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23101 Tle cous n meanl lor Lhird yem UC studenls md schuduled lor I nonlhs dua'ion.
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Df,PARTNI BNl' O]i RETAIL MANACDMENI. MES KEWEYAM COI,LEGE.
VALANCEDRV

CER I IFICATE COURSE2022.2023

MS OlttCD (KVM/CC1RET,2-2,0D

Cre!ir3

30houR

! roenibl!elliJrncc.mrL I icarion dmush boh like outlook, Nord nd PokrPoint.
. To enhance N)ductivhr. d a froagenen! dtoe m ag€mcnl lo rh. us6
. Tocrearc pdnssn,nal look trA docunonr, presenlation and publicitio..

. Eirccil!c prci.nlrtlonEirh powerpoinl

. To crenD virunllv !ppc!lir! doctrmcm,epofls!nd lroposa

. written Examinrrion

A Grade: 30% and above, S crader 60 - 79%, CGrader40-59%, betow40%D Grade
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DIPARTMTNT OFREIAIL MANACDMENT! MDS KEVEEYAM COLLDCD.
VAIANCTIERY

CERTII'ICATE COURSE 2022"20A1

MICROSO}'T OFFICF,

Ms woRDr I . Tlpe Chairnm s specou Audnor's Eport / Minue, Asenda md perlbm the

follo nC orenlio.sr Bold, Undenine. Ionl Sid. slyle, B.ckground color, Texl color, Line

spacin3, Spell Check. Aligment Headcr & Ilooter, I.sertins lages ad paee nunbe$. Find

2. Prcpde an invilalion for lhe colt.ec lucLion usins Tcxt Boxes ed ctip Ans

i.Desisnan lnvoice ddAccoun Salcs by usinC Drawins Tool Bd. Clip Art, Vord An.

slnbols, Ro.d.rs and Shading.

4.IreFe a Class'limc Table and lerlom lhe lolloping opcnlions: I.scnins rhe Table,

D!r![n[,--, Alienmcnr ofRows d Colmns, tnsening ed Deletingihe Rows and

Columns and Chmge of Table Forml.

5. Prcpee i Sh@holdes meering letci for l0 mehbem usins mi m€rge operation.

6.l'Eparc Biol)atab, usins Wizrd/ lcnplates.

10 En

MS IOWTRPOINTT I Dcsien pftsenration slides for a pioducl ol your chojce. The stidcs

nnBr include nmc, brand nme. rypc ol produc! chtuacroislics, special fealurcs, pice,

special otTcr ctc. ,\dd voice iI possible to cxplain tu featrcs of fie pmduct, The prcsenrarion

shonld *o in ,mMI mode.

2. Design pi€se.talion slidcs foi orgeization deuih for 5levele olhiel@try ofa conpmy
by usin8 orgmization chaa,

L Design slides for the headlines Ness ofa populai TV Chmel. Thc prese.taljon Should

conlain lne lbllowins rmacrions: Top dosn, BoIom up. Zoom in md Zoom oul The

prcscnlarion should work i, custom node.

4. Dcsign prcsenhlion slidcs abour m orsdizAion dd pedornr iflne
intorcsting clip ds lo illLEtrate runnin-q of m image auiomaLicall
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5. Desig preFntalion slidcs Ibr the Sminr/t clw PEsentation using ei@tion Elfecls

md p€rforn &e lollo*ing opeErionr Creation ofditrddt slides, chdsing b&kgoud
color, font color nsing word an.

MS-EXCEL: IntroductiontoWorkshetspEadshccls,

Compuralio.s in a Vorkshe€r, liinting he \vorkher,
Iiltning. Applyins Fomulas.

Inscnine ed Editing a Fmdo\ ,^nro CalculaE ed Meual Catcutalion, Sorting by One

Colum, Soning by Colos or Icons, Sonine 6y Mdtiple Colums, Sorrine by ! Custon Lis!
Filknng Dat4 Cratins a Cuslon ,\uro Fiher, Using m Adveced Filler

I exr to Colum, dala validation. co.ditionai lomal

Ctauns a sinple workshet,

C$pls, Dat! Sortins, Filli.s, Query,

1.Wh.lo$ Ba*.|conp et Caurs6, Rdchhpal Singh & Auai"der Sin?h

2. l rimation 7 e.h".tnry, Har.lee, Si'tah & lashnntu Shurnu.
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MICROSOTT OFFICE
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l

Hcad.r & Iooter, Lse inspas$

d paA! nDbc4, find Md

2
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2
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md chescofTablc Folml

l Prcprc Bio-Data by uinB

Ovem ll evaluation br*d on dheir

nEodu lon ofMS ]rover poinr

Design prcsenrarion slides for a
product of your choice. The slides
must includo name. blod nmq
rype olProduc! chdaclerislics,
spocial featutr, Pri.e, sPeial

Add voice ifpossible to cxplain

rhe fealurs ol lhe lroduct, TIe

pesenution should sork in

Desisn pEsdration slides lo!

oryan izarion deta ls for 5 le veh of
Inemrchy oIa compmy

by usins olselzalion chan,

Lt/03/22

Dcsign slid€s Ior the hcadlines

Ncws ola populd iv Clmel,
The PEsentalion snodd mnlain

the following tesactioN: Top

dosn. Bonom up, Zoon in and

Zoom od - Theplesenlalion

ch.nld *nrk in custom mode.
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;ii a,r. o itt,'t,tre runnine or*
inaeo autonali.alLy,

Desisn prese alion slides fot the

Semi.&/LectuE lresontalion

using eimaion Efects d

perfoan fie lollowiry opedtionsr

cEtion of difrcrcnt slides,

chdeing backBrcmd color. fonr

color usine sord &t

2 Workshse/Sprcadsbeets. Crcadng

a simple worksh*t

conpularioN in a !r'o*shee!
Pnntins the Workh€el

75tr3122 Craphs,DJraSonLns.Iill ng

Query, Filt{irs. APplying

lnsqnins and Editinc aluciion

Auto Calculate dd M ual

Calculation, So ioe by One
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Icons, Sonins by Mulliple

coluDs, Soning by a Custon

Fineri.s DaLa, Cretins o Custor
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MIS KE\'Ef,YAM COLLEGE VALANCEERY

DEPAXTMENT OF B.VOC RETAIL MANAGEMENT

CERTIFICATI; COURSE MS OFFICE 2022-2023

(KVM/CC/RET/22-.2.t/0r)

Part A

Ansryer all questioEs

1. Prcpare a class time table in MS excel?

2. Wdie short note on retail management in MS

New Romar with font size 12?

3. Create a monthly budget Spreadsheet?

4. Create a Resume using Microsoft Word?

Word using lbnt Times

(4*10)

(2 -s)Viva

Difference between excel afld

How much functions keys are

l.
2_
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