 08258-262726 

Department of Business Administration (MBA) 
 
 
 
 
 

  
 
 
 



 

Alva’s Institute of Engineering and Technology 
Shobhavana Campus, Mijar, Moodbidri 

Phone: 08258-262725, Fax: 08258-262726 

Department of Business Administration (MBA) 
 
 

 
 
 
 
 



 

Alva’s Institute of Engineering and Technology 
Shobhavana Campus, Mijar, Moodbidri 

Phone: 08258-262725, Fax: 08258-262726 

Department of Business Administration (MBA) 
 
 
 

 
 



 

Alva’s Institute of Engineering and Technology 
Shobhavana Campus, Mijar, Moodbidri 

Phone: 08258-262725, Fax: 08258-262726 

Department of Business Administration (MBA) 
 
 

 
 
 



 

Alva’s Institute of Engineering and Technology 
Shobhavana Campus, Mijar, Moodbidri 

Phone: 08258-262725, Fax: 08258-262726 

Department of Business Administration (MBA) 
 
 
 
 

 



 

Alva’s Institute of Engineering and Technology 
Shobhavana Campus, Mijar, Moodbidri 

Phone: 08258-262725, Fax: 08258-262726 

Department of Business Administration (MBA) 
 
 
 
 

 

 

 

 



 

Alva’s Institute of Engineering and Technology 
Shobhavana Campus, Mijar, Moodbidri 

Phone: 08258-262725, Fax: 08258-262726 

Department of Business Administration (MBA) 
 
 

Student Registration - Microsoft Office 2013 Certification course 

by Unique Training Centre

 

 

 



 

Alva’s Institute of Engineering and Technology 
Shobhavana Campus, Mijar, Moodbidri 

Phone: 08258-262725, Fax: 08258-262726 

Department of Business Administration (MBA) 
 
 

  

 

 

 

 



 

Alva’s Institute of Engineering and Technology 
Shobhavana Campus, Mijar, Moodbidri 

Phone: 08258-262725, Fax: 08258-262726 

Department of Business Administration (MBA) 
 
 

 

 

 

 

 

 

 

 

 

 

 

 



 

Alva’s Institute of Engineering and Technology 
Shobhavana Campus, Mijar, Moodbidri 

Phone: 08258-262725, Fax: 08258-262726 

Department of Business Administration (MBA) 
 
 

 

 

 

 

 

 

 

 

 

 

 

 



 

Alva’s Institute of Engineering and Technology 
Shobhavana Campus, Mijar, Moodbidri 

Phone: 08258-262725, Fax: 08258-262726 

Department of Business Administration (MBA) 
 
 

 

 

 

 

 

 

 

 

 

 

 



 

Alva’s Institute of Engineering and Technology 
Shobhavana Campus, Mijar, Moodbidri 

Phone: 08258-262725, Fax: 08258-262726 

Department of Business Administration (MBA) 
 
 

 

 

 

 

 

 

 

 

 

 



 

Alva’s Institute of Engineering and Technology 
Shobhavana Campus, Mijar, Moodbidri 

Phone: 08258-262725, Fax: 08258-262726 

Department of Business Administration (MBA) 
 
 

 

 

 

 

 

 

 

 

 



 

Alva’s Institute of Engineering and Technology 
Shobhavana Campus, Mijar, Moodbidri 

Phone: 08258-262725, Fax: 08258-262726 

Department of Business Administration (MBA) 
 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

Alva’s Institute of Engineering and Technology 
Shobhavana Campus, Mijar, Moodbidri 

Phone: 08258-262725, Fax: 08258-262726 

Department of Business Administration (MBA) 
 
 

 

  

 

 

 

 

 

 

 

 



 

Alva’s Institute of Engineering and Technology 
Shobhavana Campus, Mijar, Moodbidri 

Phone: 08258-262725, Fax: 08258-262726 

Department of Business Administration (MBA) 
 
 

 

 

 

 

 

 

 

 

 

  

 

 



 

Alva’s Institute of Engineering and Technology 
Shobhavana Campus, Mijar, Moodbidri 

Phone: 08258-262725, Fax: 08258-262726 

Department of Business Administration (MBA) 
 
 

 

Subject:  Microsoft Word 
 
 

Marks : 50         Hour: 2 
 

 

I. Type the below paragraph                

16x1=16 

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. 

 

1. 2.0 line spacing for 1stParagraph 

2. Insert watermark “UNIQUE” 

3. The left and right margins are to be brought in by 1.2cm and 2.4cm respectively 

4. Apply double line border at the top of the paragraph 

5. Insert “MS word Exam” as Header and page number in Footer 

6. Highlight Second line of the first paragraph 

7. Protect your document (Password : UNIQUE) 

II. Create the Line chart              

10x1=10 

 
 

2017 2018 2019 2020 2021 2022

Sharks 8 54 93 116 137 184

Dolphins 150 77 32 11 6 1

Whales 80 54 100 76 93 72

0
50

100
150
200

year 

Wild life Population 

Sharks Dolphins Whales



 

Alva’s Institute of Engineering and Technology 
Shobhavana Campus, Mijar, Moodbidri 

Phone: 08258-262725, Fax: 08258-262726 

Department of Business Administration (MBA) 
 
 

III. Create the below Table                24x1=24 

 
Vinsys IT Services (I) Pvt.Ltd. 

Add:28/11+12,’Shivaji Niketan’,Tejas Housing Soc.,Near Mantri Park, Behind Dhondiba Sutar Bus 
Stand,Kothrud,Pune-411,029 Maharastra,India 

 
 

VENDOR DETAIL FORM 
 

Name of the Vendor Vasanth Poojary   

Contact Person Vasanth Poojary Date 10/3/2017 

Telephone No(with STD Code) 123456789 Credit Period  

Mobile No. 123456789   

Vendor address 

Vasanth Poojary 

Marnad 

Land Mark 

Vendor Type(Pvt.Ltd./Proprietor/ 
partnership/HUF/LLP) 

   

Email Id  Vpmmoodbidri@gmail.com  

Bank details(attach copy of cancelled cheque) 

Account in the name of Vasanth Poojary  Bank Account No 123456789 

Banker’s name 
HDFC IFSC/NET Code HDFC12345 

Swift code   

Branch Name Electronic City 
Account 
Type(SB/Current/CC/OD) 

SB 

Bank Address HDFC Bank Moodbidri 

 

Proof to be Attached 

PAN No BUOPP3067 Service Tax Reg .no  

    

TIN No.  VAT/CST No  

    

GST TIN 29abcde4970c1z4   

Are Mandatory Field 
 
 

For Vinsys IT Services(i)Pvt.Ltd                                                      Signature of the Vendor 
 
 
         Authorized Signatory                                                                 Authorized Signatory 
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Subject:  Microsoft Excel 
Marks : 100                    Hour: 2 

 

         
 

 

I. Create the following table        15x1=15 

Items MRP.Rs Tax(Y/N) Tax Rate Total Amount 

Samsung 10000 Y   

Onida  7800 N   

Sansui 6000 Y   

Lg 15000 Y   

Sony 20000 N   

Samsung 15000 N   

Lg 8500 Y   

Samsung 12000 N   
 

1. If Tax is yes then calculate 12.5% tax on MRP. Rs Otherwise nil  

2. Calculate the total amount of items 

3. Count only tax items 

4. Count only non tax items 

5. Find the total of only “SAMSUNG” Items 

6. Set the total amount  of column to the decimal place of 2 

7. Insert today’s date using formula at the first row 

8. Find the length of the text “SANSUI” 

9. Convert the text “Samsung” to Capital Letters 

 

II. Create the  chart using the below table           5x1=5 

Items Salesman Unitsold 

Close up Rohan 50 

Lux Vishal 85 

Santhoor Shriraj 74 

Rexona Akshay 74 

Dove Arjun 85 

Nirma Manav 90 

Vivel HEmanth 63 
 

1. Insert the heading of the chart “PRODUCT SALES” 

2. Insert the x axis title” SALES MAN” and Y axiz title “UNIT SOLD” 

3. Show data table below the chart 

4. Place the legend in bottom 
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III. Crete the following and find the total & grand total  marks Using Menu            5x1=5 

Name Subject Marks 

Arun M.S Word 54 

Arun M.S Excel 53 

Arun M.S Ppt 89 

Arun M.S Access 96 

Dinesh M.S Word 65 

Dinesh M.S Excel 68 

Dinesh M.S Ppt 89 

Dinesh M.S Access 64 

Nandu M.S Word 62 

Nandu M.S Excel 58 

Nandu M.S Ppt 94 

Nandu M.S Access 56 

 

IV. Apply conditional Formatting for the following          5x1=5 

Items MRP.Rs Tax(Y/N) Tax Rate Total Amount 

Samsung 10000 Y   

Onida  7800 N   

Sansui 6000 Y   

Lg 15000 Y   

Sony 20000 N   

Samsung 15000 N   

Lg 8500 Y   

Samsung 12000 N   

 

V. Two Marks Questions           2x7=14 

a) Insert the link between two files 

b) Apply Auto format to the above table of question III 

c) Change the name of your sheet 

d) Gove borders to the above table of question I 

e) Rotate the column heading of the question II to 45
0
 

f) Protect your worksheet (note: Password must be UNIQUE) 

g) Copy the table of question IV and display only Samsung Items 

h) Insert the background image to you worksheet 

i) Sort the table of question I content to ascending order 
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VI. 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) 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

VII. 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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VIII. Crete a following worksheet                  20x1=20 

KASTHURBA MEDICAL HOSPITAL 

PATIENT DEPT WARD ADMISSION DISCHARGE 
NO.OF 
DAYS 

ROOM 
RENT 

FEES AMOUNT 

Sneha SKIN Special 1-Jan-99 10-Jan-99 10 1250 1200 2450 

Shiv EYE Special 2-Feb-99 2-Feb-99 1 125 900 1025 

Raju EAR Special 2-Jan-99 2-Mar-99 60 7500 800 8300 

Keerthi NOSE General 1-Jan-99 5-Jan-99 5 250 2100 2350 

Harish EAR General 4-Feb-99 5-Feb-99 2 100 1350 1450 

Barthesh SKIN General 22-Feb-99 28-Feb-99 7 350 2500 2850 

Jayalakshmi EYE General 3-Mar-99 31-Mar-99 29 1450 2000 3450 

Shirin EAR Special 10-Mar-99 5-May-99 57 7125 4150 11275 

Sanjay SKIN Special 18-Mar-99 1-Apr-99 15 1875 3100 4975 

 

Create a list box For Dept and the Option Buttons for WARD to get the total 

room rent, and fees collected from each ward in the department  

 
IX.  Copy the table VIII and then separate the Patients details having different department  

5x1=5 

 

X. Create a folder in d: and save your file inside the folder naming as Exam              2x1=2 
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Alva's Institute of Engineering and Technology,
Mijar, Moodbidri, Mangalore 

POST GRADUATE DEPARTMENT OF BUSINESS ADMINISTRATION 

REPORT ON OUTOME OF CERTIFICATE COURSES CONDUCTED IN THE 

YEAR 2018-19 

ADVANCED DIPLOMA IN PAYROLL, TALLY, GST, ACCOUNTS"-04.09.2018 To 

18.04.2019 

1. Students were familiarised with the preparation of Financial Statements using TALLY 
software. 

2. Students were introduced to the calculation of IGST, CGST and SGST and its payments. 
3. Students learnt the concept of supply and its various types. 

wORKING WITH MICROSOFT OFFICE COURSE" -25.10.2018 TO 23.5.2019 

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.

EAN DEAN 

Dept. of Business Administration
Alva's Institute of Engg. & Technology

MIJAR-574 225 

PRINCIPAL''shstinute of Engy. & lechuologyijur. MUODBIDRi 574 225, D.N 


