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6™ Semester Internship Details-2022-23

S5.NO Name of the Mentor Group No. of Students Name of the
Industry
1 P. Siva Prashad MPCs 12 GITS Kadiri
2 D .Spbranyam MPCs 13 GITS Kadirni
3 N Ershad Hussian MPCs 13 GITS Kadiri
4 A Naravana swami BZC 23 SV Computer
Institute(PMEVY)
5 V. Roja Rani BZC 16 SV Computer
Institute(PMEVY)
] C.MNaresh BZC(Paramedical) 07 Government
General Hospital,
Kadiri
7 B Sunitha BZC(Sericulture) 17 State Dept. of
sericulture,
Kutagulla
8 M Santhoshi Kumari BZC{Sericulture) 13 State Dept. of
Sericulture,
Kutagulla
Total No.of Students 114
ABSTRACT
5.NO COURSE : B.SC TOTAL NO.OF STUDENTS
1 MPCs 38
2 BZC 39
3 CZ5 30
4 CZPM 07
GRAND TOTAL 114
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List of students participated in 6 months (Semester) —Internship — B.Sc (BZC) IV Sem

S.No Group/ Programme | Programme Code Name of the student
1 111 B.Sc (BZC) 30540 ANANDAM GIRIJA
2 111 B.Sc (BZC) 30540 BHUKYA DEVIKA BAI
3 111 B.Sc (BZC) 30540 BOGGANNAGARI LAKSHMI PATHI
4 111 B.Sc (BZC) 30540 BUKKE NAGAVENI BAI
5 111 B.Sc (BZC) 30540 DAMPETLA LAKSHMI PATHY
6 111 B.Sc (BZC) 30540 DERANGULA HARISH KUMAR
7 111 B.Sc (BZC) 30540 DERANGULA SAIKUMAR
8 111 B.Sc (BZC) 30540 DESANAGARI NARESH
9 111 B.Sc (BZC) 30540 DHARE PRANEETH
10 111 B.Sc (BZC) 30540 DURGAM AASHA
11 111 B.Sc (BZC) 30540 GATTI CHANDANA
12 111 B.Sc (BZC) 30540 GIJINAMALA HYDAR BASHA
13 111 B.Sc (BZC) 30540 GUDIBANDA MOHAMMED RIHAN
14 111 B.Sc (BZC) 30540 GUDISE LAKSHMI
15 111 B.Sc (BZC) 30540 JARIPITI RAJESWARI
16 111 B.Sc (BZC) 30540 KATHEM SOWJANYA
17 111 B.Sc (BZC) 30540 KATIKAVARIPALLI ANILKUMAR
18 111 B.Sc (BZC) 30540 KAYALA GANGADRI
19 111 B.Sc (BZC) 30540 KOMERA DHARANI
20 111 B.Sc (BZC) 30540 KOTTAM RAVICHANDRA
21 111 B.Sc (BZC) 30540 KUTALA PAVAN KUMAR
22 111 B.Sc (BZC) 30540 MANDOZI LUBNA IRAM
23 111 B.Sc (BZC) 30540 MORUKOANDA SWETHA
24 111 B.Sc (BZC) 30540 M RAMESH
25 111 B.Sc (BZC) 30540 MUTHANA JAGADEESH
26 111 B.Sc (BZC) 30540 NALLAGANGOLLA SURESH
27 111 B.Sc (BZC) 30540 PATAN KARISHMA
28 111 B.Sc (BZC) 30540 PILLALA SULOCHANA
29 111 B.Sc (BZC) 30540 POTHINENI NAGALAKSHMI
30 111 B.Sc (BZC) 30540 SHAIK ALI
31 111 B.Sc (BZC) 30540 SHAIK AZEEZ BASHA
32 111 B.Sc (BZC) 30540 SOMANABOYANA SREE VIDYA
33 111 B.Sc (BZC) 30540 TANAKANICHERUVU SHABANA
34 111 B.Sc (BZC) 30540 TEPALLI DIVYA SREE
35 111 B.Sc (BZC) 30540 VENKATESWARA REDDY
36 111 B.Sc (BZC) 30540 YANUPUGODLA DHANUSH
37 111 B.Sc (BZC) 30540 YARRAMANENI HEMANTH KUMAR
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An Internship Report
on

(SRIVENKATESWARA MARKETING SARVICES ) Submitted

In accordance with the réqui zment for the degree of

3k0 BSC (B.Z.C) v, .
N ¥oila Faw
Under the Faculty Guidesh ipof: 3 ? = M. Q)-Jll

(Name of the Faculty Guide) :

Department of : BOTANY,
(Name of the College) ¢ 5.T.5.N GOVT Degree College.
Submitted by

(Name of the Student) ; J/f :]fjagﬂ“'g{"-
Reg.No: _@QL]MMBBL

Department of ;BOTANY

4. lanNt s1ee. college
(Name of the Collc¥ie)
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Please read the detailed Guidelines on Internship hosted on the website
; LIy [ - 1 5 -

ol AT State Council of Higher Education htps:/ fapsche.ap.gov.in

lLis mandatory [or all the students (o complete Semester internship either
in Viemester or in VI Semester.

very student should identify the organization for internship-is
consultation with the College Principal/the authorized person nominated
by the Principal.

Report to the intern organization as per the schedule given by the College. You
must make your own arrangements lor transportation to reach the
urganization,

You should maintain punctuality in attending the internship. Daily
altendanceis compulsory.

You are expected to learn about the organization, policies, procedures, and
processes by interacting with the people working in the organization and
by consulting the supervisor attached to the interns.

While you are attending the internship, lollow the rules and regulations of
theintern organization.

While in the intern organization, always wear your College Identity Card.

. Il your College has a prescribed dress as uniform, wear the uniform daily,

as you attend to your assigned duties.

You will be assigned a Faculty Guide from your College. He/She will be
creating a WhatsApp group with your fellow interns. Post your daily
activity done and/or any difficulty you encounter during the internship.
Identily [ive or more learning objectives in consultation with your Faculty
Guide. These learning objectives can address:

Data and Information you are expected to collect about the organization
and for industry,

lob Skills you are expected to acquire.

Development of professional competencies that lead to [uture career success.
Practice professional communication skills with team members, co-
interns, and your supervisor. This includes expressing thoughts and ideas
effectively through oral, written, and non-verbal communication, and

Page Mo 3,




utilizing listening skills,

o X ; nt Follow
1L Be aware of the tommunicalion culture in yourwork environment
Up and communicate repgul

on vy

arly with your supervisor to provide updates
Qur progress with work assignments,
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13.Never be hesitant 1o ask questions 1o make sure you fully understand

whatyou need 1o dg your worls and to contribule to the organization,

14.Be regular in filling up your Program Book, It shall be filled up in your
ownhandwriting, Add

additional sheets wherever necessary.
15. At

the end of internship, you shall be evaluated by your Supervisor of
theintern organization,

16. There shall alen be evaluation at the end of the internship by the
FacultyGuide and the Principal,

17. Do not meddle with the instruments fequipment you work with,

18. Ensure that you do not cause any disturbance to the regular activities of
the intern organization,

19.Be cordial but not too intimate with the employees of the intern
organization and your fellow interns.

20.You should understand that du ring the internship programme, you are the

ambassador of your College, and your behavior during the internship
Programme is of utmost importance.

21.IF you are invalved in any discipline related issues, you will be withdrawn

from the internship programme immediately and disciplinary action shall
be initiated.

22. Do not forget to keep up your family pride and prestige of your College.

Mape No &




Student's Declaration

L™ Tﬂmﬁﬂame of asmdentof 3™ BSc,BIZL Frosans
Reg. Hﬂ:ﬂﬂ_’lbﬁiﬁl?ﬂ_ﬂf the Departmen: GF : BOTARY fcles=co

hereby declare that | have completed the mandztory imernanp B

13-03-2023 to 24-06-2023 in SVMS Institute {Nzme of the (mmerm

organization) under the Faculty Guideship of

N E‘*—jg oty — ____ “Name of the Facuhy Gesce)l
Department of NY N D e Caoll [Nzme of the
College)

{EJ'gnﬂireandDute} 7z [oF Jet33




Official Certification

This is to certifv that () ~lage a-'-‘.l'w fName
ofthe student) Reg. Nao. Qm_! §S0yQq g32has completed his/her
Internship in  SVMS Insttute [Name of the Intern Organization} on

MS OFFICE BASICS (Title of the Inrernship] under my

supervision as a part of partial fulfillment of the requirement for
the

Degree  of i [ in the Department of

B N ree College

(Name of the colloge)This is accepted for
evaluation.

- F .‘. - — o ¥ : F 3 .-] %
f I ,_' §
LECTURER IN ____;_.fr-__;zﬁf AL
ESShrraAEwieh Db b tnd Seal)
FADIRI - 515 &=
S1l Sathya Eal (Disi).
Endorsements

(0P T~
aculty Guide &

DFRAGrigeddstramy
a0
MADIRI-H15 591. Srl Sathya Sal DL
PRINCIPAL 7" -
NG R baee :mmF;'.-'(:, h__..;%—f' s
KADIRI-518509 2 ° ___
Sri Sathys Sal {Enary, Pape Mo




Certificate from Intern Organization

This is to certify that <} ]aﬂgﬂgcfahrh’umr* of the intern)

Reg. No ﬂﬂ-lz.nﬂ'ﬂlﬁgﬂf STSN GOVT Degree COLLEGE  (Name af
the College)

underwent internship in SVMS Institute | Name of thelntern Grj,rr-'”h"‘-'ﬂl'-lﬂ”}
from 13-03-2023 to 24-03-2023 The overall performance of the intern
during his/her internship is found to be Satisfactory (Satisfactory/Not

Satisfactory).

Qﬂ oM

Authorized Signatory with Date and Seal
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Ansistant Professor in BOTANY Crovernment. Degree College. KADIRL for pinding me
throughuut my — Intemabup, He has given valuable supgestions to complete the mtemship o
stipulated time. Without his suppont, | cannat camplete the grven assignment. | am also thankful
o the Principal of the Callege for her cooperation and supgestions. [ would like to thank @ the
SR VENKATESWARA MARKETING SERVICES COMPUTER CENTRE , KADIRI. for
enlightencd about the basic knowledpe of computers and many ether skills, which [ acquired. |
am wvery much thankful 1o the teaching stalT at computer Centre for their valuable inputs to learn
the knowledpe un computers skills. Because of their effonis, | leamed Computer MS OFFICE
Programoming n sy seincsicr or third mtemship and also leamed the basics of M3 Office, M5
Word, Excel, Power Point . and Typing skills. | have ohserved the work cavironment in the
institulesorganzabion, and learned the real ume technical skills and other communications skills
cle. 1 am b thanklul to my parents and frends for First of all | am very much thankful o my
MentorfSupervisor Dr - A NARAYANA SWAMY  SIR . Assistant Professar m BOTANY.
> TSN gving cooperation and support. | would like 1o thank o the SK. UNIVERSITY for framing
the guidelines and rules from time to time. | am also thankful to the Commissioner of Collegiate
Education, Vijayawada and AP S1ate Council g Higher Education, Govt of AP for grving this
wonderlul opponnity E];qu‘p.l -Lul 40 Tnfyay LY

Thank You

Page No q



Cantenis
3. G Flogpes
1 Ime FLGE
£ B gt ernsing Fepsat
3 Shoanent e ar gon
4 g Certfrennm
5 Cerrdicsre from brteen Organvigetry
€. B sy g e %
7 Chapter-1. Ereirine Fxoenaty
3 Chagtes- 2 Oyecisey of e
O R D Lt
g Chapter 2 bosrooing
a T Chapter & feniny Log 2on ieedy
10. e
VEPOTS
11 Chagter-S: Internsnag Qoo
L Dewrigron
12 <tiadert sei evzlazton
| 13 Evzluation by the Supesfvar
:- 14. internchip Photos & ideos
| 15. dmerng Assesument Fplemen
16.

Fager to 165




|

Chapter-1
Executive Summary

Computer Proficiency is an inevitable part of education, The course is aiming
Lo cquip all the Arts, Science, and commerce aspirants to have basic skills as
well as hands on experience on word processing for creating excel
spreadsheets, for huilding databases and preparing presentations, through
the use of Microsoft Office Word, Excel, and Power point Programs . Alter
successful completion of the internship, the student will be able to understand
the following.
Point Objectives:

» To give basic information about the computer system

and hasic commands.

¥ To know operating system of computers like Windows,
MS Doc ete.

% To give knowledge about computer hardware and computer
software . To familiarize students with the use of MS Windows,
Internet and E-mail.

+ To familiarize students with the use of MS Office-MS
Word, M5 Excel & M5 PowerPoint.
. Learning Outcomes:

1 Learned about MS Office, Typing, and Excel
2 To enrich the practical knowledge of computers
3 Learned about Internet, E-Mail and Power Point
4 Learned Navigate and perform common tasks in Word, such

as opening, viewing, editing, saving, and printing documents,

and configuring the application.

A

To know the Formal text and paragraphs in computers
Pape No 4



Mictosoft word is an importam education application. It is
imporiant to process raw facts into meaningful Information.
Microsoft word can benefits teachers and students to create new
innovative methods of learning and teaching. Microsoft word and
Microsoft office suite for students help to transmit educational
materials and practice systematically in schoal and university faster
with higher quality. In which students can use Microsoft word
templates to teach complex lundamental into simple methods. In
traditional education method, students write and practice school
leaving certificate on notebooks. But in future students need to print
the letter or all the departments will be becoming digital. In that ime
you can't imagine the applications are received by a handwritten
letter on physical paper. Microsoft Office 15 a family of server
software, and services developed by Microsolt for various purposes,
Microsoft Office is a suite of desktop productivity applications that is
designed specifically to be used for office or business use. | learned

how Microsoft word and MS Office etc.

application can be used and utilized by students to faster the process
of receiving and giving information. And to achieve this purposes
around the world school and colleges. 1 believe Microsoft

Word is an important application that can improve and maximize

practical education practices in schools and colleges. | learned many

computer basics for getting Government and private jobs.
Pape No | L




D,
E.
“. Perlormance of the Orpanization in terms of turnover, profits, market

CHAPTER 2:
OVERVIEW OF THE ORGANIZATION

Suggestive contents

- Introduction of the Orpanization
I3,

Vision, Mission, and Values ol the Organization

Policy of the Organization, in relation to the intern rele

Organizational Structure

Roles and responsibilities of the employees in which the intern is placed.

reach and market value.

SVMS COACHING CENTER : OVER VIEW THE
ORGANIGATION

SVMS Institute is an 150 9005:2015 Certifide Institute, - [PMKVY)
PRADHAN MANTRI KAUSHAL VIKAS YOJANA Institute .
it was registered under MSME Educational and Wellare Society |
Sidadpuram street, College Road, Above the TVS show room KADIRI, Sri
Sathya Sai Dist of Andhra Pradesh. Il was established in 2005. This
organization is associated with - [PMEVY) PRADHAN MANTRI KAUSHAL

VIKAS YOJANA Institute

Objectives:

= Our Objective therefore is to create an atmosphere of values that
Page Na | 3§




needs, cither to serve as a Governmenl servant or to earn for
their livelthood ele. The Organization Mission provides every
student with a platform to refine his/ her skills and make a mark
in the computer literate world, To sharpen student skills and
mitke them as masters in new technologies. The mission is
"Bringing People and Compulers topether

Successful'  and Lo meel the augmenting needs ol the
Government and Private Sector

Vision &Goal:

v To cultivate IT Culture among different section of people. E.g

Students,  employees, etc.

v To provide quality IT education and Training to the downb -
odden people,

« Provides a clear job/project description for the work experience.

v Orients the student to the organization, its culture and proposed
work assipnments.

« Helps the student develop and achieve learning goals.

» Offers regular feedback to the student intern,

SVMS looks forward to being a recognized Model Private Computer

Training Institute in the state in meeting the prevailing needs of

technical man power through quality, efficient and

resourceful training. Motto / Goal The MOTTO of STRIVE FOR

EXCELLENCE" adopted by the institute truly stands testimony to the

Page Mo 'LL'




commitment, enliphtened vision and foresight
exclude by the management of Global IT Solutions In a attempt (o
establish itsell as a institute lor excellence. 2 name 1o reckon with in
luture. [t is said “A FOCUSED MIND IS THE SOURCE OF ALL POWER" and
noting epitomizes (1 better then the philosophy of SVMS Coaching
Center . and future of the student depends on their academic
performance. Our aim is to provide conceptual and in depth training to
make their base strong as well as

scoring good marks which helps them to get admission in good college.

We want to grow in terms of quality and then guantity.

Student Success is our Achievements :

We aim to provide a user [riendly environment to our students with
latest hardware and software technologies. Students are provided with
flexible practical imings as per the convemence. At GITS, each student
is piven a special attention and importance. Our aim is to provide best

education so that a student can have bnght career in 1T held.

Working Environ

The institute provides good environment to learn technology to the
students. Working in a real-world environment will help you understand
the depths of your field and will help you determine whether it is a
career you wish to pursue in the future. An internship will help you learn
about your capabilitics and ultimately encourage you to have a greater
understanding of your strengths and weaknesses. It can be a challenging
experience at times. Stll, the benefits you gain from being pushed out of
your comfort zone will help you tremendously in the future when you
are presented with a difficult task or situation .

Page No 15



CHAPTER 3:
INTERNSHIP PART ;
Basics or ms orrice

The National Education Paolicy (NEP)] 2020 makes internships
mandatory and calls for research as a requirement for graduation in all
domains, specifically for the four-year undergraduate programs. Hence, the
UGC has issued puidelines instructing educational institutions how to go aboult
this. The Govl of Andhra Pradesh, lligher Education Department has
introduced Skill and Skill Development courses along with three mandatory
internships during their graduation. The Andhra Pradesh state council of
Higher education has given the instructions to all the colleges and universities.
Hence, the internship is mandatory for degree students. The Commissioner of
the Collegiate Education and Concerned universities are the implementing
authorities. Here | am going to explain the internship, working conditions, work
schedule, what equipment used for internship and how | have successfully

completed the tasks given by the mentors, and what kind of skills acquired etc

are discussing in this chapter.

MS OFFICE :

Microsoft Office is a suite of productivity applications developed by Microsoft,
It includes a set of essential software tools that are widely used for various
tasks in both personal and professional settings. As ol my last update in
September 2021, the main components of Microsolt Office include:

1. Microsoft Word:
« Word is a word processing application used for creating, editing,

and formatting text-based documents like letters, reports, essays,
and mare.

Page No 16



= It oflers various [eatures for text formatting, spell-chncking,
adding images, tables, and graphs, as well as tools for creating
headers, foolers, and page numbering.

Z. Microsoft Excel:

- Excel is a spreadsheet application used for managing and
analyzing data, performing calculations, and creating charts and
graphs.

. It orpanizes data in rows and columns, and users can use various
formulas and functions to perform complex calculations on the
data.

3. Microsoft PowerPoint:

= PowerPoint is a presentation application used for creating
slideshows with text, images, videos, and animations.

« It enables users to design professional-looking presentations to
convey information in a visually appealing manner,

4. Microsoft Outlook:

» Outlook is an email and personal information management
application used for managing emails, calendars, tasks, and
contacts.

« Itis commaonly uscd for business communication and scheduling
appointments and meelings.

5. Microsoft Access (Available in some Office editions):

« Accessis a database management application used for creating
and managing relational databases.

. [t allows users Lo store, retrieve, and manipulate data, making it
suitable for projects that involve extensive data management,

6. Microsoft OneNote:

»  OneNote is a digital note-taking application that allows users to
organize notes, ideas, and information in a digital notebook
format,

« It supports various media types like Lext, images, audio, and even

handwritten notes.

Microsoft Office offers a consistent user interface across its applications,
making it easy for users to transition between different programs. The suite
also provides various collaboration and cloud-based features, allowing users
to work on documents together and access liles [rom multiple devices through
OneDlrive or SharelPoint

Please note that Microsoft Office may have undergone updates and changes
beyond my last update in September 2021, For the latest information and
features, iU's best to visit the official Microsoft Office website or refer to the
most recent documentation.
Pape No I+
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Need tov buastes of Computers:

ERTS 1 veanprinler knowwledpe 15 alioul how computers waork and how Lo use
e, This may inchade typing, b wning keyboard commands, powering a
computer on and ofl, knowing ow to connect and disconnect the Internet
b computer, It ean help you understand dilferent aperating systems and
apphication soltware, Whether you are a collepe gi'ildllill{r. salesperson,
marketer, copywriter, teacher or working professional, you are required to
know the computer basics, Having basic computer knowledge makes it

easier to complete everyday tasks and increase workplace produclivity.

Internship and lis Importance:

An dnternship is a period of work experience offered by an
organization for a lunited period of time. Once conflined Lo graduates,
internship is used practice for a wide range of placements in businesses,
non-profit. organizations and government agencies. They are typically
undertaken by students and graduates looking to pain relevant skills and
experience in a particular field. The students will get benefit from these
placements because they often recruit employees from their best interns,
who have known capabilities, thus saving time and money in the long run.
Internships for prolessional careers are similar in some ways. Similar to
internships, apprenticeships transition students from vocational school into

the warkforce. Interns may be college students, and university students, or




SRR

e

I]"ﬂ'

i

=3
G

=

23

e

post-praduate adults,

In addition, an internship can be used to build o prolessional nelwork
that can assist with letters of recommendation or lead to future
employment opportunities. The benefit of bringing an intern into full-time
employment is that they are already familiar with the company, therelore
needing little to no training, Internships provide current collepe students
with the ability to participate in a field of their choice to receive hands-on
learning about a particular future career, preparing them for full-time work

lollowing graduation.

Companies in search of interns often find and place students in mostly
unpaid internships, for a fee. These companies charge students to assist with
research, promising to refund the lee il no internship is found. The programs
vary and aim to provide internship placements at reputable companies.
Some companies may also provide controlled housing in a new city,
mentorship, support, networking, weekend activities or academic credit.
Some programs offer extra add-ons such as language classes, networking

events, local excursions, and other academic optlions,

Some companies specifically fund scholarships and grants for low-
income applicants. Critics of internships criticize the practice of reguiring
certain college credits to be obtained only through unpaid internships. Paying
for academic credits is a way to ensure students complete the duration of the
internship, since they can be held accountable by their academic institution.
For example, a student may be awarded academic credit only after their

university receives a positive review [rom the intern's supervisor at the

Pape Mo ! dl




sponsoring organization,

Intern Responsibilities:

Fulfilling tasks sel out by supervisors [rom several departments.
v Attending meetings and taking minutes,

+ Performing research at a supervisor's requesL.

« Updating social media platforms and writing copy lor posts.

Creating images for social media posts.

Equipment Used:

Computer hardware includes the physical parts of a computer. It
refers to the computer system, especially those that form part ol
the central processing unit. Computer technicians should know
the basic components of computer hardware and how Lo work
with each part, including the motherboard, power supply,
keyboard, mouse and monitor. In this article, we discuss what

computer hardware is and the basic components ol it alung wilh

how computer technicians can safely troubleshoot key parts of a

personal computer.

Hardware:

Computer hardware includes the physical components of a
computer. Personal computers (PCs) are electronic devices that

use microchips to process information and may include desktop
Page Mo ‘Qu
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computers, laptops or tablets. Since a compuler comprises many
hardware components, they work together and depend on each
other to function properly. These are the following need to be
learning lor basics in computers,

Computer
Key Board
Mpuse

CPU
Hard Drive

Printer, Monitor, Mother Board, Input Device, Power Cable, Power
Supply, Digital Board

White Papers, Pens, Note Book, Learning Environment

Skills Acquired during Internship:

While petting an internship is one part of the internship process, it
15 complete only when | grasp the relevant skills through my experience. |
will get to learn a lot of technical skills. Soft skills are a basic necessity to
become a professional.

Learn about Basic knowledge in computers.
MS Office

Typing

MS word

Email

'rinting

Repairing

Excel
Fapge No .ﬂ 1



Data Entry

Graphs and Charts
Bar Diagrams

Other skills acquired:
Communication skills
Interpersonal skills

Collaboration with team

Time Management o
Adaptability, Critical Thinking, Research and ﬂﬁ?'!r’ﬁ'i ]”’“E"m'l‘_& —
Leadership, working with different mentalities, Tasks, Flexibility, kag
learn Environmental conditions etc.

Pape Mo E}E
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ACTIVITY LOG FOR THE FIRST WEEK

D . S
Daf &  Briel Description of the daily Person In-

& i :

& activity Learning OQutcome  |Charge

Signature
|
. i
Day -1 carmed |
Y Intraduction of typing master Typing master introduction {
13-03-2023
Learmed
DE}" _ 2 Know about all keyboard keys ﬁ:uw about all keyboard, @j"’-
¥s
14-03-2023
|
l'.-'-.-.-\-\.

o i r -
Day -3 MgErings Learned finperings (
15-03-2023

T

Know aboul which finger is used tofLeamed about which lnger
D ay —+4 press usied to press

ASDF. or LKL, ; letter ASDF OR KL LETTERS
16-03-2023

. )

Hnow ahout which flinger is used toLeamed about which linger -

:,DH}’ -5 Press 15 used Lo press ER or [0
letter

17-03-2023
Day -6 Practiced all keys h’mr:tlc(-:l all keys

e

18-03-2023




WEEKLY REPORT

WEEK - 1 (From Dt; 13-03-2023. To DL:18-03-2023.)

Typing Master is o software program designed to improve (yping
speed and accuracy. In two weeks of using Typing Master regularly,
WE can expect to learn and improve the following skills:

1. Proper typing technique: Typing Master emphasizes correct
finger placement and
posture, helping WE develop and maintain a proper typing technique.
This includes
placing WEr fingers on the home row keys and using all WEr fingers

to type.

2. Increased typing speed: Using Typing Master’s typing exercises
and drills, WE can
improve WEr typing speed over time. The program tracks WEr

progress and
feedback to help WE increase WEr words-per-minute {WPM) rate.

3. Improved accuracy: Alongside speed, Typing Master also helps
WE improve accuracy. The software provides practice exercises that

focus en reducing errors and developing muscle memory for accurate
Lyping

4. Eliminating bad typing habits: Typing Master helps identify and
correct bad typing habits, such as pecking at keys or looking at the
keyhoard while typing. By practicing with the program, WE can
break these habits and develop more efficient typing

techniques.
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3. Typing fluency: With regular use of Typing Master, WE can
:fmr.{:fﬂ.ﬂ Nuency i typing, resulting in smoother and more natural
f-"Pf”JJ- WE will become more comfortable and confident in typing,
Which can greatly boost WEF productivity.

ﬁ.’ special typing skills: Typing Maoster often includes specialized
drills and exercises for specific typing skills, such as number Lyping,
punctuation, and typing special characters, These exercises help
enhance WEr overall typing proficiency.

7. Typing accuracy and precision: Typing Master focuses not onfy on
speed but also on accuracy and precisian. It helps WE improve
keystroke accuracy, reduce typas, and develop a more consistent
typing rhythm.

Remember, WEr progress in typing largely depends on WEr
commitment to practice regularly

and engage with the exercises provided by Typing Master.
Consistent and dedicated practice will yield the best results in
improving WEr typing skills over a two-week period.
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ACTIVITY LOG FOR THE SECOND WEEK

Day &
ate
Day - 1

20032027

Day - 2
I
21042024

Day -3

220520214

Day -4

re03-2021

Day -5

IE"-'-{IZJ-EI'I'EEF
|

|

I

Day -6

Lﬁ.. N3-2023%

Know aboul which
used Lo press
Goor 1 letter

Fiption of the dailyactivity

niap2r IsLearned about how to

Learning Outcome

Person In-
Charge
Signature

used Lo press Gor H
letter

- —

K siboul which linger
sy
W, LLOLE letners

s bt which linper
wreas (LW Loelters

is wsed tolearmed aboul which lngern
s wsed Lo press
i, LLOLT letters

roww about which linger |s
sed 1o press
W Letter

is wsed 1

Krow abwait which finper
1riehs

XY, Lefters

i5 used talearned ahout which finger
s used to press

LV Letters

T g

E’H‘LE
1M M. Letters

Al keys practiced

Know about which finger is used to

(Learmed about which finpen
is used Lo press

B MM, Letters

Keys practiced

T - -




WEEKLY REFORT

F¥Pimg mastery refers to the ahility to type accurately and Efficently on a
e tcant Dey :'4_:-.!'_‘:_-;5:

DooC Tpimg sialls can greatdy echance WEr productivity and speed when
weETTE o 3 cocpeter. To improve WEr typing speed and acruracy, here

A -
g

L. Froper postoe sod hand placement: Sit up straight with WET feet flat
o= e Sovr. Poston WED Bande on the kevboard with WEr fingers resung
by oo e hooe row

=S The boce row kevs are “ASDF for the left hand and “JKL:" for the
Teoht hamd

2 . Lagre e kevboard la WEE Familiarize We self with the la WEt of the
Eowseeni The standard kevboand is known as QWERTY. named after the
Srsr s fecrers i the top le& row of letters. Be aware of the position of each
hetoes, o==ler, 2od symbol on the kevboard

3 St with oo
ook 27 the kevboand. By using this method, WE can type faster and more
scozrareiy. Practice placing WEr fingers on the home row and use the
cocrect finper for each key. For example, use WEr left pinky finger for the
“A" o=y 2= WEr right index Rnger for the °T

2 -

2=

3 S0zt with tooch typing: Teuch typing is the technigue of typing without

3 Tysog exerases: Practice Gyping exercises and drills to improve WEr
speed and acruracy. There are vanous enline typing tutor programs and
webstes avaiizhle that provide interactive typing lessons and games. These
patiorms often of er different level so difficulty and provide real-time

feedback on WEr performance.

5. Typing games: Engage in fyping games that can make practice more
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Cnjoyab
can he

. or." or "Nitro I"‘T"'.‘
le. Games like “Typing of the F'raq_':.h Type H"'-_']T "
I WE improve WE typing speed while having fur

e akaild not be

» uracy hr.‘l-l-"-

6. Focus an accuracy: While speed is important, accu e '”T appropriate
- bt . C1 % W L L]

overiooked Concentrate on hitting the comeat keys v

. wiscle memaory
fingers, Avoud lnoking a1 the keyboard and try te develop my
lor the key pasitions

8 ol Sl
snai LA "il'-: ¥ 'il'l"
7 Practice regularly Consistency is key |1~|I1'r!"'""r'.}'h]:lliiﬂ: minutes
3 J L 51 & ;!
3side uewicated practice tme cach day, even if it's i

: . | improve WEr
Regular practice will felp WE butld muscle memory and (mp
speed over ime
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Day & ription of the dailyactivity Person In-
ke Learning Outcome  [Charge
Signature
Learned 0oL e
L ter introduct
Dﬂ}"‘ ! What is computer i zealishd iy V/
27-03-2023
Day- 2 What is hardware Leamned about hardware \//"f_
28-02-2023
Day - 3 What is seltware Learned about Software \//
29-03-2023 | g
Day -4 Pperatingsystem Learned  about  operating \,/
EWELem
30-03-2023
i o s Leamed about file manager \_/
prosaozs |
iD;LJ,r =B Connecting internet and weh browsers CONRecting internet and web
birowse rs \
Ll-u4-1u_2:3 @:}(




WEEKLY REPORT

WEEK -3 (From Dt; 27-03-2023. To Dt; 01-04-2023)

In an introduction to computers, WE will learn about various aspecls and
components of a compuler system, Here is a detailed explanation of what WE
Can expect to learn:

1. What is a Computer: WE will gain an understanding of what a computeris,
its purpose, and how it functions, This includes the concept ol Input,
processing, output, and storage.

2. Hardware: WE will learn about the physical components nf a computer,
such as the central processing unit (CPU), memory (RAM), storage devices
[(hard drives, 55Ds), input devices

(keyhoard, mouse), and output devices (moniter, printer).

3. Software: WE will explore the different types of soltware, including the
operating system (c.g., Windows, mac0S), applications, and utilities. WE will
also understand the difference between system software and application
software,

4. Operating System: An introduction to operating systems will cover the role
they play in managing compuler resources, providing a user interface, and
running applications. WE will learn about different types of operating
systems, such as Windows, macOS5, and Linux.

5. File Management: WE will learn how Lo organize and manage files and
folders on a computer. This includes creating, renaming, moving, copying, and
deleting files and folders.

6. Computer Networks: WE will be introduced to the concept ol computer
networks and learn about the basics of local area networks (LANs) and the
internet. This includes understanding IP addresses, domain names, and
protocaols like TCP/IP

7. Internet and Web Browsers: This section will cover the basics of the
internet, including web browsers, search engines, and common weh services.
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WE will learn how to navigate the web, search for information, and stay sale
online.
8. Computer Security and Privacy: An introduction to computer security will

cover the importance of protecting WEr computer and personal information.
This includes ]L‘:Lming aboulant virus software, firewalls, and safe browsing
practices.

9. Computer Ethics: WE will explore the ethical considerations surrounding
computer use, including topics such as online privacy, intellectual property,
and responsible digital -itizenship.

10. Troubleshooting and Maintenance: An introduction to troubleshooting
will teach WE how to identify and resolve common computer problems. WE
will also learn about regular maintenance tasks like soltware updates, disk
cleanup, and virus scans. |

11. This is just an overview of the topics Lypically covered in an introduction
to computers. Different courser curriculum may go into lurther detail or cover
additional subjects depending on the level of the course and learning
objectives.
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ACTIVITY LOG FOR THE FORTH WEEK

E—H‘d"‘ '
Day & dagiption of the dailyactivity [Person In-
Date ! LE.EI.ITIiﬂE Cutcome ChETﬂE
Signature
Learned aboul P
Day -1 Know about introduction of Microsofknow about introduction of ™
3-04-2023 hvard Microsoft ward ]
. At
DAY - 2 Know about introduction of Microsof Learned about  introdoction!
PowerPoinL bof Micresof PowerPaint
04-04-2023
AT
|_ i
DEI}-' 3 ;’nawr;bgu: intraduction of Microsol fcorred - abmit. introdaction (Q;J/
rwerEoin of Microsolt PowerPoing
05-04-2023 .
ll.l.'al'nL':i about ™
D=4 Know about Microsoft Outlook Know  abour  Micrasoft @/
¥ Dutlook o
!
06-04-2023 ,
— . j —
Day -5 Know about Microsofl access camed aboul  Microsoftf
Cress [\_/
07-04-2023
-'J-H-
Day - 6 frnow about Microsofl publisher Learned about Know about (gjf
Microsolt publisher
H-04-2023




WEEKLY REPORT

WEEK - 4 (From Dt; 03-04-2023 To Dt ; 08-04-2023.)

Microsoft OFf ice is 3 comprehensive suite of productivity applications
developed by Microsoft Corporation. It has become the industry standard
for of ice software and is widely used in various business, educational, and
Personal setlings. Let's take a closer look at the key components and
features of Microsoft Office:

L. Microsoft Word: Word is a powerful word processing application that
allows users to create, edit, and format documents. It of eras a wide range
of features such as spellchecking, grammar checking, formatting options
(fonts, styles, colors), page laWEL settings, and the ability to insert Lables,
images, charts, and other objects into documents.

2. Microsoft Excel: Excel is a spreadsheet program used for data
organization, analysis, and calculation. It of ers tools for creating and
managing spreadsheets, performing complex calculations using formulas
and functions, crealing charts and graphs, and generating reports. Excel is
widely used for financial analysis, data analysis, and budgeting.

3. Microsoft PowerPoint: PowerPoint 15 a presentation software used for
creating visually appealing and engaging slideshows. It allows users to
create and arrange slides, add text, images, videos, audio, and animations,
and apply various transition ef ects. PowerPoint is commonly used [or
business presentations, educational lectures, and training malterials.

4. Microsoft Outlook: OQutlvok is an email client and personal information
manager that helps users manage their emails, calendars, contacts, and
tasks. It of ers features like email organization, filtering, and sorting,
scheduling meetings and appointments, managing contacts, and setting
reminders. Outlook also integrates with other Microsolt

Of ice applications, making it easy to share information and collaborate
with others.

5. Microsolt Access: Access is a database management system that enables
users to create and manage databases. It provides tools for creating tables,
queries, forms, and report Lo store, organize, and retrieve data. Access is
commonly used for building small-scale databases, managing inventories,
and creating custom data-driven applications,
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0 Microsoll OneNote UneNote 15 a digial vote-taking application Lt
allows users 1 caphure, orvganize, and share notes, deas, o intormation,
L suppouts eyt s, audio recordings, and Tandwritten notes, amd
Provides teatures for ereating metebooks, sectons, and pages. OneNote Is
uselul tor students, protesstonals, amd anyone who wants to keep thel
e argamized and accessible across muluple devices

7. Microsolt Publisher; Pubilisher 1s 3 desktop publishing apphcation
designed for creatin g protessional Tooking publications, such as brochures,
tvers, newsletters, amd wagszines 1ot ers a variety of templates, design
bools, and formattvmg oprivs W create visually appealing docwments

Ho Microsolt SharePoint: SharePoint is aweb-based collaboration plattorm
that  factlitates  teamwork, docwment shaving, and  information
HLMLgemen within organizations,

91t allows nsers to create websites, share documents, collaborate on
projects, manage workflows, amd provide access controls tor secure
collaboration. These ave jasta lew of the matn components of Microsatt O
e,

10 Microsoll continues to enhance and expand the OF e suite with new
teatures, integration with cloud services, amd improved collaboration
capabilities. Microsoll. OF we s avadable for Windows and  macOs
operating systems, aml there ave different versions and lieensing uptions
avatlabile to st dillerent vser needs,

s
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ACTIVITY Lac FOR THE FIFTH WEEK

=l

|
Day & ription of the dailyactivity | Personn-
Date Learning Outcome  Charge
Signature
1
Day -1
. Microzoft world tools introduction leamed about Microsoft \/'
10-04- 2073 tvorld toals introduction
|
.DEI}" i Learn abowt basic tesa formatting Leamn  about  basic  test ‘_/.
Jormatting
[11-04-2023
|
|
| ¥ now about page layout
I!J;a_p 3 Learned about page
. layout
12-04-2023
DH}r -4 E(nuw about inserting and lormatting arned about inserting and
mages ormatting images
13-04-2023

Day -5

TA4-04-2023

|
iDEj.F -6

|15-le2LI'd'3

Learm about how to set table gend
columns

Enam about how to set table
end colummns

Know about headers and footer

Learned aboul headers and
folders
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WEEK - 5 (From Dt ; 10-04-2023. Te Dt ; 15-04-2023.)

In Microsoft Word, WE can learn a variety of skills and technigues for
creating and editing

documents, Here are some of the key leatures and functions that WE can
learn in Microsoft Word:

1. Basic Text Formatting: WE can learn how to change the [ont style, size,
and color of text. WE can also learn how to apply formatting options such
as bold, italic, underline, and

strikethrough. Additionally, WE can learn how to adjust paragraph
spacing, alignment, indentation, and bullet and numbering styles.

2. Page LaWEL WE can learn how to set up WEr document’s margins,
orientation (portrait

or landscape), and page size. WE can also learn how to add headers and
footers, page

numbers, and apply different page laWEt options such as columns,
borders, and shading.

3. Inserting and Formatting Images: WE can learn how to insert and
resize images in WEr

document. WE can also learn how to wrap text around images, apply
styles and ef ects, align images, and crop or rotate them,

4. Tables and Columns: WE can learn how to create and format tables to
present data in an

organized manner. WE can add or delete rows and columns, merge or split
cells, apply

cell formatting, and add borders or shading Lo tables. Additionally, WE can
learn how to

create columns in WEr document for a newspaper-style laWEL

5. Headers and Footers: WE can learn how to add headers and footers to
WEr document, which are sections that appear at the top and bottom of
each page. WE can insert page

numbers, date and time, document title, and other information in the
headers and footers.

6. Styles and Themes: WE can learn how to apply consistent formatting Lo

Fage Mo 3:'"




WEr documions bay

HBNg styles, Styles allow WE g apply preset furmatling options Lo
headings, subheadings, body tex, and other clements. Additionally, WE
can learm howeog apply predefined

document themes 10 change the wverall look and feel of WEr document.

7 Collaboration and Review: WE can learn how to collaborate with others
on adocument

by using features such as track changes and comments. Track changes
leowe WE to e

edits made by different users, while comments allow users to leave
feedback or make
Lugpestions

B. Mail Merge: WE can learn how to use the mail merge lealure to create
personalized

letters, envelopes, or labels, Mail merge allows WE to merge a data source
(such as a list

of names and addresses) with a Word document 1o create multiple
personalized copies

9. These are just some of the skills and techniques that WE can learn in
Microsoit Word, By

becoming proficient in these arcas, WE can create prolessional-looking
documents and

el iciently manage WEr written contenlL
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Day = 1

17042002 1

[y - 2

TH-04- 2023

Day =3

(1411204

Day -4

20-04- 203

Day =5

L] -04- F02

ity =1
1

22.04.2023

ACTIVITY LOG FOR THE SIXTI WEEK

i —

Day & Aegri ption of the dallyactivity

Lea rning Outcome

Learn rollabarations and reviews

Learm  ahout collaborations
L resiews

1 hiemnies

Kungw alsoul dilferent Lypes of styles andlearned about dif erent types

ol styles and themes

Al Wser imerlace

AT bul bl b5 maidl imerpe

Learn about User Interface

Learn aboit swhat s mail
[mierme

Ky alioaat Rilebion

now about quick access Loolbar

Learmed about Ribbon

fearned aboul quick access)
LooThar

Fage No ! {1
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ignature
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WEER < 6 (Fvam g 17-0402020, To D1 22-04-2024,)

User Interfaci: Microsolt Word has i user-lelendly inteface :Iw..'.!"rl':ll.':.l i
ke documment ereation and editing ntaltive, Theemako components of the
terbace dnclude the ibbon, Quick Aceess Toolbar, Docuament Area, and
Vhie Statas Har,

FT Ribboury: Pl 18bhon 15 loeated at e v el Ehee welnedow and contains
manaltiple tals, cach vepresenthing: o speciie set ol functlons. These tilbes
Include Home, Insert, Pape LaWEL Relerences, Mallings, Review, and more.
Fach tab is toether divided into peoops teat contatn related commands and

tools.

[ Quick Aceess Toolbar: The Quiclk Access Toolbar is o customizable
toolbar located at the top lelt corner of the window, W can add frequently

used commands 1o thes toolbar Tor guiclk aceess.

P Templates: Microsolt Word of ers a wide range of pre-designed
templates loe various document Lypes, such as resumes, cover letters,

Myers, irochures, sl e,

B Saving and Exporting: WE can save WhEr documents in various formats,
including .docx, pedf, el xe, and more. Word also supporls exporting to
otlier Microsolt al ice formats and Goople Docs.  Table of Contents and
Index: Word can automatically penerate a table of contents based on the
document's headinpgs and papge numbers. It can also create an index for

casier navigation
[ Inserting Objects: WE can insert various objects into WEr document, such
as pictures, shapes, SmartArt praphics, charts, hyperlinks, equalions,

symibaols, and more.
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0. Microsolt OneNote: OneNote is a digital note-taking appicanion that
allows users to caplure, organize, and share notes, ideas, and information

It supports tex, images, audio recordings, and handwritten I'I'CIIE:‘-, and
provides features for creating notebooks, sections, and pages. Onenote LS
uselul lor students, prolessionals, and anyone who wants to keep their
motes organized and accessible across multiple devices.

7. Microsoft Publisher: Publisher is a desktop publishing application
desipned for creating prolessional-looking publications, such as brochures,
lyers, newsletters, and magazines. It of ers a variety of templates, #=<ign
Loals, and formatting options to create visually appealing documents.

B. Microsoft SharePoint: SharePoint is a web-based collaboration platform
that facilitates teamwork, document sharing. and information

management within organizations.

9 It allows users to create websites, share documents, collaborate on
projects, manage workflows, and provide access controls for secure
collaboration. These are just a few of the main components of Microsoft OI
ice.

10 Microsoft continues to enhance and expand the OF ice suite with new
features, integration with cloud services, and improved collaboration
capabilities. Microsoft Of ice is available for Windows and macOS5
operating systems, and there are different versions and licensing options
available to suit different user needs,




ACTIVITY LOG FOR THE SEVEN WEEK

Dy &  ricoesofithe daihvactviy Personin-

M=- - : . :

pr— Learning Qutcome Charge
Signature

. = o ol I

Day -1 bmow stoces Docerseet 2ova bmow zbat Document area ,/’.1
Day-2 Leors shwur vote= oy .Lur't shout sams bar f

2S5 2523 ,

Dav-3 lezrn sbowt Docpment geatbon zndleamm zbout  Document
e creaton and editing

2 il FTTF R

— = = S = - N

DE}' = Jearn abemt Docoment oeation andlearm about  Documend
i creation and editing

2704203

Day -5 ¥rowr about Spefl and grammar check amed about Spell and
mmar check

LA LIE LS

Day -6 Leamn abepst reviewing 1ools lLearn about reviewing tools \/

A
L
|

2003 : . @i{
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WEEKLY REPORT

WEEK - 7 (From Du; 24-04-2023. To Dt 29-04-2023 )

T Document Area: The Document Area is the main working area VAT WE
can ereate, edit, nnd

lormat WEr documents. It displays the content of the currently open
l.ll'll:"l.|_|'|'||r|'||_

M Status Bar: The Status Bar is situated al the bottom of the window and
Provides useful

tlorimation about the document, such as the page number, word count,
Lanpguage settings, and

zoom level.

B Document Creation and Editing: WE can start a new document from
scraleh or open an existing one. WE can type and edit text, insert images,
tables, charts, and various objects into the

document. Formatting options like font style, size, color, alignment, and
spacing can be easily

applicd to the content.

M Styles and Themes: Microsolt Word allows WE to apply dilferent styles

and themes to WEr
documents, which change the overall appearance ol fonts, colors, and

formalling Lo pive WEr
document a consistent and professional look.

M Pape LaWEL WE can sel page margins, orientation (portrait or
landscape), page size, and

customize headers and footers. Additionally, Word provides options for
creating columns and

managing page breaks,

M Spell and Grammar Check: Word includes a built-in spelling and
prammar checker to help WE
identily and correct errors in WEr document. [t underlines misspelled

words and suggesls
carrections.

M Reviewing Tools: The Heview tab of ers leatures like Track Changes,

Fape No '*«l—f,
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slideshow. WE can set the slide timing, choose whether to advance slides
manually or automatically, and customize the slideshow for presenting on
different devices or screens.

7. Collabaration and Review: WE can learn how to collaborate with others
ona PowerPoint

presentation. WE can share WEr presentation with others, allow them Lo
comment or make edits, and track changes made by dif erent users.
Additianally, WE can learn how to use the

presentation view to practice and deliver WEr presentation el ectively.

8. Presentation Tips and Tricks: WE can learn various tips and techniques
for creating and

delivering impactful presentations. These may include using visual aids ef
ecuvely, structuring

WEr presentanon with a clear message or storyline, using data and charts
el ectively, and

engaging the audience through interaction or storytelling.

9. These are just some of the skills and techniques that WE can learn in
Microsoft PowerPoint. By becoming in these areas, WE can create
visually appealing and engaging presentations that ef ectively
communicate WEr Message. In Microsoft PowerPoint, WE can learn a
variety of skills and techniques for creating and delivering
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Da - o -
D'tg;_- & Iription of the dailyactivity [Persun n-
Learning Outcome  [Charge
Signature
Day - 1 Learn about reviewing tools Learn about reviewing tools

01-05-2023

Day - 2

| Learm aboul reviewing tools Learn aboul reviewing tools
02-05-2023

:]j;.}r e Know about adding multimedia Know about adding
| multimedia

03-05-2023

!_']'Elj.-’ — 4 L.earn about speaker notes Learn about speaker notes

04-05-2023

SIS TSNS

D::'l}" - L_J:a rm about Animations andlearn about Animations and

Lransactions ransactions
M5-05-2023
| N
:ﬂ-] ay -6 fnow about slide show settings Know abowt slide show
metlings @,-—

06-05-2023 |




ACTIVITY Log FOR THE EIGTH WEEK

]

Day &  |ription of the dailyactivity Person In-
Date ILearning Outcome Charge
Signature
Day -1 Learn about reviewing toals Leam about reviewing tools \/‘
01-05-2023 |
Day = 2 o
Learn about reviewing tools Learmn aboul reviewing lools
02-05-2023
|
Day -3 Know about adding multimedia Know about adding /
multimedia
3-05-2023
'DH}" -4 Learn aboul speaker notes Leam about speaker notes \/
052023 | 0 _——
Day -5 Learn  aboul  Animations  andLearn about Animations and! \/
ininzacthions transactions
05-05-2023
| K
Day -6 Know about slide show settings now about slide shaow
seltings —
06-05-2023 l{ ! )
- i

=




WEEKLY REPORT

WEEK - 8 (From Dt; 01-05-2023. To Dt :06-05-2023.)

In Microsoft Power Point, WE can learn a variety of skills and technigues for
creating and delivering presentations. Here are some of the key features
and functions that WE can learn in Microsoft PowerPoint:

1. Creating Shides: WE can learn how to create new slides and adu vintent
to them, WE can choose from different slide laWELs and add Lext, images,
shapes, charts, and tables. Additionally, WE can learn how to apply slide
themes to chanpe the overall design of WEr presentation.

2, Slide Deslpn and LaWEL: WE can learn how to customize the design and
laWEt of WEr slides. WE can change the background color or image, apply
different fonts and color schemes, and

adjust the spacing and alignment of elements on the slide. WE can also learn

how to arrange
slides in a specific order and manage slide transitions,

3. Adding Multimedia: WE can learn how Lo enhance WEr presentation by
adding multimedia
clements. WE can insert audio or video liles, embed WETube videos, and

record and insert
narration. WE can alse learn how to control the playback of multimedia

clements, such as
adjusting volume or setting the starting point.

4. Animations and Transitions: WE can learn how lo add animations and
transitions to WEr slides Lo make WEr presentation more visually engaging,
Animations allow WE to apply movement or el ects to text, images, and
other elements on the slide. Transitions are the visual el ects that occur
when moving from one slide to the next.

5. Speaker Notes: WE can learn how to add speaker notes to each slide,
which can serve as

additional information or reminders for when WE are delivering WEr
presentation. Speaker notes are typically not visible to the audience and
can help WE stay organized and on track during WEr presentation.,

0. Slideshow Settings: WE can learn how Lo customize the settings for WEr
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7. Collaboration and Sharing: WE can learn how Lo collaborate with others
on an Excel workbook. WE can share WEr workbook with others, allow
them Lo view or edit specific parts of the workbook, and track changes made
by dif erent users, Additionally, WE can learn how to use Excel's comments

and notes features to communicate with others and provide explanations
or Minstructions.

8. Aulomation and Macros: If WE want to automate repetitive tasks or
create customized solutions, WE can learn how to use Excel’s macro
recording feature. Macros allow WE to record a series of actions and play
them back later with a single click

9.We can also learn how ta write VBA (Visual Basic for Applications] code
to create more advanced macros and automate complex tasks.

10.These are just some of the skills and techniques that WE can learn in
Microsoft Excel. By becoming proficient in these areas, WE can ef iciently
manage and analyze data, automate calculations and tasks,
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ACTIVITY LOG FOR THE NINETH WEEK

—— . —— —l-
Day & ription of the dailyactivity Person In-
Date lLearning Qutcome Charge
Signature
Learned about slide show
DH}" -1 Kmaw about slide show settings keltings

08-05-2023

Know aboul Spreadsheet Basics

fearned about Spreadsh EEl}

DE}" - Basics
EQS-EHZH
Da}r =3 Learn abour lormatting [Learn about formatting
te-0%-202% |
l'r,l-'_
DE}" -4 Know about Excel formulas  andKnow about Excel lormulas
Tunctions

11-05-2023

Day -5

12-05-2023

|

Day -6

13-05-2023

and [unclions

Iil.narn about data analysis and
wisualization

Learn about data analysis
bind visualization

Data validation and protection

ata validation
raotection

and|




WEEKLY REPORT

WEEK - 9 (From Dt ; 08-05-2023. To Dt:13-05-2023)

In Microsoft Excel, WE can learn a variely of skills and techmiques o0
o T - Fh‘.q ;':"l-x

organizing, analyzing, and visualizing data. Here ane some o &
features and functions that WE can learn in Microsoft Exeel

1.Spreadsheet Basics: WE can learn how o omeate and
spreadsheets in Excel. This includes creating new workbooks 3
worksheets, navigating through dif erent cells and sheets, and entening dats
into cells

2. Formatting: WE can leam how to format cells. eolumns. rows and
worksheets to make WEr data more visually appealing and e4sie? 10 nead
This includes applying dif erent font styvles, sizes. colors, and alignmenis

WE can also learn how to format numbers, dates. and curmenoy values

3. Formulas and Functions: One of the most powerful features of Bxoel sk
ability to perform calculabions using fermulas an d functrons \WE can dsamm

how to create formulas to perform Anthmehc aperations, bovoal

comparisons, and text manipulations. WE can also leam how 1o use anit-1m
functions. such asSUM, AVERAGE, COUNT, and IF, o automate caloulatrons

4. Data Analysis and Visualization: Excel provides vanmous took and
features for analyzing and visualizing data. WE can fearn how 1o ot amd
filter data, apply conditional formatting based on spedfic antena, amd use
pivot tables to summanze and analyze large datasets. Additionaliv, WE can
learn how Lo create charts and graphs to visuahize data trends and pattems

S Data Validation and Protection: WE can leam how o set up data
-alidation rules to ensure that data entered into cells meets speaitic omitena
This can help prevent data entry errors and maintain data integnty. WE can
also learn how to protect worksheets and workbooks with passwonds o
restrict access and prevent unauthorized changes.

6. Data Management: Excel allows WE ta el icieatiy manage and mangsaelate
large datasets. WE can learn how to sort and Glter data bassd on spevtic
criteria, use advanced filter options, and remove duplicates from dataseds
WE can also learn how to use Excel's database fundtions, such 2= VI QORUP
and SUMIFS, Tor more complex data mamipulations,
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and any other relevant details. Creating a signature for WEr emails 15 a
great way to add a professional touch and provide essential contact
information to recipients. A signature typically includes WEr name, ]?b
title, company name, contact information, and any relevant links or social
media profiles. Here's a

shortcut matter for a typical email signature:

--[WEr Name]

[Iob Title] at |Company Name]

[Phone Number] | [Email Address]

[Wekzcitz JRL]

|Optional Social Media Teons/Links]™ WE can personalize the signature
further by adding a professional profile picture or WEr

company's logo if desired. Also, remember to keep the signature visually
simple and not overly

cluttered. To make the signature creation process more ef icient, WE can
use email clients or tools that

support email signature templates. Many email service providers allow WE
to save a signature

once, and it will autematically be appended to each new email WE compose.
This saves time and

ensures consistency across all WEr emails.
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ACTIVITY LOG FOR THE TENTH WEEK

-

Day &  [ription of the dailyactivity Person In-
Date Learning Outcome  [Charge

Signature
Day -1  |[Know about what is mails Learned about what is malls]

15-05-2023

Day- 2

16-05-2023

Know how to send and creating emails

|
Learned how to send and
jcreating emails

°®

Day -3

17-05-2023

£arn about organising and managing
mails

Learned aboul organising
nd managing emails

Day -4  [Learn about managing contacts Learned about managing
contacts
18-05-2023 -
Dﬂ}" -5 ignow about email filter and rufes samed about email filter
md rules

19-05-2023
Day -6 Learn signatures in emails Learn signatures in emails @/
20-05-2023

P

Pape No 59




WEEKLY REPORT

WEEK - 10 (From Dt; 15-05-2023. To Dt;20-05-2023)

Inan email client or email program, such as Microsoft Qutloak or Lo
can learn a

variety of skills and techniques for managing and communicating through
email. Here are some

of the key features and functions that WE can learn:

L. Creating and Sending Emails: WE will learn how to compose and send
emails to

individuals or groups.

2.This includes formatting the email body, adding attachments, and
including recipients’ email addresses in the “To,” "CC," and "BCC” fields.

3. Organizing and Managing Emails: WE will learn how to organize WEr
mailbox by

creating folders or labels to categorize and store emails. This helps in ef
iciently

managing and finding important emails later. WE can also learn how to flag
or mark

emails for follow-up and prioritize them based on their importance.

4, Managing Contacts: Email programs allow WE to create a digital address
book or

contactlist WE can learn how to add or import contacts, organize them into
groups, and

easily access contact information when composing emails.

5. Email Filters and Rules: WE can learn how to set up email filters and rules
to automatically categorize, sort, or forward incoming emails based on
specific criteria, This helps in managing large volumes of emails and
keeping WEr inbox organized,

6. Email Signatures: WE can learn how to create personalized email
signatures that

automatically appear at the end of WEr emails,

7. Email signatures can include WEr name, contact information, job title,

Pape Mo 5_.3




ACTIVITY LOG FOR THE ELEVENTH WEEK

Day -3

24-05-2023

: =it Person In-
Day &  [riptionof the dailyactivity it
Date ILearning Outcome e
Signature
i d
I af din Know about Heplay an @'
Day -1 Know about Replay and forwarding e
22-05-2023 =3
Know about attachment Learned about attachment
Day- 2
23-05-2023
Learn about flaging and reminders L earn about flaging and

remindersd

Day - 4

|
25-05-2023

wrnovw aboul conversion view

Learmed about conversion
Tt

Day -5

26-05-2043

wnow about junk email and spa
filtering

mLE arned about junk emall and]

pam filtering

Day -6

27-05-2023

Email security

Emazil security

2

=
2
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WEEKLY REPORT

WEEK - 11 (From Dt; 22-05-2023. To Dt; 27-05-2023.)

L. Reply and an'nrarding: WE can learn dif erent techniques for replying to
and fun_xrardmg emails, such as replying to all recipients or selectively
forwarding emails to specific individuals or groups.

2. Attachments: WE can learn how to attach files, documents, or images o
W_Er emails. Email programs often have size limits for attachments, so WE
will also learn how to compress files or use cloud storage services to send

larger files.

< WE can learn how to flag emails for follow-up
ls are not forgotten. Email
and

3, Flagging and Reminder
and setreminders to ensure important emai
programs often have features that allow WE to set due dates, add notes,

receive reminders for flagged emails.

can learn how to use the conversation view

4. Conversation View: WE
her. This makes it easier to read and

feature that groups related emails toget
track email threads, particularly in group or team discussions,

ltering: WE can learn how Lo configure spam
fy and block unsolicited or unwanted emails.
WEr inbox and ensuring that important

5. Junk Email and Spam Fi
filters to automatically identi
This helps in reducing clutter in
emails are not missed.

n learn about email security practices and

techniques to protect We self from phishing attempts, malware, and other

email-based threats. This ineludes recognizing suspicious emails, avoeiding

clicking on unknown or suspicious links, and being cautious when opening

email attachments.

6. Email Security: WE ca

ey skills and features that WE can learn in an email
By becoming proficient in these areas, WE can ef

7 These are some of thek

client or email program,
ectively communicate through email,
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ACTIVITY LOG FOR THE TWELVETH WEEK

I

Day & [ription of the dailyactivity IPerson In-
Dt lLearning Outcome  [Charge
[Signature
Leamed about Introduction
Day -1 Introduction of Microsoft Outiook i csoft Dutiook ‘/—
29-05-2023
/
Day- 2 Learn email managemont Learmed about email J
management
F0-05-2023
o w ahout ealendar and scheduling  flearn about calendar and \/
ay = e scheduling
31-05-2023 a = i, T NI
bout task maiagement Leamed aloint task \/
Da}'r ~4 »‘I"IEIWE' o s et
0 1-06-2023 E : -
nt Leamedss contact \//
rDEI_}" -5 Leart contact priand geme st
N2-06-2023 z L
tact management lLearmned about contact
Day -6 LT L R ma nagement M
03-06-2023 1
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WEEKLY REpoRT

WEEK - 12 (From Dt; 26.05-2023. Ta Dt; 03-06-2023.)

In Microsoft Outlook, WE can
Mmanaging WEr emails, schedy
Lasks, and Organizing WEr con
key features and functions in

learn a variety of skills and techniques for
ling appointments and meetings, managing
tacts. Here is a detailed explanation of some
Microsoft Outlook:

L. Email Management:

Composing and Sending Emails: WE will learn how to create new
emails, format the email body, add attachments, and send emails to

Individuals or groups. - Managing Folders: WE can create folders to
organize WEr emails, move emails between folders, and set up rules
to automatically sort incoming emails into specific folders. - Flags and
Categories: Outlook allows WE to flag emails for follow-up, set
reminders, andcategorize emails based on dif erent criteria. - Search
and Filters: WE can use Outlook’s powerful search and filtering
capabilities to findspecific emails or narrow down WEr search based
on criteria like sender, subject, or time. - Conversations: Outlook has

a conversation view that groups related emails together, makingit
easier to track and follow email threads,

2. Calendar and Scheduling:

Creating Appointments and Meetings: WE will learn how to create
appointments for personal events and meetings with others, WE can
add details like location, attendees, and reminders. - Invitations and
Responses: Qutlook allows WE to send meeting invitations to others
and track their responses. WE will learn how to accept, decline, or
propose new meeting times. - Scheduling Assistant: Outlook’s
Scheduling Assistant helps WE find the best meeting time by showing
the availability of attendees and highlighting any scheduling conflicts,
- Recurring Appointments: WE can set up recurring appointments or

meetings that repeat at specific intervals, such as weekly staf
meetings or monthly team updates.

3. Task Management: -

Creating Tasks: Outlook enables WE to create tasks, assign due dates,

and set reminders, WE can also categorize tasks and assign them to
dif erent categories or folders. - Task Tracking: Qutlook helps WE
track the status of tasks, update progress, and mark tasks as
Page No &5
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5, and delegate tasks to
sign tasks to other

features to update
ompletion

complete. WE can set priorities, add note
others if needed. - Task Assignments: WE can as
people and track their progress. Outlook provides
task status, send task updates, and receive task ¢
notifications.
4. Contact Management:-
Creating and Organizing Contacts: Outl
manage contact information for individua
store email addresses, phone numbers, and other details.
= Contarct Groups: WE can create contacl groups or distribution lists to send
emails to multiple recipients easily. This is helpful when WE frequently
send emails to the same group of people. - Contact Syncing: Outlogk can
sync with other contact management systems, such as WEr smartphone, to
keep WEr contacts up to date across dif erent devices.

ook allows WE to create and
Is or organizations. WE can

5. Advanced Features:-
Rules and Automatic Replies: Outlook lets WE set up rules to

automatically process incoming emails, such as moving emails from
specific senders to specific folders.

ies for when WE are out of the of ice. -
how to manage Outlook data files (PST

files), create backups, and import/export data hetween dif erent Outlook
installations or versions. - Email Encryption and Security: Qutlook provides
features for encrypting emails and digitally signing them to ensure secure
communication. WE can also learn about other security practices, such as
enabling rwo-factor authentication and using strong passwords. These are
some of the key features and functions WE can learn in Micresoft Outlook

6 .WE can also set up automatic repl
Data File Management: WE can learn

7. By becoming proficient in these areas, WE can ef ectively manage WEr
emails, appointments, tasks, and contacts, and streamline WEr

communication and organization processes.




ACTIVITY LOG FOR THE THIRTEENTH WEEK

Day & [ription ofthe dailyactivity Person
Date Learning Outcome n-
harge
Signature

Management System! Database Management
Bystem:

05-06-2023

Know about Relational Datzbase Leamed about Relational \/
Day -1

Day—- 2 li.earn about Tables and Fields Learped about Tables and)
Fields

05-06-2023

Day - 3 Know about Queries Learned about Queries

07-06-2023

Day - 4 L{n ow about Forms Leamed Know about Forms

08-06-Z023

\/

/

lDa},-' -5 Leamned about Reports \/
@

L.earn about Reports

09-06-2023

Day -6 cnow about Integration with Microsoft jearned about Integration
Office twith Microsoft-Olfice

10-06-2023

Page No "55"




WEEKLY REPORT

WEEK - 13 (From Dt; 05-06-2023. To Dt; 10-6-2023.)

Certainly! Here are six key points about Microsoft Access:

1..**Relational Database Management System:** Microsoft Access
is a software application used to create and manage relational
databases,

2.. **Tables and Fields:** WE can design tables to organize and
store data, with each table consisting of different fields to hold
specific types of information.

3.. **Queries:** Access allows WE to build queries to retrieve and
analyze data from tables based on specified criteria.

4. **Forms:** WE can create user-friendly data entry forms to
input information into the database easily.

5.. **Reports:** Access offers tools to generate custom reports for
presenting data in a structured and visually appealing format.

6.. **Integration with Microsoft Office:** As part of the Microsoft

Office suite, Access seamlessly integrates with other Office
applications like Excel and Word for data sharing and reporting. Certainly!
Here are six key points about Microsoft Access:

Page No 0




ACTIVITY LOG FOR THE FOURTEENTH WEEK

——

Day &
Date

pay-1

12-(M3-20023

—

Day - 2

13-046-2023

ription of the dailyactivity

[Kinow about Pollication Types

iLearning Qutcome

¢ carned about  Publication
oy

Person
In-Charge
Signature

Kmow aboul Templates and
Neslpn Toels

earned about Templates and
Nosign Tools

Day -3

Day - 4

14-06-2023

Learn ahout Page Layout

i earned about Page Layout

Friow nbout Graphics and Images

tearned about Graphics and
fmages

d

N ANANAN

‘115 (G- Z023

Day - 5

|D:1:-,r ~

17-06-2023

16-06-2023_|

[Know about Typography

Learned about Typography

3 ez abwout Color Schemes

l.earn about Colos Schemes

RS
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WEEKLY REPORT

WEEK - 14 (From Dt 12-06-2023. To Dt; 17-06-2023.)

In Microsoft Publisher, WE can learn desktop publishing, which is the
process of creating and designing

professional-looking publications for various purposes. Here's a det=il=d
explanation of what WE can

learn in Microsoft Publisher:

1. **Publication Types:** Microsoft Publisher of ers a wide range of
publication types, including brochures, flyers, newsletters, postcards,
greeting cards, calendars, posters, and more, Each publication type comes
with pre-designed templates that WE can customize to suit WEr needs.

2. **Templates and Design Tools:** When WE start a new publication, WE

can choose from a variety of templates that cater to dif erent industries and
purposes. These templates serve as a starting point for WEr design and

laWEt. Publisher provides numerous design tools, such as text
formatting, alignment, color schemes, and object placement, allowing WE
to personalize WEr publications.

3. **Page LaWEt:** Publisher allows WE to treate multi-page publications
with easy-to-use page

laWELt tools. WE can add and arrange pages, adjust margins, and set up
headers and footers to

create a cohesive design throughout WEr document.

4. **Graphics and Images:** WE can add images, illustrations, shapes, and
ather graphic elements to WEr publications. Publisher provides tools to
crop, rotate, and adjust the appearance of images. WE can also use the

Picture Tools to apply various ef ects and styles,

5. **Typography:** In Publisher, WE have extensive control over text
elements. WE can choose from a wide range of fonts, adjust font size and
spacing, and apply various text ef ects to make WEr text visually appealing.
Additionally, WE can create and edil text boxes to ensure proper text
placement and flow within WEr publication.

Page No 62




6. **Color Schemes:** Maintaining consistent color schemes throughout
WETr publieation is essential for a professional look. Publisher of ers built-

in color schemes and allows WE to create custom color palettes to match
WETr brand or design theme.

7. *Guides and Alignment:** Precise alignment is crucial for a polished
publication, Publisher provides guidelines and alignment tools to help WE
align objects, text, and Images accurately on the page.

8. *™Preview and Print:** Before finalizing WEr publication, WE can
preview how it will appear in print or digital format. Publisher helps WE
identify potential issues, such as overlapping objects or low-resolution
Images, Once WE're satisfied with the design, WE can print the publication
or

save it as a PDF or other digital formats for sharing electronically.

9. **Integration with Other Microsoft Of ice Apps:** Publisher seamlessly
integrates with other Microsoft Of ice applications, such as Word and Excel.
WE can import text, images, and tables from these applications into WEr
Publisher document, making it easier to create complex publications.

10. **Online Sharing and Distribution:** Apart from printing, Publisher
allows WE to share WE r publications online through various platforms,
such as email, OneDrive, and social media. This feature is useful for
distributing digital versions of WEr publications to a broader audience. By
mastering Microsoft Publisher, WE can ef iciently create visually appealing
and professional-quality publications tailored to WEr specific needs,
whether for personal, business, or educational purposes.
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ACTIVITY LOG FOR THE FIFTEENTH WEEK

Day & |ription of the dailyactivity erson In-
[Date Learning Outcome harge
iDa;.r -1 [Know about Collaboration and learned about Collaboration T//
Document Management and Document Management
L9-06-2023
h:)a;;— 2 fnow about Versioning and Document tr:ﬂl'm!d about  Versioning .
Control nd Dacument Contral {
A0-06-2023 ]
“:'33' -3 Learn about Warkfows and Automationlexmed about Waorkflows f
nd Automation
21-06-2023 |
Day - 4 h{nm-.- about laranet and Content Learned about Intranet and) 1/
Content Publishing
22-06-2023 FuhlhhiEE
Kyow about Intranet and Content eamed sbout Intranet and 1/—
Day -5 Content
Publishing o
23-06-2023 Fublizhing
I]ja? -ﬁ Wraow about Intranet .i-'||'|d Conbenk fearned about Intranet and e
Contenl Publishing (Q::,f'
M-UE-EE]_EE Puhliﬁflipg =
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WEEKLY REPORT

WEEK - 15 (From Dt ; 19-06-2023. To Dt; 24-06-2023.)

With Microsoft SharePeint WE can learn and achieve the following:

1. *Collaboration and Document Management:** SharePoint is a power ful
platform for team collaboration and document management, WE can create
team sites to share documents, files, and information with colleagues,
making it easier to collaborate on projects.

2. **Versioning and Document Controk** SharePoinC allows WE to
maintain version history for documents, ensuring that WE can track
changes and revert to previous versions if needed. This helps in
maintaining document control and ensuring data accuracy.

3. *Workflows and Automation:** WE can design and implement
workflows using SharePoint, automating business processes and
streamlining tasks. Workflows can help manage document approvals,

notifications, and other repetitive tasks.

4 *ntranet and Content Publishing:** SharePoint can serve a an intranet
portal for WEr organization, providing a centralized location for news,
announcements, company policies, and other important information. WE
can create and publish content to share across the organization.

. wuctomization and Branding:** SharePoint of ers customization
options, allowing WE to tailor the look and feel of WEF sites to match WEr

organization'’s branding and design guidelines.

6. **Business Intelligence:** SharePoint integrates with Power Bl
Microsoft's business intelligence tool. This integration enables WE to create
interactive reports and dashboards, visualizing data from various sources
and making informed decisions.

7. #*Security and Permissions:** SharePoint provides robust security

features, allowing WE to control access to sites, lists, libraries, and

documents. WE can assign specific permissions to users or groups to
PageNo b5
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ensure data confi dentiality and prevent unauthorized access.

8. **Search and Content Discovery:** SharePoint's powerful search
capabilities make it easy to find information across sites, documents, and
!lsts. The search functionality helps users quickly locare relevant content,
improving productivity and ef iciness.

9. **Integration with Microsoft Of ice-** SharePoint seamlessly integrates
with other Microsoft OF ice applications, such as Word, Excel, and Outlook.
This integration simplifies the process of editing and collaborating on
documents directly from SharePoint.

L0, **Third-Party Integrations:** SharePoint supports integration with a
wide range of third-party applications, extending its functionality and
enabling WE to connect with other tools and services WEr organization
uses. Microsoft SharePoint is a wversatile platform that empowers
organizations to enhance collaboration, streamline workflows, and manage
content ef ectively. By learning and utilizing its features, WE can improve
productivity, communication, and data management within WEr
arganisationsss
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CHAFTER 5:

DUITCOMES DESCRIPTION

I_}e.-;crl.hc the work environment you have experienced [in terms of people
Misractions facilities available ond maintenance, clarity of job roles, praotocals,
Procedures, processes, discipling, time management, harmonious relationships,

socforf

About Internship:

An internship is an officlal program offered by organizations to help
train and provide work experience to students and recent graduaves,
The concept of working as an Intern began a long tirme ago but has
drastically evolved over the years, Internships first started as a labourer
who would take on young individuals and teach them their art or trade,
The purpose of an internship or rather an apprenticeship was to pain

new skills to be able to obrain future work,

Im modern interning, an intern or raines can work for an
organization for a specific amount of time. Interns can work for 1-6
maonths or longer, depending on the company and the industee.
Internships are popular amongst graduate and undergraduace students
who need to gain resecarch or valuable waork éxperience. Almost every
sector and gype of company: from a large multnational carporation to a
small startup, now offers internships. Internships can be an excellent,
lowe-risk recruitment tool. Internships are specific work situations in
which individuals work on a temporary basis for an employer to gain
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work experience in their chosen field.

Interns hip outcomes:

Internships have traditionally been offered to younger workers usually
college students looking to gain experience before they graduate.
However, they are increasingly being sought out by and offered to
workers at all stages of their careers, in particular workers changing
careers. By partaking in an internship, you will be able to gain real-life
exposure, grow yvour knowledge and determine. Internships not only
provide you with the first-hand experience in the real working world
but alse enable you to understand the career trajectory for your desired
job title. I can learn how to apply the knowledge you have acquired
during an internship to your future workplaces.

# Bringing fresh perspective

= Learned "'MS5 OFFICE" BASICS

» New Skills acquired on computer basics

+ Learned new techniques

» Typing work

» Leaned MS Office, Excel, WordPad etc

¥ Basics in Computers

» Improved the overall work climate

» Thoughts changing

= Faster Leadership qualities

» You get to know prospective students

# Interns are usually highly motivated individuals who take initiative.
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= We eaper to gain experience in their field

» T‘Ttﬂl'"-‘-' bring a fresh perspective and new Ideas into the
environment

work

# Maotivating and stimulating to the members
* Place to work is  wery

important

= Planning and Assigned tasks

+ Supervision should be worked out

» Time sense and clear communication

+ The work must represent a real opportunity for learning and

achievement
s Wae foel welcome and give them the resources they neead.

% Obtain feedback from interns about the projects they complete.

This henefits both your internship program and your company.

+ Stay in close touch with successiul interns
+ Social media is important
¥ To gain real work experience and provide meaningful assistance to

the company.

% To have a mentor who provides puidance, fepdback, receptiveness

and models
professionalism.
+ To gain experience and skills in a particular field.
» To develop professional contacts.

* To gain exposure to upper management.

+ To receive an orientation to the company [or which they are

interning.
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»This introduces the student to the company's mission and goals and
provides them with information about company rules, regulations
and procedures. [t also introduces the intern to fellow employees
wha thiey can go to in the fikure with questions.

Wetworking is the exchange of information between individuals to
form acquaintances and relationships to further thelr professional
carezr, An internship is an experiential learning opportuity that offers
an invaluable chance for students to netwrork and build crucial
professional connections before they even graduate. For some students,
it is 2 stepping-stone to banus opportunities within the same

arganisation, including a full-2me job. The more people you meet in the

professional world with the same interest, the higher your chances to
arow asa professional, We will get to know how these people work, what
strategies they use to tackle a difficult situation, and how they get the job
done, Different people have different skills. Meeting them and watching
them workwill help me to understand how to wark with different people

and in various work environments, We can use their strategies and

ceinvent them for your circumstances, Everyone knows that the job

market is competitive, especially in the current climate. We got
| competitive edge in the
| motivated to acquire experience outside of knowledge

b nternships are supervised, structured learning experlences in a professional

setting that at slow you to gain valuahle work experience in a student's chosen

field of study.
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Conclusion:

l'am very much happy with my semester internship, my college attached me to
the Global IT Solutions, Kadiri for learning "MS OFFICE" and other basic
computer skills, which are necessary for jobs in the future, [ feel that the
students are working in good environment. 1 have experienced with People
interactions are good and we know each other's. The institute provides
minimum facilities to the students in the premises, They are always available in
the computer center and maintenance is good. The teacher and supervisor
explained the clarity of job roles in Govt. and private sectors. This institute is
small, so there are no such protocols, but they have been fallowing certain
procedures for smooth functioning of the institute. They are maintaining good
atmosphere among the students and maintained strict discipline rules. They
have following time schedule for each class. We are buildup our skills through
harmonious relationships with our friends and teachers. We participated in
social awareness programmes that are conducted by the institute and college.
There is good mutual support between the college and computer centre. |
learned how to do work with team members, how to motivate the friends
during critical stages. The working environment is good. | really enjoyed my
semester internship, it's a memorable event and useful for my career. Thanks

to the supervisor, Principal and computer center, College, University and Govt.

of Andhra Pradesh for making me knowledgeable person.
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1. Describe the real time technical skill uired (in terms of
the foberelito ok nical skills you have acq

ills and hands on experience)

Technical skills are the specialized knowledge and
experience required to perform specific talks and Specific tools and
programs in real world Situations Divies technical skills are Required and
just about every field and industry from IT and business administration to
health care and education in fact many entry level Position across
industries require basic technical skills such as cloud computing in google
and havigating social media platform There are of Hore advanced technical
skills that a Job many examples might require include prngramm:ing
languges. technical, writing such as communication tech nical.

1 learned the following few technical skills, but not in depth
sometimes. reffered to as hard skills.

Typing

internet browsing
Hails

Data analysts
word nad.

S office.
Graphics

writing

painting etc..




2 . Describe the managerial skills you have acquired (in terms of planning,
{endersmﬂl team work, behaviour, workmanship, productive use of time, weekly
improvement fn competencies, goal setting, decision making, performance
analysis, ete.

ability of the individuals in a managerial skills. ge and position to or tasks
managerial skills are the knowled- ability of the individual in a Some Specific manage!
this knowledge and managerial ment activities ability can learned and practiced.
However activitics and tasks, This tasks and Technology with planning will helps me to
manage people 1 understood the how to work and how to mange the time and how to
improve the decession making during working finally hour's and reach our in [
understand how to goal in future, all these [ observed inteanship.

Ty managers ills :-

There are Three types of skills that are essential for a successfiel management.

Process :-

1. Technical Skills
2. conceptual skills.

These skills tell us knowledge and ability use different techniques to achieve what we
want Technical skills are not related Production tools or theese equipment

I abserved skills that will be required to complete the office work within time it
also useful for bo increase sales, design different types of products and services marker

the products and Services efc.....

Technical skills are noost important for student to do computer computer
system work without technical can not get more jobs. skills, we

13




3 . Describe how you could improve your communication skills (in terms of
fmprovement in oral communication, written communication, conversational
abilities, confidence levels while communicating, anxiety management
understanding others, getting understood by others, extempore speech, abi lity
to articulate the key points, closing theconversation, maintaining niceties and
protocol understanding others, yetting understood by offers, extempore speech, ""!’"m!f" to
articulate the key points, closing theconversation, maintaining nicefics armd protecols, greeling,
thaiking and appreciating otfhers, eic,,)

Impn]fing oom muﬁicﬂtiun 5.|'ﬁ.i].|.b" j.'_i‘, an Qﬁgﬂiﬂg FrﬂrﬂESE th&i EI'I.'I-I'D-l'I.I"l.'.'E 5E|:f-
awareness, practice, and willingness to learmn. Heic «.. jome strategies to enhance your
communication skills:

1. Actlve listening; Pay full altention to the speaker, avoid interrupling, and give feedback
to show that you understand and are engaged in the conversation.

2._Empathy: Put yourself in the shoes of others and Lry to understand their fﬁeJings..
perspectives, and needs. This will help you communicate more effectively and build
stronger relationships,

3, Clear and concise language: Use simple and straightforward language, avording jargon
or overly complex terms, especially when communicating with a diverse audience.

4 Body lanpuage: Be conscious of your norn-verbal cues, such as eye contact, facial
expressions, posture, and gestures. Positive body language can enhance your message

and convey sincerily.

5. Practice public speaking: Join a public speaking group or take lpﬂ.rl.' in achivibies that

require you to speak in front of others, Practice will help boost your confidence and refine

your delivery.

WM Continuously expand your vocabulary and waork

on improving your grammar to articulate your thoughts more precisely and effectively.

7. Ask for feedback: Seek feedback from colleagues, friends, or mentors about your
communication style, Constructive criticism can highlight areas of improvement.

diffe : If communicahng with people from diverse
backgrounds, be mindful of cultural nuances that might impact communication. Respect
and adapt o cultural differences.

9, Muanage emolfons: Stay composed and avoid reacting impulsively during challenging
conversations. Emotionally intelligent communication can lead to more positive

Quloomes.
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f‘L‘-“-ﬂH—Eﬂiﬂ&- Incorporate  relevant aneedotes and  stories O make your

tommunication more engaging and memorable,

1L Practice assertipeness: Express your thoughts, feelings; and opinions confdently

while being respectiul of others' viewpoints, greeting, thanking and appreciating
others, etc.,)
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4. D“-'I“l'i!:rﬁ how could you could enhance your abilities in group discussions,
participationin teams, contribution as a team member, leading a team,/activity.

Enhancing your abilities in group discussions, participation in teams, contribution as a
team member, and leading a team factivity requires a combination of personal :
development and practical strategies. Here's a step-by-step guide to improving these skills:

W s - \ -
[
# Prepare beforehand: Familiarize yourself with the discussion topic or age nda to have

relevant points to contribute.
¥ Listen acuvely: Pay attention to others' ideas, show interest, and avoid interrupting.

Take notes to help you respond thoughtiully.

¥  Engage with questions and contributions: Ask clarifying questions and provide
constructive feedback to encourage a more dynamic discussion.

& Respect diverse perspectives: Be open to differing opinions, and foster an inclusive
and respectful environment for all participants.

»  Avoid dominating: Ensure everyone has a chance to speak and contribute by allowing
others to express their thoughts.

w ; £ 5t H T

¥  Understand team goals; Be clear about the team’s objectives, roles, and
expectations to align your efforts accordingly.

%  Bereliable and accountable: Complete asslgned tasks on time, and take
responsibility for your commitments to the team.
¥  Collaborate and share ideas: Encourage open communication within the team, and

actively participate in brainstorming sessions.
*  Support your team members: Offer assistance when needed, and be a positive and

encouraging presence in the group.

*  Identify and utilize vour strengths: Recognize your unique skills and expertise and
offer them to complement the team's efforts,

>  Be proactive: Look for opportunities o contribute beyond your assigned tasks and
take the initiative to solve problems or sSuggest improvements,

%  Seek feedback: Regularly request input from team members on your contributions to
understand where you can improve.

»  Continuous learning: Stay updated on relevant topics and skills related to your role,
as this will increase your value to the team.

4, *Leading a Team Activity;**

#  Setclear goals and expectations: As a leader, define the team’s objectives, roles, and
responsibilities clearly to avoid confusion.

= Communicate effectively: Be a strong communicator and actively listen to team
members’ concerns and ideas.




>  Delegate tasks wisely: Assign tasks based an team members’ strengths and provide
the necessary support and resources.

»  Lead by example: Demonstrate a strong work ethic, positive attitude, and
commitment to the team's success.

*  Encourage collaboration: Create a supportive and inclusive environment where team
members feel comfortable sharing their thoughts and collaborating,

bl 1 : o

®  Learn conflict management skills: Understand different conflict resolution techniques
and practice remaining neutral and composed during disagreements.

#  Mediate when needed: If conflicts arise within the team, address them promptly and
mediate discussions to find common ground.

L I L

*  Repularly seek feedback: Ask for input from team members and colleagues to identify
areas for improvement,

*  Acton feedback: Take constructive criticism positively and implement changes to
enhance your ahbilitias.

¥  Reflect and learn: After team activities or projects, reflect on whar went well and
what could have been done better to learn from the experience.

By combining these strategies with a growth mindset and a willingness to learn and adapt,

vou can significantly enhance your abilities in group discussions, team participation,
contribution, and leadership, making you a more effective and valuable team member.

sE!




54 . Describe the tech nological developments you have observed and
relevant to thesubject area of training (focus on digital technolegies relevant
ta your job role)

As of my last update in September 2021, several technological developments relevant to
Microsoft Office were observed. Microsoft Office is a suite of productivity applications
that includes Word, Excel, PowerlPoint, Qutlook, and other tools. Here are some notable
developments up until that time:

I Microsoft Office 365:=
Mierosoft transitioned from the traditional software model to a cloud-based
subscription service called Office 365 (now known as Microsoft 365). This shift allowed
users to access Office applications and files from any device with an internet
connection, promoting collaboration and remote work.

2. Cellaborative Fealures:-

Microsoft integrated real-time collaboration features into its Office applications.
Multiple users could simultaneously work on documents, spreadsheets, and
presentations, making it easier for teams to collaborate and share ideas.

3. Office Mobile Apps:-
Microsoft developed mobile versions of Office applications for Android and 105

devices. These apps offered a user-friendly experience on smartphones and tablets,
enabling users to create, edit, and view Office documents on the go.

4. Enhanced Al Capabilitics:-
Al-dtiven features were integrated into various Office applications Lo improve

productivity. For example, Word and PowerPeint introduced Al-powered grammar
gestions, while Excel incorporated data analysis tools like Insights.

and style sug

5. Microsaft Teams Integration:-
Microsoft Office applications were tightly integrated with Microsoft Teams, a

collaboration and communication platform. This integration facilitated seamless
document sharing, editing, and communication within the same interface.

6. Accessibilify Tmprovemenls:-
Microsoft made efforts to improve accessibility features in Office applications. They
introduced features like Immersive Reader in Word, which provided better support for

= B




users with dyslexia or reading difficulties.

=

7 Data Visualization and Analysis in Excel:-
received updates to enhance data visualization capabilities. Features like Power QI-IIEI'}’-
Power Pivot, and Power Bl integration allowed users to analyze and visualize data in
more sophisticated ways.

8.Security and Privacy Enhancements:- :
Microsoft focused on enhancing the security and privacy of Office EPPHEEWILE' They
introduced features like dat= ~~~yplion, advanced threat protection, and multi-tactor
authentication to safeguard user data,

9.Fluid Framework:- :
Microsoft unveiled the Fluid Framework, a technology that aimed to break dﬂ-‘“-'l"l gilos
between different Office applications and enable seamless collaboration across various
Microsoft 365 services,
Excel




received updales to enhance data visualization capabilities. Features like Power Query,
Power Pivot, and Power B integration allowed users to analyze and visualize data in
more sophisticated ways.
I. Sccurity and Privacy Enhanceinents:-
Microsoft focused on enhancing the security and privacy of Otfice ap incat'il::rrllS- They
introduced features like data encryphion, advanced threat protection, and multi-factor
authentication to safeguard user data.

2. Fluid Framework:-

Microsoft unveiled the Fluid Framework, a technology that aimed to break dcmrr.- silos
between different Office applications and enable seamless collaboration across various
Microsoft 365 services.



Student Self Evaluation of the Long-Term In ternship

[ Student Name; ™V Tﬁl:‘]nd{‘e,ﬂb Registration No: Eﬂ-}lﬁﬂfﬂ‘ﬁﬂl
Term of Internship:  From: 13.03-2003 To: 24-06.2023 '

Date of Evaluation: D3 - pf—~ 2091

! Urganization Name & Address: SRI VENKATESWARA MARKETING SERVICES ,
SAIDAPLIRAM, KADIRY,

W Please rate your performance in the following areas:

”l Raling Scale: Letter grade of CGPA calculation to be provided

'Ii

'| 1 Oral communication 1 2 3 4 @

' 2 Written communication 1 2 3 4 @

] 3 Proactiveness 1 2 3 4 @
4 Interaction ability with community 1 2 3 4 5
5 Positive Attitude 1 & B 4 s

; & Self~confidence 1 2 3 @ 5

7 Ability to learn 1 2 @} 4 5
8 Waork Plan and organization 1 o 3 @ 5

! g Professionalism 1 2 3 4 @

' 10  Creativity 1 2 3 4 @

I. 11 Quality of work done I 2 3 4 @

| 12 Time Management 1 2 @ 4 5
13 Understanding the Community 1 2 F B
14  Achievement of Desired Outcomes 1 2 3 4 @
15 OVERALL PERFORMANCE 1 2 3 4 (_EJ

F

[

[

" Jocpdeesh |
Date: 23 - — 2027 Signature of the Student |
4 Page No 8
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Evaluation by the Supervisor of the Intern Organization

Student Name: M. Jaggdf_ﬁh Registration No: QE(__E 208 5Q&ilcln?= |

Term of Internship: Fn:-m 13-03-2023 To: 24-06-2023

Date of Evaluation: Q3% -0F ~203¢

Organization Name & Address: SRl VENKATESWARA MARKETING SERVICES ,

Name & Address of the Supervisor
with Mobile Number

Please rate the student's performance in the following arcas:

Please note that your evaluation shall be done independent of the Student’s self-

evaluation

Rating Scale: 1is lowestand 5 is highest rank

1 Oral communication 1 . 3 4 @
2 Written communication 1 2 3 @ 5
3 Proactiveness 1 2 3 4 @
4 Interaction ability with community 1 2 3 4 @
5  Positive Attitude 1 2 3 4 5
] Self-confidence 1 Z 3 4 @ '
7  Ability to learn 1 2 {3 4 5 |
g Wark Plan and organization 1 Z 3 4 @
9 Professionalism 1 2 3 4
10  Creativity 1 2 3 4 g .
11 Quality of work done 1 2 3 4 (_5) ‘
12 Time Management 1 2 3 4 g
| 13  Understanding the Community 1 2 3 4 @
14  Achievement of Desired Outcomes 1 2 3 @) s |
15 OVERALL PERFORMANCE 1 2 3 4 @

Signature of the Supervisor

| gncergre  ™EWS83
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Internal & External Evaluation for Semester Internship

Objectives:

Explore career alternatives prior to graduation,

To assess interests and abilities in the field of study.

To develop communication, interpersonal and other critical skills in the
future job.

To acquire additional skills reguired for the world of work.

To acguire employment contacts leading directly to a "l-time job
followinggraduation from college.

Assessment Model:

There shall be both internal evaluation and external evaluation
The Faculty Guide assigned is in-charge of the learning activities of the

students and for the comprehensive and continuous assessment of the
studenls.

The assessment is to be conducted for 200 marks. Internal Evaluation for 50
marks and External Evaluation for 150 marks

The number of credits assigned is 12. Later the marks shall be converted into
grades and grade points to include finally in the 5GPA and CGPA.

The weightings for Internal Evaluation shall be:

Activity Log 10 marks

Internship Evaluation 30 marks
Oral Presentation 10 marks
The weightings for External Evaluation shall be:
Internship Evaluation 100 marks

Viva-Voce 50 marks

The External Evaluation shall be conducted by an Evaluation Committee
comprising of the Principal, Faculty Guide, Internal Expert and External
Expert nominated by the affiliating University. The Evaluation Committes
shall also consider the grading given by the Supervisor of the Intern
Organization.

Activity Log is the record of the day-to-day activities. The Activity Log is
assessed on an individual basis, thus allowing for individual
withingroups to be assessed this way. The assessment will
consideration

members
take into
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INTHRNAL ASSESSMENT STATEMENT

Nawwe OF the Student; .,.I'.f I S "-.,-HE.I eh

Programe of Study: & g { e
Year of Study: 202y - Ragv
Groups L Bse [R2e]

Register No/l1,7, No: LDy LA AT
Ham:mt’th.ttl:'ullq.!,r.- Ly~ [;1 i -:-l“dﬂ;m# q ﬂw'f. ctt'JlﬂfE Cﬂ“tﬂr

Unlvessly: g 3 Y *h-hun e e a- £i
SWNo | Evaluation Criterion Maxienum | Marks |
) Aarks Awsrnded
3 Activity Log : i
o Interieship Bvalwation | M)
o Oral Prosentation 1M
GRAND TOTAL W 50
) RS
i e LECTURER 1M ([ [dd‘u(:\:" ( fll'f# f:‘“
Dat: @7 o'~ ~A02 3 STSHGMb e R g Guide

H-'-":'I-l e B E“‘J 1
ol Satlipa Sal {Dist),

PPage Mo



EXTERNAL ASSESSMENT STATEMENT

Name OF the Student: <\
programe of Study:

"’]acdaclcriﬁ')

Year of Study: 99— 2093
ﬁ}nalp: fE;, 5€ E Fot
Register NofH.T. No:  Sp 42005049632

Mame of the College: =T cpnd Q)¢
University: S. e Ul‘;ﬁutﬂ‘,s',.l,d ﬂ

o Ilecﬂf_

SiNo  |Evaluation Criterion aximum Marks
Morks . Awarded
1. Internship Evaluation B0
For the grading giving by the ) .
2. Supervisor ofthe Intern Organization |20 |
3. Viva-Voce 50
TOTAL : 150 :
GRAN D TOTAL (EXT. 50 M + INT, 100M) 200

Signature of the Faculty Gmdu

Signature of the Internal Expert

L OSRk—

TS Govt.DEGRER C"‘ LLl.CE
ATIRE - 515 581
=l Sethya Sel (Dist)

Y Ssignature of the External Expert

..-fémﬂ“q‘“" L

Ekgnarmf_, n:ﬁﬂﬁﬁﬂ|mgal wﬂ:h Seal

ET8H Govi DEGREE COLLEGE
FRADIR - 515 590
Srl Sathya Sal (Dist),
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An Internship Report on
Semcultee _activibGes

{Title of the Short-Term ¢ Semester Iniernship Program)
Sibwritted in aecordanee with the requivenient for the degree of

Cemect & ;IZW{ZE:E'::'LSLF:&
Uinder the Faculty Guideship of
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STUDENT'S DECLARATION

Student’s Declaration
u_ﬂ-_S&ELﬂ;_ﬂ__ﬂa[ﬁ'ﬂu ot ol T BB (L2 progrs, Wi o
ﬂwﬁﬁm Department of @'Eﬂfﬂﬁ’?mum do herchy dechare that 1 Bave

completed the mandainry inemehip Trom Ellré'fr-ﬂzrm 3({‘ {araﬂ E:EE&PWHFFJ&L?M m@&é&iﬁdh

(Mo of fhe intera cepanization) under the Focully Guideship ot Sertipsbing o
of the  Fecdty  OGuide),  Depanmem  of CpaiCulb e

ST W by Deeclelifaadix;

A i (lowslarn

{Sigmature amd Dite)
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OFFICIAL CERTIFICATION

Official Certification

This s ta certify thar b S 5 EJ!-.C'I Mﬂﬂﬂ Name of the sieden) K Ta
Reg: No.a0ley00 WL@%&MIEIM histher Intermship in Sﬂdkhiﬁﬂf%?{ sl
Pl Ttern eganization) an Eﬂ:‘l:i“—"‘w M{T u Ff}lrnc'a'gq.fr.ﬁs fatgrihiph under my

smpervision as o pant of partisl Fulfilment of the requirement for the Depree of

in the Deparment of _ @D BN piame of the
cattege). 5 12 5.0 Gove - D%jﬁl’f Gﬂf%ﬂ; kadi i -

This |5 2ecepted for evaluaton

Endorsements

oy =

Hewd af the Depariment

- "'ﬁ«:{ L
Mm{;;;"/f’f.

BTSN Govt DEGREE CoLLEGE
KADIR! - 515 589
&rl Sathya Sal (Dist),

(¥ Scanned with OKEN Scanner



Anpexure-yi

C CATE FR ERN QORGANIZATIO

Certificate from Intern Organization

This s to certify that_£]* S Chandana  wame n:rﬁrri;m-wﬂ Rag.
Mo 010 Dookb Bld0] o S5 GavE mﬁg?{; nﬁg_ allege) -
underwent intemship i | KOS S@ed "”‘r’:"-’gw B

Organization) from 8~ (& ~A0lys B~ F <03

The gverall performance of the intern during hishes inemship & found to be

‘ ETR
M{Sﬂh&ﬂmﬂ Not Satisfactory | Goad),
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PROGRAM BOOK FOR

(SHORT-TERM / SEMESTER-TERM) INTERNSHIP

COLLEGE LOGO

Name of the Student: K_ 2 M

Name of the College: ST, 5, G’W/t £ C‘{[T
a r

Registration Number: 920 4 200 5_% Jooo 5—

Period of Internship: ’—-01{-—0?6 From: To: '._ 7-93

f

'l
Name & Address of the Intern Organization 5”\1 Ly» L L o
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INTERNSHIP REPORT FRONT PAGE

An Internship Report on

MemicAL TECHPNS T HOSPT”]"jq}leAmH);

(Title of the Short-Term / Semester Internship Program)
Submitted in accordance with the requirement for the degree of

S Bré__B;_S_C CL'IDMT

Under the Faculty Guideship of

|

(Nume of the Faculny Guide)
?epfu‘rmem of ,

e o LR TR W v’f{ L}!ﬁ’{mn
l‘ (Name of the Co!legeﬂ&

S$T.¢w @i‘“‘t g_‘é?.ut C"&‘f‘

Submitted by:

K . Awiaclla

(Name of the Student)

Reg.No: 2013200 5S4 30005

_ /
Deparment of _pasamedical = S.T50) Goul
J .
(Name of the College) J‘ﬂm Cm/[?&: }\cuL.u
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Annexure-IV

STUDENT’S DECLARATION

Student’s Declaration

I, _&_;M a student of Tﬁfd BSC (PI"‘\T\ Program, Reg. No.

10#}10051*}009\5'01‘ the Department of:,mm,_i:‘a'!, College do herecby declare that | have

completed the mandatory internship from @ l=vy-9pa3t0 1-F - 9p2 3 in SIMS Hﬁéf‘}-\ﬂ

(Name of the intern organization) under the Faculty Guideship of ____C;dwuﬁ (Name

the Faculty Guide), Department of fi}a ame J;'; 0 J ,
STSA Glour Qeam_e ( A!g?g (Name of the College)

K'M 215k

(Signature and Date)
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Annexure-VI

CERTIFICATE FROM INTERN ORGANIZATION

Certificate from Intern Organization

This 1s e certify that | _K. LM . (Name of the intern) Reg.

No 3_5*_1005‘,*2}13005‘__“ of $.T-&nl ) (Name of the College)

underwent  internship  in .S-I—M.—S-".HﬁP—'Elidl_— (Name of the Intern

Organization) from g _l"_'_ﬂ_l-l_':'l_lﬁ___s____ to _0_1:9_}:3,015_

The overall performance of the intern during his/her internship is found to be

gQ:h . ~ (Satisfactory/ Not Satisfactory / Good).

Authorized Signafory with Date and Seal
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INTERNESHIP PART

Present virtual internship is aimed at learning the Tally Prime in online mode. The

responsibility of the mentee is to follow and practice the tally prime subject that is provided in

video links. The program is scheduled for 45 days. The Institute provides the video links for

31 days and the remaining days are allotted for practicing sessions and for doubt clarifications.

The weekly tasks and its learning outcomes are as below;

ACTIVITY LOG FOR THE FIRST WEEK

3. Status of the

Organizations.

Based on establishment status of
the business organization the following
types of businesses are there

a. Sole Proprietorship

b. Hindu Undivided Families

c. Partnership

&~

Co-operative Societies

e. Joint Stock Companies etc.,

Brief description of the Person In-
i ipti
Day & Date . p. .. Learning Outcome Charge
daily activities .
Signature
There are three types of
1. Types of Accounts Accountants namely,
a) Financial Accountant
b) Cost Accountant
¢) Management
Accountant.
] Based on the type of business
2. Types of Business ] )
o Trading Account and Non-Trading
Organizations. i
Day-1 Account is to be prepared.
Wednesday




Day-2
Thursday

1. Differences between
Academic &

Business Accounts.

There are many differences
between Academic and Business
Accounts. For example we learn only
journal, day book, ledger, subsidiary
books, trail balance and financial
statements likewise. But, when it
comes to real time business process we
have to deal with vouchers, statements,
invoices and the like. Hence, there is a
difference between the accounts
learned about the accounts

academically and in terms of business.

2. Types of

Accountants.

There are three types of accounts
academically. Wherein Tally Prime, we
have four types of accounts namely;

a. Personal Account

b. Real Account

c. Nominal Account and

d. Valuation Account
“Increase or decrease of any Asset or
Liability value will be recorded in the

valuation account”.

3. Classification of
Incomes, Gains,
Liabilities &
Expenses, Losses

and Assets.

Classification of incomes, gains,
liabilities & expenses, losses and
assets.

a. Expenses > Office
insurance, Office rent,
travelling expenses.

b. Loses >Depreciation on
plant and machinery, loss

on sale of furniture.




c. Income - Commission
received, sales, cash
discount received.

d. Gains > Profit on sale of
motor car, appreciation of
land.

e. Liabilities - Capital,
payable expenses, pre —
received income.

f.  Assets > Cash, Bank,

Furniture.

1. Manual
accounting

process.

A manual accounting system is a
bookkeeping system for recording
business activity transaction. But it
come real time business process we
have to deal with day vouchers,
subsidiary day books, ledger, trail

balance and final accounts likewise.

2. Computerized

A computerized accounting system

accounting is a software application that automates
Day-3 process. financial records and reporting
Saturday processes to make them faster, more
accurate, and easier to manage.
Computerized Accounting is software
3. Differences based operations done by specific
between manual | account software which has an
and computerized | automatic framework. Manual
accounting accounting is the procedure where the
process. financial accounts are recorded
manually using physical registers,
ledgers and subsidiary books.
Day-4 1. Introduction to Tally | TALLY- Transaction Allowed In A
Sunday Prime. Linear Line Yards.




About Company:
a. 1986 Established Tally
Company.
b. Company’s First Name Was
PEUTRONICS PVT LTD.
c. In 1999 Company Name
Was Changed To Tally
Solution PVT LTD.
d. Tally’s Previous Product Is
Tally ERP9.
e. Tally’s Recent Product Is
Tally Prime.
Versions ,Releases& Models In
Tally Prime
Versions
e Tally 3.0
e Tally4.5
e Tally 5.0
e Tally5.4
e Tally6.3
e Tally7.2
e Tally8.1
e Tally 9
e Tally ERP9
Now Tally Prime
Tally Prime Releases
e Releases 1.1.3
e Releases 1.1.4
Models
e Tally silver ( single user)

e Tally gold (Multi user).




2. System requirements
to install Tally

Prime.

1. The following are the required
configurations for Tally Prime.
That are

a. Processor — 1.8 GHz 64-bit
(X64) Architecture Processor;
Core2Duo, Dual Core, Core 13,
Core 15, Core i7 equivalent or
above

b. RAM -4 GB or More

c. Hard Disk — 150 MB free
space to install the application

d. Monitor Resolution — 1366 X
768

e. Operating system — 64-bit
editions of Microsoft Windows
7, Windows Server 2008 R2 or

above.

3. Licensed &
Educational version
differences in Tally

Prime.

About Difference between
Licensed & Educational version of
Tally Prime.

To continue education mode just
for practice and learning. Incase real
time business version we should go to
licensed version.

To identify the version if it is
Educational or Business version it is
displayed in top of the left side corner
of as EDU for the education version. If
it is the business version it displays as

Silver or Gold at the above side place.




Day-5

1. Tally Prime
download and

installation.

About download and installation
of Tally prime.
First > WWW.Tally solutions.
Com=>go Download = Tally Prime =
Download.
Install application
Application : Tally Prime
Releases :1.0
Application path: C:\Program files\
Tally Prime - Install.

2. How to get support

from Tally Prime.

About support from Tally Prime
First = Click Help - Tally Help

This is show all documents
i.e. Accounting , Inventory, Sales
Process, Purchases Process all have a
process to do.

Another way to Tally support go
to Tally solution
It’s Help to licensed users = Go To
Support and asks your query and get

Information.

3. How to renew prime
license in Tally

Prime.

Renewing Process of the Tally
Prime License is as follows.
First click Help—> Tally Help =
Settings = License = manage
Account.

After open customer portal than
click expires date = new and proceed

to payment to renew.




Day-6

1. How to update
Tally Prime

Releases.

About updating Tally Prime New
Releases as follow
First click Help—> Upgrade = New
Release = Update application to show
product update and click update.

2. How to open
Tally Prime
From Different

Drives.

About Open Tally Prime Form
Different Drives.
First Tally Opening Way = Go To
Search Type Tally Prime And Open
Tally Prime.

Another way to open Tally Prime

click This PC = C program files =
Tally prime and open Tally.

3. Parts of Tally
Screen in Tally

Prime.

About Parts of Tally screen.

First open Tally Prime Screen Top
left side Tally Prime Click = product
info , Right side Top Horizontal button
bar, Right side last vertical button bar
its come to based on screen, center
place is work area and to calculate
anything to click Ctrl + N comes

calculator.




WEEKLY REPORT
WEEK -1 (From 21.09.2022 to 27.09.2022)
Objective of the Activity Done:

In this weekly learning topics related to day-1, I have learned about the types of
accounts, types of business organizations and the status of establishment of the
organizations. After that, on day-2 I have learned about differences between Academic &

Business accounts, types of accounts, rules and classifications types.

After that, on day-3 I have learned about manual accounting process, computerized
accounting and differences between manual and computerized accounting. After that, on day-
4 T have learnt about, meaning of Tally, versions, mode and releases. After that, on day-5 I
have learnt about Tally prime download & installation, getting support to Tally Company and
Tally of prime license. After that, on day-6 I have learnt about updating process of Tally
prime releases, Tally opening from different drives like C, E, F and Tally prime screen parts

names like product info, work area and calculator.



ACTIVITY LOG FOR THE SECOND WEEK

Day& Date | Brief Description Person
Learning outcome n
charge
Signatur
e
About creating Tally company.
1. How to create a | First step > Open Tally Prime >
company in
Tally Prime. press Alt+ K or Tally Screen Top
28.10.2023 side click
- Company - Create. Give
Wednesday o
day-1 Information is as follows: Company

data path, Company name, Mailing
name, Address,State, Country, Pin
code, Mobile No, E-Mail, Financial
year beginning from, Books
beginning from and security to
secure your company. Press Enter

and Accept to create company.




2. Open/close a
company in

Tallyprime.

About Tally Company Open &
closing as follows: open company:
Tally Screen left side Top click =
Company —>select or Alt + F3 -
select from drive = Drive =
Company.

Company close: It display as
company at the above side place

- Shut + F3 >

company closed.

10




3. How to Alter /
Delete a
companyin Tally

prime.

About Company Altering as given
Below: Company Alteration: First
Open Company —> Click

Company

= Alter & Click your company
and alter information.Delete
Company: Click Company = Alter
= Click your company = Alt+ D
= press Enter and Accept to Delete.

30.09.2023

Friday day-2

1. How to add more
address to our

company.

About Adding more address to
company: First Create Company =
F11 Features = Enable Multiple
address > Click Y or yes - Add

multipleaddress.

2. Fll-fetatures,
F12-
configurations

inTally prime.

About F11- Features and F12-
Configurations.

Generally company created come
F11- Features to activatesome
feature for business.

Click F12 — Configurations for

add more details.

11




_ About Tally Vault: There are 2types of
1. Tally vault in
) passwords.
Tally prime.
First Tally Vault Company creating
time we can set password as follows:
Companycreating = Tally Vault
password = press yes and put
password. Changing password for go
to Alter-> press Alt + K

01.10.2023 = Security = Enter old password

- New password, Confirm
Saturday
day-3 password and accept

yes.

About Security Control: This is

also related to password. Create
2. Security
Company ->Control user access to
Cont
Company data Click Yes = User
rolin Tally
) name, Password, confirm password.
Prime.

About Masters: Masters are the
containers of the Accounting data
1. What is Masters | are the heads,which will be set once
inTally Prime? | and used in many places such as
accounting voucher Creation, Reports
Generation etc. Data stored in
Masters is independent. There are

three types of Masters.

a. Accounting Masters

07.10.2023 b. Inventory Masters

Friday day-4
c. Statutory Master

12




2. How to Create
Accounts in Tally

Prime.

3.  View/Alter/Delete
Accounts in Tally

Prime.

About creating Accounts in
Tally Company as follows:
First open Tally company =
Gateway of Tally - Create =
ledger - Name, under group,
mailing name or Go to 2>
Create Master - Ledger 2>
Name, under group, Mailing

name—> Press enter and accept.

About Accounts view/
Alter/ Deleting as follows:
View: Charts of Account =
ledgers = Accounts. Altering:
Gateway of Tally = Alter >
Ledger = click which account
you alter and accept yes. Or Go
to = Alter Master > Ledger
- Alter.

Deleting: Alter = Ledger =
open Ledger = press Alt + D

and accept.

13




4. How to Assign
Opening Balance
to Ledger

Accounts.

About assigning opening
balance as follows: First open
Tally Company = Gateway of
Tally = Alter > Ledger 2>
Open Ledger account and give

Opening balance.

5. How to Assign 2
different names to

one Ledger.

About Assigning 2
different names in one ledger
as follows: First open
Company > Gateway of Tally
- Create = Ledger - Name,
under, Mailing name give

another name and accept yes.

6. Contact details
multiple addresses

to ledger.

About giving contact details
and multiple address as
follows: First Open
Company-> click 12
Configuration = Activate
Contact details and multiple
address and give multiple

address to one ledger.

14




7. Create /Alter
Multi Ledger in

onec screen.

About Creating and Altering
Multi ledgers as follows:
Create: First open Company >
Gateway of Tally = chart of
accounts = Ledger = Multi
Masters - multi Create >
name of ledgers and under
groups.

Alter: Gateway of Tally =
Chart of accounts = Ledger =
Multi Masters = Multi Alter.

08.10.2023

Saturday
day-5

1. Ledger groups in
Tally Prime.

About Ledger Groups in
Tally prime:
Tally Prime provides you with
28 pre — defined groups. There
are Classified into 2 types.
a. 15 are Primary Groups.

There are also classified into 2

types.

e O Primary groups
appear in balance sheet.

e 6 primary groups
appear in profit & loss
account

b. 13 are secondary
Groups.

e 13 sub groups appear in

balance sheet.

15




2. How to create
Ledger Groups in
Tally Prime.

About Creating Ledger
groups as follows: First open
company —> create > Ledger
- Groups = name, under >

accept yes.

3. View/Alter/Delete
ledger groups in

Tally Prime.

About created ledger
groups View/ Alter/ Delete as
follows: View: Open Company
- Gateway of Tally = Charts
of accounts = Groups.

Alter: Gateway of Tally =
Alter = Groups = Alter
group.

Delete: Gateway of Tally 2>
First delete ledger > Alter >
Group = Alt + D press yes.

4. Create/Alter Multi
groups in one

screen.

About Multi Group
creating & Altering as follows:
Create: Gateway of Tally 2>
Chart of accounts = Groups
- multi masters > Multi
create = Name, under 2
accept yes.

Altering: Gateway of Tally -
chart of accounts = Groups 2>
Multi Masters = Multi Alter
-> accept yes.

16




10.10.2023

Monday
day-6

1. How to create
stock groups in

Tally Prime.

About Creating stock groups
as follows: First open
Company > Create = Stock
Groups = Name, under. After
that Create stock items as
follows: Create > Stock items
- Name, under, units 2>

accept yes.

2. View/Alter/Delete
stock Groups in

Tally Prime.

About Stock Groups View/
Alter/Delete as follow: View:
Gateway of Tally = Display
more Reports = Inventory
books > Stock groups
summary and view.

Alter: Gateway of Tally =
Alter = stock group > Alter
group = Name accept yes.
Delete: Gateway of Tally =
Alter - stock group = open
group > Alt + D accept yes.

3. How to create
stock categories in

Tally Prime.

About Stock Categories
Creating as follows: Open
Company > Gateway of Tally
- Create = Stock Categories
- Name, under = Accept yes.
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4.

View/Alter/Delete
Stock  Categories
in Tally Prime.

About Stock Categories
View/Alter/Delete:
View: Open company —>
Gateway of Tally = Display
more reports = Inventory
books = Stock Categories
Summary.
Alter: Gateway of Tally =
Alter = Stock Categories =
Alter Categories = Accept
yes.
Delete: Gateway of Tally =
Alter = Stock Category = Alt
+ D Accept yes.
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WEEKLY REPORT
WEEK -2 (From 28.09.2022 to 10.10.2022)
Objective of the Activity Done:

In this weekly learning topic, on day-7 I have learned about creating Company, Company
open and shut to use short cut keys and company Alter & Deleting process. After that, on day-
8 I have learnt about adding multiple addresses to one company and tally prime F-11 features
&F-12 configurations. After that, on day-9 I have learnt about to put password for company

information saving and security control in tally prime.

After that, on day-10 I have learnt about Masters Creating, Creating ledger accounts,
created ledger A/c view alter& deleting process, assigning opening Balance in ledgers, adding
2 different names in one ledger, giving contact details to multiple address and creating multi
ledgers & altering information in one screen. After that, on day -111 have learned about ledger
groups and its classifications, create/Alter/Delete ledger groups and Creating/Alter Multi

Groups, in one screen.

After that, on-day-12 I have learnt about stock groups creating, view/alter & deleting
stocks groups and creating various types of categories and stock categories view later/alter &

delete.

19



ACTIVITY LOG FOR THE THIRD WEEK

Day & Date

Brief Description of the
Daily Activities

Learning Outcomes

Person In
charge
signature

Day-1

1. How to create
stock go down in

Tally Prime.

Creation of Stock Go down
Go to Gateway of Tally =
Create = Inventory
Masters=>Go down

Go down Creation
Name—> Go
down->Under->primary
Now using of go downs.
Inventory masters—=> stock
item creation.

Name = oppo 2020

Under = oppo
Category—>4gb

Units=>pcs

Godown Quantity Rate
Amount

Godown-

1> 10pcs—=>50,000pcs-50,000.

2. View\Alter\Delet
e Stock Go downs
in Tally Prime Go

downs.

Create—> Inventory
master—=>Godown->Modify.
Another

way—>Alter-> godown.

Three go downs are there, we
can select which one we want
to modify
i.e.2>Godown2->we change it
as Area- 2 also, this is all
about alteration. Now delete
process—>open Gateway of

tally=> Inventory
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master->now select the go

down—> press Alt + D.

3. Create\Alter\Dele
te stock UQC.

We see the UQC->Unique
quantity code. In any trading
business which products are
selling how to measure it is
very important.

Go to Gateway of
tally=>create—>inventory
master->unit.

Unit creation
Type->simple

Symbol->doz

Formal name—>dozen
UQC~>doz-dozens
Stock item creation
Name->Mango fruits
Under—>primary
Category—>Not applicable
Units—>kgs

To view the report

Chat of accounts—>inventory

master->units.
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4. Multi and flexi

unit measure.

Company creation
Company name—>  ABC

Enterprises

Mailing name—>ABC
Enterprises

Address—> Visakhapatnam
State=> Anadhrapradesh
Country->India

Pin code—>5030026
Mobile=>5236419875
Ledger creation
Create—>accounting
master—>ledger
Name->customer-1
Under->sundry debtors
Units creation
Type->simple
Symbol>CTN

Formal name-> cartons
Uqc>CTN-CARTONS
Multi units
Create—>item—>unit
creation—>
Type=>compound

First unit conversion
second unit

CTN of 10 Bags.

Day-2

1. How to create
stock item in

Tally Prime.

Stock items are related to
traders.

Stock item creation
Master—> create—> inventory
master—>

Name—>Samsung 4’ ’CTV
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Under->Samsung—use Alt+c
to create it.

Category—> Android
Units=>Nos

Go down - Area-
1->Quantity—> 10Nos
Rate=>50,000>Per>Nos> A
mount—> 50,000

2. Entering opening

balance to stock

First create items
Create—>inventory
masters—>stock item.
Name->Lenovo laptop
Under-> Lenovo
Category—>1 3-7" Generation.

items. Units—=>pcs

Opening balance ;
Quantity=>10pcs=>  Rate—>
50,000>Per—->pcs
Amount—>60,000
In any business organization
who deals with related that
stock, goods, inventory and
stock item. We can see it how
to use it .

3 Stock Create—>inventory

management in

Tally Prime.

masters—>stock group.
Name—>Dell
Under—>primary

Place it any one go down.
Name—>Room -1
Under—>primary

Unit creation
Type—>simple
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Formal name—>Numbers

UQC->Nos-number

Day-3

1. Accounts with
inventory in Tally

Prime.

Accounts masters and
inventory masters created
after that, which inventory
was we are using it
automatically the stock ledger
information will transferred to
financial statements are not, if
we want to transfer it. What to
do without inventory. Let’s
see.
F11->features=>inventory—>

maintain inventory->yes.

2. Multi stock items
creation in Tally

Prime.

At a same time how to create
stock items, view, alter, delete.
We see all of them.
Open—>Gateway of
tally->chat of
accounts—>stock
item—>masters—>multi create.
Name of item—>Oppo

2020-> Group—>oppo

Unit=>pcs—=>Quantity>20>R
ate>200->

Amount—>20,000.

Chat of
accounts—>items—>Multicreat
e—>multi alter. There is no
chance in multi master to
delete an item delete in only

single item.

24




To view—>Gate way of
tally->chat of

accounts—>stock items.

3. Multiple Price
levels in Tally

Prime.

Related to stock inventory
how to mention the price
levels to them. In any
business they don’t sell in
fixed rate. If wholesalers sell
to retailers and consumers. At
the same time they sell to
retailers they fix price for
cash one rate and it is credit
there is another price.
Company creation
Create—>ledger creation
Name->customer-1
Under->sundry debtor
Create—>inventory—>price
level

1.Retailers credit

2.Retailers cash

Stock creation
Name->Good day biscuits
Under—>primary

Price level 2> stock group
name—>All items

Price level> Retailers credit
Applicable from

Particular 2 Good day
biscuits

Rate=> 100> per—>pct—=>Amo
unt—->200pct
Discount=>10% 12%.
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Day-4

1. Type of vouchers
in Tally.

There are 4 types of vouchers
in tally prime.
1._Accounting
vouchers\Transactions.

i) Contra

ii) Payment

iii) Receipt

iv) Journal
2.Accounting and Inventory
vouchers

i) Purchase order

il) Sales order

iii) Debit note

iv) Credit note
3.Inventory vouchers

i) Receipt note

ii) Delivery note

iii) Stock journal

iv) Physical stock

v) Rejection in

vi) Rejection out
4.Non accounting and Non
inventory vouchers

i) Purchase order

ii) Sales order

iii) Memorandum
voucher

iv) Post-dated voucher

v) Optional voucher

vi) Purchase quotation
and sales

quotation.
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2. New voucher

creation in Tally.

Youcher creation
Open—>Gateway of

tally—> create>voucher
Name—>Bank payment

Type of voucher=>payment
Abbreviation>BP

Method of voucher>Manual
Narration>Yes.

3. Bank deposits and

withdrawls.

Gateway of
tally->create—>ledger
Name->Corporation bank
account

Under->Bank account

Next;

Change voucher
mode—>single are double
entry

Voucher->contra

To cash account

By corporation bank account

Transaction type=>cheque

4. How to enter

receipts.

Go to>Gateway of
tally-> Create vouchers—>
Receipt.

By cash account

To commission account.

Day-5

1. How to enter
payment in Tally

Prime.

For all bank and cash payment.
To enter into payment
voucher.

Open—>Gateway of
tally->transactions—>vouchers
- payment

13t line-Dr line
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2" line-Cr line
Example;
By salaries account

To cash account.

2. How to enter
adjustments in

Tally Prime.

For all payables, receivables
and adjustments.

To enter into journal voucher
Go to>Gateway of
tally=>accounting
voucher—>journal

1% line-Dr line

27 Jine-Dr line
Name—>depreciation—=> Under
—indirect expenses

Name-> furniture=> Under—>fi

xed asset.

3. How to enter
service tax
invoice in Tally

Prime.

Company creation

Company name-> Institute for
accountants

Address—> Visakhapatnam
State> Andhra Pradesh
Country—>India

Pin code>5300236

Ledger creation
Name->Krishna college
Under->sundry debtors
Maintain balance bill by
bill>Yes

Tax registration details

Pan It no>37duppm66inlzu
Registration type=>Un
Registered

Party name—>Krishna college
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Particulars
Amount
Training service
10,000.00
CGST

900.00

SGST

900.00

4. How to enter

goods tax invoice.

Any trader wholesaler,
Dealer, Distributors and
retailers are any one they all
buy the good only for they
again sell the good to
customers and consumers.
Company creation-ledger
creation-item creation.
voucher creation

Sales;

Party name->balajimamidi
Sales ledger—> b2csmall
Name of item—>
Oppof19prol2gbsilver
Quantity=> Ipcs=>Rate>21
Per->pcs=> Amount—=>2100.
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Day-6

1. How to enter

debit note.

For all bank and cash
payments.
Now creating the payment in
voucher

Create—> vouchers=>payment
—>change mode—>double
entry.

By salaries account

To cash account

If we want to view the reports
what we created.

Display more
reports—>accounts books
Payment registers.

Bank payment;

Dr Office expenses

Cr ICICI bank.

2. How to enter

credit note.

It is related to supplier
balance, if we want to
increase its credit will be
raised. At the same time if we
want to decrease it debit will
be raised.

Creation of credit note
Display more
reports—>accounts
books—=>ledger->vouchers—>a
ctivate credit note.

Name-> sales returns—>

Under—> sales account.

3. How to enter bill
of supply in
Tally Prime.

How the regular dealer will

issue the bill and the
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composite dealer will issue
the bill let see.

company creation
Name-> Sri Devi Agencies
Address—> Bangalore
State> Andhra Pradesh
Country-> India

Pin code=> 530030

Next ;

F11=Enable goods and
service tax(GST) = YES
Registration type—> Regular
Gstnun—> 37akmom?2t2glzl
Ledger creation

Name—> Balaji mamidi
Under-> sundry debtors
Registration type—> consumer
GSTIN->37dumpum 66nlzu

4. How to enter
purchase in Tally

Prime.

1.Company creation
2.Ledger creation

Next :GST Registration
details

State = Andhra Pradesh

GST applicable from—> 1-Apr-
21
GSTIN\UIN->37AKMPM97
27GLZL

Periodicity > Monthly
Create—>ledger
Name—>purchase accounts
Under—>purchase accounts
Item creation—=>voucher

creation
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Purchase entry;

Supplier invoice—> 134

Party name->oppo India pvt
Itd

Purchase ledger->purchase-
interstate B-B

Name of item=>oppo of 19 pro
silver puls
Quantity—>50pcs—=>Rate=> 150
00->Per->15000

Amount 75000

YView the report

Chat of accounts=>accounts

books—>purchase register.

32




WEEKLY REPORT

WEEK-3 (From 12.10.2023 to 17.10.2023)
Objective of the Activity Done:

In this weekly learning topics related to day-1 I have learned about the creating
stock Godown, View, Alter, Delete stock Godown, Create stock UQC and multi and flexi units’
measure. After that, on day-2 I have learnt about creating stock item, entering opening balance

to stock items Stock management in Tally.

After that, on day-3 I have learned about accounting with Inventory, multi stock items
and multiple price levels in tally. After that, Day-4 I have learnt about Types of vouchers,

new voucher creation, bank deposits and withdrawals and how to enter receipts.

After that, Day-5 I have learnt about how to enter payments, how to enter adjustments,
how to enter service tax invoice and how to enter goods tax invoice. After that day-6 I have
learnt about how to enter Debit Note, Credit Note in Tally, how to enter bill of supply and how

to enter purchase in Tally prime.
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ACTIVITY LOG FOR THE FOURTH WEEK

Day Brief Description Of the Learning Outcomes Person IN-
& Daily activity Charge
Date Signature

1. Multi currencies in About creating multi
Tally prime. currency: First open company,—>
create = currency—> create new
—>symbol, formal name.
it is help to do business with
Dayl anyone.

2. Budgets in Tally
prime.

About Budgets: First open
company —>create—>show more
—>name, under group, period of

budget, amount—>accept.

3. BRS in Tally prime.

About Bank reconciliation
statement
The bank reconciliation screen
can also accessed from gateway
of tally>display more reports>
accounts books > cash / bank
book(s)> select bank ledger>
select a month> press ALT+R
[Reconcile]. By default, the
period range from date specified
in the effective date for
reconciliation in the bank.
Ledger master till the date of last
entry.
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Day2

The bank date as be to be
provided based on the
instrument date and note on

voucher date.

4. Cost centers & cost
categories in Tally

prime.

About Cost enter & cost
categories:
Create cost centers : Name under
accept (yes) first click—>gateway
of tally=>create=> Lost
centers—> Enter. Another
way—>go to—>create
master->cost centers = enter
Y —->name, under accept (yes)
Create cost category : first
click>gateway of tally—>
create—>type are select accept
cost category—>press
enter->name, allocate revenue
items, non, revenue another
way—> go to—> create master—>
type or select cost category—>
Enter-> name , allocate revenue
items, allocate non- revenue

items.

Day3

1. Split company in

Tally prime.

About company splitting:
First open company,—> create =
spilt=> company date—> continue
to spilt company date (yes) =
spilt data.

2. Group Company in
Tally prime.

About company groups : First
open A-company —> create—>
click alter-> cash—> and - B-

company create=> click alter=>
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cash-> and - C-company create

- click alter many companies.

3. Continuing new
financial year in

Tally prime.

About Continuing new
financial year: First open
company-> create alter >

change period—> correct data.

Day4

1. Interest calculation

in Tally prime.

About Calculating
Interest: First open
company,->create—>vouchers
sales—>sales taxable=>OPPO
Fla pro silver plus—>
CGST->SGST->create>ledger
- A-customer = company =
mention inventory(yes) =
activate interest calculation(yes)
-> inter parameters.(yes) = rate
12% => per 365 day year =
display more reports = account
books = ledgers .A-customer =
statements of A/C => interest
receivable = interest(yes) =2
vouchers = F5: debit note =
vouchers type = interest =
vouchers date => list of interest

bills.
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2. Bill wise details in

Tally prime.

About Bill wise details
Vouchers = ledger Alteration
- GST classification =
[CGST],[SGST] stock .item >
bill-wise details = parts details
company feature = voucher
configuration > gateway of
tally—>ledger from
vouchers=>bill-wise details=>
Bank allocations—>select
ledge—>ledger
vouchers—>change voucher type
—party details>GST
classification details
- Stock item
allocations—>stationary details—>
bank allocations—> gate way of
tally->select ledger->ledger

voucher.

3. How to send Tally
data to Auditor.

About sending Data to
auditor: How to send tally data
to auditor.

Create=>Y data-> backup
company => specify file
path—>restore companies—>
stock company->select

company.
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Day5

1. GST ledgers service
Business tally prime.

About GST ledgers
service : Company name —=>
institute for
accountants—>regular>registrati
on type = regular = create =
ledger & name—>tally training
services—>last of groups—>sales
accounts—>under sales accounts
statutory details = is GST
applicable = applicable =
set/alter GST details (yes) TLSN
/ SAC details = deception >

Tally training services.

2.GST stock item
Creation.

F 11 > gate way of
tally-=>create—>stock category
name—>computer
peripherals—>should quantities
of items be added
(yes)—>set/alter GST details
(yes) list of stock
categories—>name: Samsung
11aE guru plus list of
categories>under:
mobiles—>smart
phone—>category: smart
phone-> statutory details=> GST
applicable: = set/alter GST
details (yes) F 11 = GST details
for stock=>TLSN/SAC details>

description: Eb-x05.
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3.ITC on assets &
Expenses.

Gate way of tally>alter>list of
ledgers name: M/S lot
mobiles>mailing details—=>list
of ledgers>M/S lot mobiles
—>name: mobile phone list of
groups—>under—>fixed
assets>more details>receipt
details—>create display more
reports—>day book—> gate way of
tally = Vouchers =
Applicability.

4.GST tax invoice
Creation.

F11->gate way of tally
—>vouchers—>alter = list of
ledgers name: lucky smart
tails=>registration types un
registered>name :output CGST
—list of groups=>under->details
& taxes=> list of
dupes/tares>(GST) tax
types—>central tax
vouchers—>sales change
period>F11->company:
institute for accountants GST
details—>description (s) for
ledgers.

Day6

1. IGST/CGST/SGST
tax invoice in Tally
Prime.

About IGST/CGST/SGST tax
invoice: F 11 = Gateway of
Tally = Create - List of stock
names > List of Masters =
Stock item = Gateway of Tally
—>Alter Vouchers > List of
ledger accounts = Sales 2>
dispatch details = Party details
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- Ledger accounts = Sales —
Taxable B2C - List of Stock
items = Description yes = Item
List of Ledger accounts >
Output CGST = Output SGST
-> List of more details > GST —
Tax analysis = dispatch details
—> Party details = Buyer( Bill to
) = List of more details > B2B
invoice -4A, 4B, 4C, 6B, 6C 2>
B2C (small) invoice = Display
more Reports = Statutory
Report.

2. GSTR-1Generation
in Tally Prime.

Name of company-> Display
more repots—> gateway of tally
- alter = list of masters =
ledger = list of ledgers > sales-
exempt = day books = sales =2
statutory reports > GST reports
= GSTR-1 = export = list of
folders = folder path = C/
program files/tally prime - file
name—> GSTR-1-> export>E

send.
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3. GSTR-2A, 3B
Generation in Tally
Prime.

Gateway of tally> Alter—> list
of masters—> ledgers—> list of
ledgers—> display more
reports—> statutory reports—>
GST reports=> GSTR-1-> E-
export — E-return—> export
format—> Excel (spare ad
sheet)=> GST reports=> GSTR-2
B2B invoices-
3.4A->configuration=> show tax
types in separate columns
(yes)=> list of formats—> format
of report: condensed—> GSTR-
3B->Export-file-format : Excel
JSON (data interchange)->
formal - list of folders—> folder
path = C/program files/tally

prime.

1. TDS in tally prime.

Gateway of tally—> list of
companies—> company
creation=> company name—>
company created successfully=>
accounting—> enable cost centers
(NO)—> enable interest
calculation (NO)=> company
TDS dedicator details=> TAN
registration number conduction
dedicator types—> dedicator
type-> is dividable HLIF>
person responsible details—>
rates Exemption details=> list of
masters—> TDS nature of
payments—> list of duets taxes—=>
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type of duty tax: others—> list of
TDS nature of
payments—>display more
reports> TDS reports.

2.TDS on purchase of
Goods 194 Q entries in
tally prime.

List of companies = create
company—> company name->list
of states = maintain accounts
(yes)—> Enable tax deducted at
source (TDS) (yes) show all
dedicator types (yes)=>
dedicator types—> in dividable
set/alter details of person
responsible (yes)—> ignore 1T
exemption limit for TDS
deduction (yes)=> create=> TDS
nature of payments—> ledger—>
statutory details=> is TDS
deductable (yes)=> deduct TDS
is in same voucher (yes)—> tally

of lout/tax=>GST.

3. TCS on advance receipt s
sales tally prime.

Company creation—> company
name : list of states=> GST
details—>
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periodicity—>periodicity of
GSTR: monthly-> list of
values—=> company created
successfully> taxation—>
Enable tax collected at
source(TCS) (YES)—> company
TCS calculator details>TAN
registration number—>VPNR
1->calculator/deduct or
types—>in dividable/  HUF>TCS
nature of goods=>name: TCS on
cell of any goods registration
section : 206C(1H)=> payment
code—>6CR—>registration type—>
list of master unit creation—=>
GST details for stock
item—>calculation type tax
details—> calculation type—>on
value—> taxability—>taxability
unknown-=>supply types—=> type
of supply—> goods
applicability=>is TCS
applicable—>applicable=> list of
nature of goods—>(any0->bill —
wise details for- Customer-1->
bank allocation for ICICI
bank—>TCS allocation
details>party
details=>configuration—=>
(yes)>pending bills—> display
more reports—> statutory
reports>TCS reports—> from
27EQ.
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WEEKLY REPORT
WEEK -4 (From 28.12.2022to 03.1.2023)

Objective of the Activity Done:

In this weekly learning program, topics related to day-25, I have learned about
creating Multi Currency, Budgets, BRS and Creating cost centers and cost
Categories. After that, on day-26 I have learnt about Splitting Company, Creating
Company groups and continuing new financial year. After that, on day-27 I have
learnt about Calculating on interest, bill wise details and sending Tally data to

Auditor.

After that, on day-28 I have learnt about GST ledger Service Business, GST
Stock items Creation, ITC on Assets & Expenses and GST tax invoice Creation.
After that, on day -29, I have learned about IGST/CGST/SGST tax invoicing, GSTR
— 1 Generation and 2A, 3B.

After that, on Day-30 I have learnt about TDS, TDS on purchases of goods
194Q entries and TCS Taxation.
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WEEKLY ACTIVITY LOG

ACTIVITY LOG FOR THE (S.No.)WEEK
15t week
Day & Date | Brief Description of | LearningOutcome Person
TheDaily In-Charge
Activity Signature
Day -1 Introduction about What is Apspdcl and
APSPDCL. departments—> About
categories.
Day - 2 Power supply and their | Batches dividing and about
categories. power supply.

And three categories.
1.  Industrial

2. Commercial sectors
3.  Agriculture
Day -3 Power sector divisions off 1.  Regulation
Andhra Pradesh. 2. Generation
3. Transmission
4.  Distribution
Day —4 Cor.nrn'ercial and Commercial. ‘
Objectives 1.  Department of projects
2. Department of RAC
3.  Department of energy
audit
Objectives
1. IT projects in
APSPDCL
2. Customer management.
Day -5 Field research. How the power passing to

meter and they are working.

Day -6 Electrical connection for [Electricity used is too pay only

agriculture. at the rate of 75 paise.
WEEKLY REPORT
WEEKLY REPORT
WEEK - S.No. (From Dt............ (1} ) 1 R )

Objective of the Activity Done:

Detailed Report:

This week learning topics related to day-1 I have learned about introduction about Apspdcl.
Day-2 power supply and categories.day-3 pdver sector divisions of Andhra Pradesh.day-4
Commercial and objectives.day-5 we went to field research.day-6 electrical connection for
Agriculture.



2nd week

Day & Date Brief Description LearningOutcome Pers
of TheDaily onln-
Activity Charge
Signature
Day -1 About introduction to energy

Energy audit report audit of campus with the main
objectives are

To study the present pattern of
energy consumption.To identify
[potential areas for energy
optimization.

Dav-2  [Accounts and audit Organization and

y- . . .
functions.commercail audit of the
account general Hyderabad has
been constituted mainly to
conduct local audit and resident
audit.

Day -3 About Organizations [There are three distinct branches
in commercial audit wing in the
office of the AG.

Commercial audit
wing->Electricity companies
&ERS resident audit=> APSRTC
resident audit.

Day —4 Audit of annual Corporations
accounts APSRTS->APSWHC->Govern
ment companies—> Departmental
undertakings
Day -5 Introduction about Commercial audit is under the
commercial audit charge of a senior deputy account|

general. The functions of various
sections in headquarters are
Headquarters=>Reports—=> Reside
nt audit sections—>Field parties.

Day -6 Calculation of audit  |Audit fee is charged according to

fees daily rates of audit fee worked
out by this office from time to
time.
WEEKLY REPORT
WEEK - S.No. (From Dt............ L(1J) ) 1 R )

Objective of the Activity Done:

Detailed Report: 46

This week learning topics related to day-2 I have learned about Energy audit report day-2
Introduction about accounts and auditing day-3 about organizations day-4audit of annual
Accounts day-5Introduction about commercial audit day-6 calculations of audit fees.



3" week
Day & Date Brief Description of | LearningOutcome Pers
TheDaily onln-
Activity Charge
Signature
Day -1 How to view APSPDCL | There seven steps to view it.
Online bill payment 1. Visit the official web site
of Apspdcl
2. Click on know your bill
3. Select HT Or LT bill
payment
4. Fill the credentials
5. Click on menu go to bill
&payment
6. Choose a month and type
the number
7. Click it view the bill.
Day - 2 How to pay offline bill |In order to pay your electricity
[payment bill with cash, a demand draft or

a check you are required to go to
the southern power distribution
co Itd apspdcl office that is
located colosest to you.

Day -3

Current bill charges

According to an official release
from the energy department, if a
consumer has a monthly
consumption of 250 units first 30
will be billed at 1.90 next 45 at
2.3,the next 50 at 4.50,100at 26
and 65 units at 8.75.

Day 4

About current bill

Know your bill

A service number consists of 13
digits
Example;-7411102010675
Energy charges = fixed charges
Cust charges>CAP
SURCHARGES->ED—->ED
interest>ADD
surcharges—>other CHG1->Loss
of gain—>bill amount.

Day -5

Security deposit in
electricity bill

The local electricity regulatory

r will decide the security deposit
int of customers. Security deposit
pecific amount that is deposited
the electricity board as mandated
rity.

Day —6

Adjustments codes used
in bills

Debit

Recovery of meter
rent->recovery of minimum
charges—>debit note passed for
undercharged units.

Credit

Recovery—> due to revision in
rates for month->recovery due to
wrong billing of earlier->debit

balance provisional claim.
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WEEKLY REPORT
WEEK - S.No. (From Dt............ L(1J) ) 1 RPN )

Objective of the Activity Done:

Detailed Report:

This week learning topics related to day-1 I have learned about How to view

APSPDCL Online bill payment day-2how to pay offline bill payment day-3
Current bill charges day-4 about current bill day- 5 security deposit in electricity
Bill day- 6 adjustments codes used in bills.
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4™ week

Day & Date | Brief Description | LearningOutcome Person
of TheDaily In-Charge
Activity Signature
Day -1 Auditing meaning  [The word audit is derived from latin

types of auditing

word audire which means to hear.
Types of auditing

Statutory audit—>
Internal audit=>
Secretarial audit.

Day -2

Objectives of auditing

The objectives of auditing are
changing with the advancement of
business techniques.

The objectives of the auditing have
been classified under two heads
1. Main objectives
The main objective of the auditing
is to find reliability of financial
position and profit & loss
statements.
2. Subsidiary objectives.
e Detection and prevention of
fraud
e Detection and prevention of
eITors.

Day -3

Auditing features

The audit is structured into
activities that follow a logical
sequence

Features of auditing

Systematic process —>three- party
relationship—>subject
matter>evidence

Day 4

Tally versions

The tally have been following
versions
e Tally 4.5 was the first
version of tally
e Tally 5.4 was the second
one.
e Tally 6.3was the third one
e Tally 7.2 version
e Tally 8.1 version
e T he next one tally 9.
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Day -5

Uses of tally audit

Tally audit which enables the
auditor to perform an audit or track
changes that effect the integrity of a
transaction, such as to changes
made to date, ledger masters and
amounts in the voucher and
reflected in the tally audit listings.

Day —6

Tally audit features

Tally audit, helps to verify and
evaluate the accuracy and
accounting standards.
Feature
1. Verify voucher numbering
methods
2. Verity back dated voucher
entries
3. Missing voucher numbers
4. Exceptional ledgers.
5. Track uses of activity in

tally.

WEEKLY REPORT

WEEKLY REPORT

WEEK - S.No. (From Dt............ to Dt....cevvvreeciiiccennee )

Objective of the Activity Done:

Detailed Report:

This week learning topics related to day-1Auditing meaning types of auditing.

Day-2 objectives of auditing day-3 auditing features day-4 Tally versions.
Day-5 uses of tally audit day-6 tally audit features.
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INTRODUCTION

The term Payroll refers to a series of accounting transactions involved in the process of
paying employees for the services rendered after taking all the statutory and non-statutory
deductions into account, in conformance with the terms of employment, company policy and the
law of the land i.e., payment of payroll taxes, insurance premiums, employee benefits and other

deductions.

An efficient payroll system facilitates an error-free, accurate and timely employee payment while
ensuring that the employment is well within the valid work permit.

Lesson 1: Configuring Payroll in Tally.ERP 9

Lesson Objectives

On completion of this lesson, you will have learnt:

O The features of Payroll in Tally.ERP 9
o How to enable Payroll in Tally. ERP 9

Payroll in Tally.ERP 9 is easy to use and can handle all the functional, accounting and statutory
requirements of the payroll department.

Salient Features of Payroll in Tally.ERP 9
The key features of the Payroll functionality in Tally.ERP 9 are as follows:
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o Itis fully integrated with accounts to give you the benefits of simplified Payroll processingand
accounting.

o It has user defined classifications and sub-classifications for comprehensive reporting. Thismay be
related to the employees, employee groups, pay components, departments etc.

It provides the facility to create user-defined earnings and deductions Pay Heads.
It allows flexible and User-definable criteria for simple or complex calculations.
It allows unlimited grouping of Payroll Masters.

O O o O

It supports user-defined production units i.e., attendance/ production/ time based remuner-ation
units.

It provides a flexible payroll processing period.
It provides comprehensive Cost Centre as well as employee-wise costing reports

o It ensures an accurate & timely Salary Processing, Employee Statutory Deductions &
Employer Statutory Contributions with the help of predefined processes.

o It provides auto-fill facility to expedite the Attendance, Payroll & Employer Contributions
processes.

It facilitates an accurate computation and deduction of ESI, EPF, Professional Tax, Gratuityetc.
It helps in the generation of Statutory Forms & Challans for EPF & ESI, as prescribed.
It allows to drill-down to voucher level for any kind of alteration.

It facilitates computation of arrears pertaining to prior period(s).

O O o o g

It helps in tracking employee loan details.

Enabling Payroll in Tally.ERP 9

In Tally.ERP 9 activation of Payroll requires a one time simple setup. Create a new company in
Tally.ERP 9 and follow the steps given below to enable Payroll.

Case Study Company

M/s. Spectrum Software Solutions is engaged in the Software services Business. It is a
Bangalore-based company with the following three major departments:

o Sales
o Administration
o R&D

Step 1: Company Setup
Go to Gateway of Tally > Company Info. > Create Company
In the Company Creation screen,
o Select India in the fiecld Statutory compliance for from the List of Countries provided
o Type 1-4-2009 as the Financial Year from date and press Enter

52



The completed Company Creation screen is displayed as shown:

Creation
Directory : \Data
Mame . Spectrum Software Solutions
Mailing & Contact Details Company Details
Mailing Narne ¢ Spectrum Software Solutions Currency Symbaol . Rs.
Address © 14, Mysore Road, Maintain . Accounts with Inventory
Bangalore Financial Year fram o 142009
Books beginning from ;142009
Security Control
Statutary compliance for India Disallow opening in Educational mode 7 No
State . Karnataka Tallyvault Passward (if any)
FIM Code : 560022 Repeat Password :
Telephone Mo : 080-22587457 (WARNING: forgetting your TallyVauwlt password will render your data unusablall)
E-tail . sales@spectrum.com Use Security Control 7 No
(Enable Security to avall Tally NET Features)
Base Currency Information
Base Currency Symbol . Rs. Show Amounts in Millions ? No
Formal MNarme . Indian Rupees Fut a SPACE between Amount and Symkel—=—L
Murmber of Decimal Places i 2 Decimal Places for Printing Amounts in
Accept?
Iz Symbal SUFFIXED to Amounts 2 No
Symbol for Decimal Portion . paise Vas i Na

o Press Enter to Accept the F11: Accounting Features screen

&

The option More than ONE Payroll / Cost Category is set to Yes, when separate
cost categories are created to allocate Employee cost. In cases, where only one cost
category i.e., primary cost category is used to allocate multiple cost centres, this
option may be set to No.

Figure 1.3 F11: Statutory & Taxation Features screen

o Press Enter

In the Payroll Statutory Details screen:

o Enter the Provident Fund & Employee State Insurance details of the company asshown:

Figure 1.4 Payroll Statutory Details screen

Payroll Statutory Details

Provident Fund

Company Code - KAIBN/M2345/00129
Company Account Group Code - KAIBN/M2345/00009
Company Security Code - KA/BN/M12345/54321

Employee State Insurance

Company Code - KAMBNI12345/234234
ESI Branch Office . Koramangala
Standard Working Days (per month) 8 26 Days |
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The Payroll feature in Tally.ERP 9 requires minimal effort for accurate payroll processing. It

takesfive easy steps to process payroll & generate Pay Slip in Tally.ERP 9.

[ 5 Easy steps to Payroll

) — 7 _=

Create Create
Employee Payroll
Masters Masters
Employee Employee
Groups _ Masters ‘

Figure 2.1 Payroll Cycle
Essentially, Payroll involves the calculation of amounts due for an employee on the
followingbasis:
o Pay on Hourly wages
o Pay on a fixed basis such as certain amount per week, per month and so on
o Pay to sales persons on commission
o

Reimbursement of expenses such as travel expenses, either as paid by the employee orbased on

per item rate

o Pay on the basis of number of pieces produced/ manufactured/ sold

It is therefore essential to quantify the following payroll information for the purpose of
computationof payments to employees. For this purpose, the following Payroll masters have to be

created in Tally.ERP 9 in the manner as discussed:
o Employee Masters
o Payroll Masters
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o Pay Heads

o Salary Details

Expenses group and all Deductions pay heads under Current Liabilities, Current Assets and
Duties & Taxes group.

The preset Pay Head types in Tally.ERP 9 are:

1.

©oNOOORWN

Earnings for Employees

Deductions from Employees

Employees’ Statutory Deductions

Employer’s Statutory Contributions

Employer’s Other Charges

Bonus
Gratuity

Loans and Advances

Reimbursements to Employees

The pay heads marked with the above pay head types will be available during payroll processing,
and if the Pay Head Type is marked as Not Applicable, it will not be available. The Salary
Payable, PF Payable, ESI Payable ledgers should be created by selecting Not Applicable as the
Pay Head Type.

Create the following pay heads in the books of M/s. Spectrum Software Solutions.

Earning Pay Heads
Create the following Earnings Pay Heads:
Pay Head Pay Head Under Affect Name to Use for Calculation | Calculation
Name Type Net Sal- Appear Gratuity Type Period/  Pro-
ary in Pay duction Type
Slip
Basic Pay [Earnings for Indirect Yes Basic Yes On Attend- Months
Employees [Expenses ance
House Rent  |[Earnings for Indirect Yes HRA No As Com- —
IAllowance Employees Expenses puted Value
Convey- Earnings for Indirect Yes Convey- No Flat Rate Months
lance Employees [Expenses ance
Overtime Earnings for Indirect Yes Overtime [No On Produc- Overtime
Pay Employees [Expenses tion
|Variable Earnings for Indirect Yes Variable No IAs User —
Pay Employees Expenses Pay Defined Value

i. Basic Pay Head Creation

Go to Gateway of Tally > Payroll Info. > Pay Heads > Create
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1.

Type Basic Pay as the Name of the Pay Head
2. Select Earnings for Employees in the field Pay Head Type.

The Pay Head Creation screen is displayed as shown:

Nooprw

Pay Head Creation

Spectrum Software Solutions

Marne : Basic Pay

(alias)

! Mot Applicable

Total Op. Bal.

Pay Head Type
Under

Affect Net Salary

Matme to appear in Payslp
Use for Gratuity
Calculation Type

Pay Head Info

B Earnings for Employees 7

: Direct Expenses

? Yes

: Basic Pay

? No

: As User Defined Value

Sonus
DEdL.CtIDnS frum EmlDE!ES

Emplnyees StatuturyDeduutlons
Employer's Other Charges
Employer's Statutary Contributions
Sratuity

Loans and Advances
Reimbursemenis to Employees

Opening Balance  (on 1-Apr-2009) :

Specify the group as Indirect Expenses in the field Under and press Enter
Set Affect Net Salary to Yes

Figure 2.11 Basic Pay Head Creation — Pay Head Type Selection

Specify Basic in the field Name to appear in Pay Slip

Set Use for Gratuity to Yes

Select On Attendance in the field Calculation Type and press Enter
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The Pay Head Creation screen with the List of Calculation is displayed as shown:

Pay Head Creation Spectrum Software Solutions
Marre : Basic Pay Total Op. Bal.
(alias) :

Pay Head Info

Pay Head Type : Earnings for Employees
Under  Indirect Expenses
Affect MNet Salary ? Yes
Marme to appear in Payslp : Basic
Use for Gratuity ? Yes 13 DOIPUIEG YAl
Calculation Type d0n Attendance._ JEaSRslUlLE R
Flat Rate

On Attendance
N Production

Opening Balance (on 1-Apr-2009) :

Figure 2.12 Basic Pay Head Creation - Calculation Type

The Pay Head Creation screen with the List of Attendance Types is displayed as shown-below:

Pay Head Creation Spectrum Software Solutions
Marme . Basic Pay Total Op. Bal.
(alias)

Pay Head Info

Pay Head Type : Earnings for Employees
Under : Indirect Expenses
Affect Net Salary ? Yes

MNarme to appear in Payslp . Basic
Use for Gratuity ? Yes
Calculation Type : On Attendance

Attendance / Leave with Pay :m i Mot Applicable

Rounding Info
Rounding Method ;4 Not Applicable

Opening Balance (on 1-Apr-2009) :

Figure 2.13 Pay Head Creation screen with List of Attendance Types




The Pay Head Creation screen with the List of Calculation Periods is displayed as shown:

Pay Head Creation Spectrum Software Solutions
Mame . Basic Pay Total Op. Bal.
(alias)

Pay Head Info

Pay Head Type : Earnings for Employees

Under : Indirect Expenses

Affect Net Salary ? Yes
Marre to appear in Payslip : Basic

Use for Gratuity ? Yes

Calculation Type : On Attendance P e P
Attendance J Leave with Pay : Present ist of Calculation Pe

Days

Calculation Period [T | Forinionts

YWeeks

Rounding Info
Rounding Methad ;4 Not Applicable

Opening Balance ( on 1-Apr-2009) :

Figure 2.14 Pay Head Creation - Calculation Period selection

8. Select User defined in the Per Day Calculation Basis field

Head Creation ectrum Software Solutions
MName Basic Pay Total Op. Bal.
(alias)

Pay Head Info

Pay Head Type Earnings for Employees
Under Indirect Expenses
Affect Net Salary ? Yes

Mame to appear in Payslip Basic
Use for Gratuity ? Yes
Calculation Type On Attendance

Attendance / Leave with Pay Present

Calculation Basis
Calculation Perod IMonths

Per Day Calculation Basis As per Calendar Period

User Defined Calendar Type

Rounding Info
Figure 2.15 Pay Head Creation screen - Calculation Basis Selection
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9. Specify the Months of 26 Days and press Enter

Pay Head Creation Spectrum Software Solutions

MNarme . Basic Pay
(alias)

Total Op. Bal.

Pay Head Info

Pay Head Type : Earnings for Employees
Under : Indirect Expenses
Affect Net Salary ? Yes

Marre to appear in Payslip : Basic
Use for Gratuity ? Yes
Calculation Type : On Attendance

Attendance / Leave with Pay : Present

Calculation Perod : Months

Per Day Calculation Basis : User Defined

Months of [l Days

Rounding Info
Rounding Methad ;4 Not Applicable

Opening Balance ( on 1-Apr-2009) :

Figure 2.16 Pay Head Creation screen - Calculation period

10. Select Normal Rounding as the Rounding Method and press Enter.

Pay Head Creation Spectrum Software Solutions
MNarme . Basic Pay
(alias)

Total Op. Bal.

Pay Head Info

Pay Head Type : Earnings for Employees
Under : Indirect Expenses
Affect Net Salary ? Yes

Marre to appear in Payslip : Basic
Use for Gratuity ? Yes
Calculation Type : On Attendance

Attendance / Leave with Pay : Present

Calculation Perod : Months

Per Day Calculation Basis : User Defined
Months of 26 Days

4 Mot Applicakle

Rounding Info :
Dowrward Rounding
Normal Rounding

Rounding Method : KRIEQETRTT G
1 Upward Rounding ;

OpenilI FI]I]Q} -

Figure 2.17 Pay Head Creation screen — Rounding Method selection
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11.)

The completed Basic Pay Head Creation screen is displayed as shown:

Pay Head Creation Spectrum Software Solutions
Marmz Basic Pay Taotal Op. Bal.
{alias)

Pay Head Info

Pay Hesd Type Earnings for Employees
Under Indirect Expenses
Affect MNet Salary ? Yes

Marme to appear in Payslip Basic
Use for Gratuty ? Yes
Calculation Type © On Attendance

Attendance £ Laave with Pay : Present

Calculation Peiod Months

Per Dzy Calculation Basis User Defined

Months of 26 Days

Rounding Info
Rounding Method  :© Nermal Rounding Lirmit = Accept?

Opening Balance { on 1-Apr2009) : Yes o No

Figure 2.18 Completed Basic Pay Head Creation screen
ii. House Rent Allowance Pay Head Creation
In the Pay Head Creation screen,

Type House Rent Allowance as the Name of the Pay Head
Select Earnings for Employees in the field Pay Head Type

Specify the group as Indirect Expenses in the field Under and then press Enter
Set Affect Net Salary to Yes

Specify HRA as the Name to appear in Pay Slip

Set Use for Gratuity to No

Select As Computed Value in the Calculation Type field and press Enter

Noahkhwbh =~
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Pay Head Creation

Spectrum Software Solutions

MNarme . House Rent Allowance
{alias)

Tatal Op. Bal.

Pay Hegd Type
Under

Affect Met Salary

Marme to appesr in Payslip
Use for Gratuty
Calculation Type

Pay Head Info

Earnings for Employees
Indirect Expenses

? Yes
House Rent Allowance
? No

.. As Computed Value

As Computed Value
As User Defined Yalue
Flat Rate

On Attendance
Jn Production

Opening Balance { on 1-Apr2009) :

Figure 2.19 HRA Pay Head Creation screen - Calculation Type selection
8. Select Normal Rounding as the Rounding Method and 1 as the rounding Limit and press

Enter

9. In the Computation Info screen, select On Specified Formula in the Compute field

Pay Head Creation

Spectrum Software Solutions

Marmz
{alias)

House Rent Allowance

Taotal Op. Bal.

Pay Head Info

Use for Gratuty
Calculation Type

? No
: As Computed Value

Computation Info

Pay Hesd Type Earnings for Employees Compute 8l On Specified Formula
Under Indirect Expenses Effoctive alue Basis
Frem
Affect Met Salary 7 Yes 1-Apr-2009 Dn Current Deductions Total
Marme to appear in Payslip House Rent Allowance

On Current Earnings Total
CLrrent sunt otal
On Specified Formula

Calculation Pefiod Months
Rounding Info
Rounding Method  :© Nermal Rounding Lirmit =

Opening Balance { on 1-Apr2009) :

Figure 2.20 Pay Head Creation screen with Compute method
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m  Select End of List

Southern Powor AR

Aggregate Revenue Requirement and Tariff Proposal forthe Retail Supply Business for FY 2022-2
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ENERGY REQUIREMENT
The DISCOM wise Energy Requirement are tabulated below.

DISCOM FY 2021-22 FY 2022-23
APEPDCL 25347.32 27733.72
APCPDCL 16141.97 17344.76
APSPDCL 28002.59 29736.76
Total 69491.88 74815.24

The energy requirement of APDISCOMs has been arrived at by grossing up the sales with appropriate transmission and
distribution losses. The external losses (PGCIL losses) on the power purchased from CGS (excluding NTPC Simhadri-
I), KSK Mahanadi and Sembcorp Energy India Limited have also been factored for arriving at the above energy
requirement.

PP COST SUMMARY
Based on the availability, requirement and costs for each source, the summary of power purchase cost for APDISCOMs
for the Current Financial Year FY 2021-22 is projected as follows:

APSPDCL

Fixed | Variable Total Fixed | Variable Total
Ownership/Sourc| Dispatch| Costs Cost Cost Cost Cost Cost
e (Rs Crs)| (Rs Crs)| (Rs Crs) (Rs,/)Unit §Rs,/Unit (Rs,/)Unit
AP Genco-thermal | 7933.96 | 986.93 | 2777.15| 3764.08 1.24 3.50 4.74
CGS 5353.61 | 591.34 | 1537.40| 2128.74 1.10 2.87 3.98
Thermal-IPPs 702.17 | 115.58 157.78 | 283.77 1.65 2.25 4.04
Joint Sector 3232.72 | 729.04 | 1002.08 | 1731.12 2.26 3.10 5.36
Hydel 1183.57 | 248.40 0.00 248.40 2.10 0.00 2.10
NCE/RE 14495.89| 0.00 4327.34 | 4327.34 0.00 2.99 2.99
Market/Short Term| 3732.68 0.00 1545.58 | 1545.58 0.00 4.14 4.14
D to D Sales -8632.01 0.00 -3305.59}-3305.59 0.00 3.83 3.83
Total 28002.59 | 2671.29 | 8041.74 10723.45 0.95 2.87 3.83

Based on the availability, requirement and costs for each source, the summary of power purchase costfor Andhra Pradesh
for FY 2022-23 is projected as follows:

APSPDCL
Fixed | Variable Total Fixed | Variable Total
Ownership/Sourc | Dispatch| Costs Cost Cost Cost Cost Cost
e (Rs Crs)] (Rs Crs) | (Rs Crs)| (Rs,/Unit)| (Rs,/Unit) (Rs,/Unit)
AP Genco-thermal 9949.38 | 993.39 3734.00 | 4727.39 1.00 3.75 4.75
CGS 5719.06 | 596.59 1717.16 | 2313.75 1.04 3.00 4.05
Thermal-IPPs 690.40 109.33 159.31 289.99 1.58 2.31 4.20
Joint Sector 4697.39 | 730.42 1537.46 | 2267.89 1.55 3.27 4.83
Hydel 1261.47 | 254.00 0.00 254.00 2.01 0.00 2.01
NCE/RE 13991.66 0.00 4199.91 | 4199.91 0.00 3.00 3.00
Market/Short Term | 2128.89 0.00 851.55 851.55 0.00 4.00 4.00
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D to D Sales

-8701.48

0.00

-3374.01

-3374.01 0.00

3.88 3.88

Total

29736.76

2683.74

8825.38

11530.47 0.90

2.97 3.88

Average Revenue Realized vs Average CoS break up for APSPDCL in FY 2022-23

+ Average Revenue Realisation (ARR) for FY 2022-23 through proposed tariffs is Rs.6.97/kWh

« Average Cost of Supply (CoS) for APSPDCL - Rs. 6.97/kWh
+ Average CoS break-up (per unit of Sales) for APSPDCL is as follows:-

; FY 2021-22 FY 2021-22 FY 2022-23
Baticiers Approved (Rs./Unit) |Projected (Rs./Unit)| Projected (Rs./Unit)
Power Purchase cost 3.68 3.83 413
T&D Loss Cost 0.44 0.47 0.53
Network Cost 2.00 1.96 2.09
Other Cost 0.06 0.27 0.21
Cost of Service 6.18 0.54 6.97

« The estimated revenue gap for the licensee for FY 2022-23 is as follows:

S.No. Particulars FY 2022-23

A Aggregate Revenue Requirement 18345.69

B Revenue from Current Tariffs (Net of incentives) (Rs. Crs.) 12567.02

& Revenue changed through proposed tariff 5663.59

D Revenue from Cross Subsidy Surcharge 118.08

E Revenue from Additional Surcharge 0.00

E Revenue from REC 0.00

G = (B+C+D+E+F) [Total Revenue 18348.69
H=G-A Revenune (Deficit) / Surplus (Rs. Crs.) 0.00

Note : The revenue at proposed tariff is arrived as per the directions in Go.Rt.No.161,dt.15-11-2021

1 Tariff Proposal

1 In compliance of the direction contained in the GO M Rt No. 161, Dt 15-11-2021, the DISCOMSs propose to show
the per unit energy charges without taking into account any Govt. Subsidy forthe ensuing financial year FY

2023.
2 Present Financial Position of APDISCOMs is briefed as under.
3 Losses. Accumulated losses of APDISCOMs as on 315t March 2021 are Rs 28,599 Cr.
As on 31 On
Mar 2-6-14 2014-15 | 2015-16 2016-17 2017-18 2018-19 2019-20 | 2020-21
APSPDC 493142 | - 111,595.03 [13,485.12 | - 21,173.01 [21,171.91 | -11760.58
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L 6,608.90 13,492.14

4 Loans. As on 30-11-2021, the working capital debt of DISCOMs was Rs 29,535.89 Cr. It is to submit that, the
APDISCOMs have following outstanding debts.

asonzt A 2] e a2 g 20| Gy,

Mar 11/21)
Work}flogagapital SPDCL 5239 [5324 2856 | 6957 | 8087 | 11802 (19141 21130
EPDCL[3607 {4431 2865 | 3087 | 3635 | 5220 [7785 8406

Total 8846 (9755 5721 | 10044 | 11722| 17022 26926 29536

Capex Loan | SPDCL U718  [5676 7289 | 4946 | 5514 | 6044 6963 6832
EPDCLPR69 2256 266 | 397 | 787 | 890 [1018 997

Total 4987 5932 7555 | 5343 | 6301 | 6934 7981 7929

Total Loan | SPDCL 9958  [11000 | 10145| 11902 13601 | 17845 6104 27962
EPDCL[3876 14688 3132 | 3485 | 4422 | 6110 8803 9403

Total (13834 (15688 | 13277| 15387| 18023 | 23955 34907 37365

5 Government Receivables. The receivables from state Government as on 30-11-2021 (prov) to DISCOMs is Rs
13,560 Cr after deducting the Government serviced working capital loans. This includes subsidy receivable and
Govt. departments electricity consumption dues. The year wise release of Govt. subsidy and Departments’
electricity consumption charges released are indicated below.

2021-22 (up t
2014-15 2015-16 | 2016-17| 2017-18| 2018-19| 2019-20 [2020-21 11,21_p(r'i,pv)°
SUBSIDY
Agriculture 2525.23186 2923.07 2750 1250| 9309.193781.3 5101.14
2021-22 (up to
2014-15 2015-16 2016-17 R017-18 | 2018-19| 2019-20 2020-21 |7 77" 000
Aquaculture |y 0 0 0 0 327.99 332 101.83
SC 21.11 89.39 144.84  |133.5 103.8 206.74  [196.53  [100.00
ST 5.71 1223 18.13 37.12 25.86 38.97 29.58 27.00
Sub-Total o0y 02 B3317.62 B3086.04 £920.62 [1379.66 [9882.89 4339.41 15329.97
DEPT CC
CHARGES
Panchayats 30938  1380.45 [233.41 [21.72 B09.3 17111 [1299.95 [1153.23
Water
Resources  437-14 03235  82.87 135.59  [1045 1050.14 [22034 [33.22
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Dept

Municipal
bodies 375.83 397.35 [356.6 413.23  402.08 {40335 443.54  296.08

Other depts 59,15 262.19 263.65 [350.8 322.81 [334.28 B11.8 213.70

Sub-total 1401.5 1272.34 1936.53 1221.34 2079.19 [1958.88 [2275.63 [1696.23
Govt serviced

loans 5007.5 16374.77 [2442.00
Releases

3953.52 4589.96 14022.57 4141.96 [3458.85 [16849.3 12989.81 9468.20

The outstanding receivables from State Government as on the 31% March of financial years is givenbelow.

FY22 As
Item | FY16 | FY17 | FY18 | FY19 | FY20 | FY21 | on30-11-
21 (Prov)
1| Subsidy 414 1442 D392 172 ps46 B9 il
b | Aqua 310 697 1176 [1614
5 [sC 149 59 47 127 D41 552 798
Z b |sT 30 34 45 71 105 167 206
2 4| Other (ind) 68
2 Total 593 1535 484 7680 3589 5193  j3397
Uday I 636 732 3778 858 021 053
Govt  Serviced 5650 11382 |13824
Debt
= L |RrRB 1168|1564  P090 706 4013 B714  B462
2 2 [ WRDept 41 695 1567 1790  Rl65  B728  Ws42
S B |uB 38 135 148 h16 356 441 535
< W [ Other depts 239 354 430 521 026 h29 372
= Total 1536  [2748 4235 5223|6760 8112 9210
G.Total 2129 W919  [7451  [16681  [11207 [14226  [13560

The actual Power Purchase Cost, Network Cost and per Unit Cost of Supply for the past 7 yearsis shown as
below:

Ttem FY FY FY FY FY FY FY
(Rs Crs) 2015 2016 2017 2018 2019 | 2020 2021
PP Cost 17781 20339]  20369| 22629]  35000] 28478] 26469
gztsvt""k 6430 6812 6809 7363 | 11404 | 11964 | 14620
Total 24211 | 27151 27178 | 29992 | 46404 | 40442 | 41089
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Ttem FY FY FY FY FY FY FY
(Rs/Unit) 2015 2016 2017 | 2018 2019 2020 | 2021
PP Cost 1435 4.66 4.34 455 | 641 5.09 4.84
Network
Cost 1.57 1.56 1.45 148 | 2.09 2.14 2.68
Total

ota 5.92 6.22 5.79 6.04 | 850 7.23 7.52

7 The position of true ups for various Financial Years from FY 2014-15 to till date is given below.

Power Purchase cost True up Distribution Cost Transmission  Cost
year . .

(incl. revenue and interest) True-up True-up

Filed Allowed Filed Allowed [Filed Allowed
FY15 861 0.0 1223 1069
FY16 968 108 785 507 529 Under
FY18 3257 1401 404 -31
FY19 4342 1492 4445 2192
FY20 2543 Under Hearings

To be filed before

Fy21 4807 the APERC
Total 25595 3121 7224 *3670 [529

Note:
1. * Order recalled due to legal issue and fresh hearings conducted. Awaiting Orders.
2. The APDISCOMs appealed before the Hon’ble APTEL on the Orders of Hon’ble APERC onRetail Supply
True-Up for the period FY 2014-15 to FY 2018-19.
3. ** The provisional True-Up for FY 2021 is worked out as below:
True Down already considered in 2022 RSTO Rs 3373 Crs.
Provl. PP Cost True Down Rs -4761 Crs
Revenue Shortfall — Rs 3685 Crs.
Additional Cost Rs 183 Crs.
Provl. True Down Rs 893 Crs.
Additional True-Up to be allowed considering Revenue Shortfall for FY 2021 Rs 2480Crs.

NSNS SN

8 In view of piling up of large debts and losses in spite of large releases of funds over the last twoyears, as
submitted above, the threat of declaring APDISCOMs as NPAs is looming large. This “GRID SUPPORT
CHARGES

Persons operating Captive Power Plants (CPPs)/Co-Generation Plants in parallel with A.P. Grid have to pay ‘Grid
Support Charges’ on the difference between the capacity of CPP/Co- Generation Plant in kVA and the contracted
Maximum Demand in kVA with Licensee and all other sources of supply, at a rate equal to 50% of the prevailing
demand charge for HT Consumers. In case of CPPs/Co-Generation Plants exporting firm power to APTRANSCO,
the capacity, which is dedicated to such export, will also be additionally subtracted from the CPP/Co-Generation
Plant capacity.”
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This modification is inevitably required in view of objections being raised by certain Co- Generation plants to the
demands raised by DISCOM leading to litigations stating that “ we are a Cogeneration plant not a CPP” by
misinterpreting the definition where CPP only is explicitly mentioned in it, but does not specifically indicate Co-
Generation Plant.

It is also an established fact that the Cogeneration plant though different from CPP so far as the operation is
concerned but not different on the aspect of operation in parallel with the Grid.

The necessity to levy Grid Support Charges to those Generators require Grid Support was clearly explained by the
Hon’ble Supreme Court in its Order Dated 29.11.2019. In other States like Tamil Nadu, Gujarat etc., also the Grid
support charges are being levied on Captive Power Plants

/ Co-generators.

Thus in order to put an end to the misinterpretation of the definition by the Objectors of Co Generating plants, the
modification is inevitably required.

A. In addition to the above proposal, it is further proposed that the levy of Grid support charges needs to be
reckoned from FY 2009-10 onwards, in similar lines reckoned by Hon’ble commission while re-determining Cross
Subsidy Surcharge from for FY 2005-06 to FY 2012-13 and FY 2015-16 vide order dated 16-11-2016 in O.P.Nos. 16
of 2005, 13 of 2006, 5 of 2007, 730f 2012, 74 of 2012, 75 of 2012, 76 of 2012, 77 of 2012 and 8 of 2015 in pursuant
to Hon’ble APTEL and Hon’ble Supreme Court’s judgments.

Revenue Impact : The overall impact due to above tariff proposals is shown in the table below.

Revenue impact due to proposed Tariffs
LT Supply HT Supply it
ota

Category EY 202223 as FYail):sl-23 F‘\'aiﬂrf:l-—zi! FYaz-O::'-23 Impact

per_ Rresent Proposed Impact prese'n[ FProposed Impact (LT+HT)
ety (Cesi) tariffs (Crs.) tariffs (Crs.) | tariffs (Crs.)

Domestic 2522.74 2047.37 324.63 15.47 15.47 0.00 324.63
Commerical & Others 1045.99 1039.31 -6.68 434 61 434 61 0.00 -6.686
Industry 559.63 559.66 0.03 4493 .76 4493.76 0.00 0.03
Institutional 54474 645 54 0.80 6551 14 G51.14 000 0.80
Agriculture & Related 409 85 5754 66 5344 81 1789.09 1789.09 0.00| 534481
Resco 0.00 0.00 0.00 0.00
Total 5182.95 10846.54 5663.59 7384.07 7384.07 0.00| 5663.59

Note : The revenue at proposed tariff is arrived as per the directions in Go.Rt.No.161, dt.15-11-2021

7 Cross Subsidy Surcharge

The licensee has calculated the cross surcharge subsidy based on the formula specified in therevised National

Tariff Policy issued on 28.01.16.
As per the said Tariff Policy, the surcharge is to be computed as per the following formula;

energy audits around 945 Nos. feeders in the company (5 districts).
Erection of additional substations, DTRs, 11KV capacitor banks and bifurcation of feeders, etc.,
HVDS conversion of balance agricultural pumpsets.

Moving to monthly billing across the DISCOMS and rolling out of IR port meters or other newmetering
technologies.
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During the year 2011-12 (8 districts), 866 Nos. 11 KV Town & MHQ feeders were considered for energy audit
whereas during the FY 2020-21 (5 districts), 945 Nos. feeders are available in E-AUDIT for which energy audit is
done on regular basis at corporate office level.

23 Nos. additional 11 KV 2 MVAR capacitor banks were proposed for erection during the FY 2020-21 and completed.

For the year 2020-21, 23 Nos. additional 33/11KV sub-stations were charged and for the year FY2021-22 (H1), 8 Nos.
were charged to reduce over loaded substations, 33 KV & 11 KV lines and to maintain good voltage profiles at the
consumers end.

Metered Sales
As can be seen from the table above (Table No.2.2.1), in 2021-22, the percentage of metered sales is
65.05 % as against 63.29 % during 2020-21.

The total load curtailment (due to Load relief) during FY 2020-21 is 1.84 MU, which is very negligibleand the
same is due to certain emergencies. In FY 2021-22, the metered sales are expected to 65.05%.

Agricultural Sales

In the previous year 2020-21 the actual Agriculture Consumption is 6663.00 MU. In the current year FY 2021-22
(H1), the agriculture consumption is 3489.50 MU and the projection for the entire year is 7357.43MU, which is 721.05
MU (-8.93%) less over the approved agricultural sales.

Financial Performance
Revenues
For the key categories, the licensee has estimated the revenue as below:
The revenue during FY 2020-21 is Rs. 10193.94 crores (including non-tariff income). The NTI during FY 2020-21 is

Rs.973.22 crores. During FY 2021-22, the estimated revenue from sale of power (inclusive of Non-tariff income) is
Rs. 11865.56 crores. The expected NTI during FY 2021-22 is Rs. 1031.61 crores.
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3 CAPACITY, AVAILABILITY &PP COST FOR H2 FY 2020-21 AND FY2022-23

INTRODUCTION

Consequent to the bifurcation of the erstwhile State of Andhra Pradesh as per the Andhra Pradesh Reorganization Act,
2014 (Central Act No. 6 of 2014, dated 01.03.2014), the Southern Power Distribution Company of AP Ltd.
(APSPDCL) and the Eastern Power Distribution Company of AP Ltd. (APEPDCL) emerged as the Distribution
Licensees of the present State of Andhra Pradesh. Two more Districts viz. Karnool & Anantapuramu were segregated

from the erstwhile APCPDCL (now TSSPDCL)and included into the service area of APSPDCL with effect from ond
June 2014. The State Government after careful consideration in December 2019 have carved out APCPDCL
consisting of Krishna, Guntur & Prakasam Districts, from the service area of APSPDCL.

Ever since the third transfer scheme has been notified in the year 2005, the PPAs have been vested with the
APDISCOMSs. The contracted capacities in the PPAs have been shared proportionately based on Ratios fixed by the
State Govt. from time to time, with an exception to Non-Conventional / Renewable Energy sources which were shared
based on geographical locations for the most part of the previous period. Vide Go RT No. 118, dt 27-07-2017 State
Govt. ordered that the NCE Capacities shall be allocated in power sharing ratio for APEPDCL & APSPDCL. Later
vide Go RT No. 116, dt 1-10-2019 orders were issued for cancellation of the previous GO, with regard to sharing of
NCE/RE PPAs. Accordingly, for the Current Financial Year (CY) and the Ensuing Financial Year (EY), the NCE/RE
projects have been considered on geographical basis for the purpose of evaluation of Power Purchase costs of
APDISCOMs.

Consequent to formation of APCPDCL which has commenced business operations w.e.f. 15t April 2020, the State

Govt vide GO Ms No 13, dt cth April 2020 have specified Ratios to the three DISCOMs, that will be applicable for all
the existing Power Purchase Agreements (PPAs) of combined purchases in respect of all on going and under
construction Generation Stations for which PPAs have been signed except for the projects exclusively allocated on the
basis of geographical location by the Government of Andhra Pradesh and other PPAs entered into by individual
DISCOMs.

Presently the ratios of APEPDCL, APSPDCL and APCPDCL (Distribution Licensees in AP) in the Power Purchase
Agreements (PPAs) in pursuant to the above, are indicated as below:

SI.No. Name of Discom Allocated Share in %
1 APSPDCL 40.44%
2 APEPDCL 36.22%
3 APCPDCL 23.34%
Total 100.00%

The details of capacities being availed by APDISCOMs from various power stations have been describedin the
subsequent paragraphs.
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CONTRACTED CAPACITY BY DISCOMS

APGENCO & APPDCL STATIONS

APDISCOMS have been purchasing power from APGENCO Stations based on the long term PPAs/approval of
Hon’ble APERC. Consequent to the Power Regulations imposed by APGenco on TS DISCOMs and TS Genco on
APDISCOMSs, power supply from thermal power projects located in TS has been stopped and APDISCOMs are
availing 100% of AP Genco capacities, with effect from 11-06- 2017.

Status of present and proposed capacities being availed/to be availed by APDISCOMs in APGENCO Stations and
Interstate Hydel Projects are indicated in the following table.

Installed
Station Capacity S;ﬂ SeL
(MW)
Thermal
Dr. NTTPS-L, 11, III(6 x 210MW) 1260.00 509.54
Dr. NTTPS-IV(1 x 500MW) 500.00 202.20
RTPP-1(2 x 210MW) 420.00 169.85
RTPP-II(2 x 210MW) 420.00 169.85
RTPP-1II (1 x 210MW) 210.00 84.92
RTPP- IV(1x 600MW) 600.00 242.64
Total Thermal 3410.00 1379.00
Hydel
Donkarayi Canal PH (1 x 25MW) 25.00 10.11
Upper Sileru HES (4 x 60MW) 240.00 97.06
Lower Sileru HES (4 x 115MW) 460.00 186.02
Srisailam Right Bank PH (7 x 110MW) 770.00 311.39
NagarjunaSagar right canal PH (3x30MW) 90.00 36.40
PABR (2 x 10MW) 20.00 8.09
Mini Hydel Station (2 x 0.5MW) 1.00 0.40
NagarjunaSagar Tail Pond PH (2 x 25MW) 50.00 20.22
Interstate Hydel Projects
Machkund, Orissa (AP share 70%) 84.00 33.97
T.B. Station, Karnataka (AP share 80%) 57.60 23.29
Total Hydel including Interstate Projects 1797.60 726.95
Total APGENCO 5207.60 2105.95
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CENTRAL GENERATINGSTATIONS

APDISCOMS have been purchasing power from Central Generating Stations owned /controlled by Central Public
Sector Undertakings (CPSUs) based on the long term PPAs. The list of the Stations along with the APDISCOMSs’
share of power from these Stations (as per the Regional Energy Account issuedby SRPC for the month of Oct’20)
are indicated in the following table.

Capaci
Staton Share.State | SPDCL
(MW)

NTPC-(SR) Ramagundam I & 11 275.84 111.55
NTPC-(SR) Ramagundam- III 69.38 28.06
NTPC-Talcher-11 176.03 71.19
NTPC Simhadri Stage-I 461.10 186.47
NTPC Simhadri Stage-II 204.00 82.50
NLC TS 1I Stage-1 46.70 18.89
NLC TS 1I Stage-II 85.61 34.62
NPC-MAPS 18.13 7.33
NPC-Kaiga 1 & 2 55.21 22.33
NPC-Kaiga 3 & 4 58.90 23.82
Vallur (JV) NTPC with TANGEDCO 86.15 34.84
NLC-TNPL Tuticorin 121.33 49.07
NTPC-Kudigi 230.16 93.08
NTPC JNNSM Phase 1 39.27 15.88
NNTPS 52.70 21.31

Total 1980.51 800.92

The PPA with NTPC Ramagundam I & II was expired on 31.10.2017 and the PPA with NLC TPS-II Stage-I & II is
going to expire by 31.03.2021. Power procurement is continued from Ramagundum I & II plant owing to its low price.
Relevant clause which allows the DISCOMs to continue to procure power from these plants is indicated as below:

Provided that this Agreement may be mutually extended/ renewed or replaced by another agreement onsuch terms
and for such further period of time as the parties may mutually agree. In case the bulk power recipient continues to
get the power from the plant, even after expiry of this agreement without further renewal, or formal extension
thereof, then all the provisions of this agreement shall continueto operate till this agreement is formally renewed
/extended or replaced.

These two projects are old stations with pithead fuel facility, and are presently operating as “Base Load Stations” in
AP Power System with cheaper cost. Average Central Transmission Charges to the extent of Rs 0.6/Unit is
currently incurred towards Inter State Transmission Charges under PoC regime, for the procurement of power from all
CGS Stations (except Simhadri-I) and M/s Sembcorp which is an IPP. During December 2021, responding to the
repeated requests of APDISCOMs the Ministry of Power Govt.
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of India has de allocated the remaining 500 MW of Thermal Power capacity from SR & WR stations as part of
bundled power-II scheme. The entire allocated costly thermal power quantum of 625 MW allocatedas part of INNSM-
Bundled Power scheme-Phase-II has been surrendered by APDISCOMSs as a result of their best timely efforts and
keeping the commercial interests to reduced the power purchase cost. Based on the adequacy of the “Base Load”
thermal capacity requirement in the system to extend 24X7 reliable, secured and cost effective power supply to the
Consumers, APDISCOMs are continuing procurement of power from these pithead stations viz. Ramagundam-Stage-
I&II and NLC- TPS-II. For the purpose of ARR exercise for the Current Financial Year and the Ensuing Financial
Year, these projects are taken intoaccount in the Power Purchase Cost calculations.

Joint Sector Projects SDSTPS-Stage-I 2X 800 MW

Andhra Pradesh Power Development Corporation (APPDCL) which is owning & operating Sri. Damodaram
Sanjeevaiah Super Thermal Power Station -Stage-I (SDSTPS-Stage-I) with a capacity of 2X800 MW at
Krishnapatnam. APDISCOMs have 90% share in the Installed capacity of the project as Contracted Capacity.

GGPP-216 MW

The second project covered in the Joint Sector is the GVK-I plant which was bought by APDISCOMs upon expiry of
PPA. The PPA with GVK-I expired on 19.06.2015. Subsequently, APDISCOMs bought the power plant on
22.04.2016 and renamed it as GGPP. The plant is being operated by the employees deputed from APGENCO.
APDISCOMs are at present procuring the energy from this plant based on the approval given by Hon’ble APERC in
the Retail Tariff Order for FY 2021-22. The Plant capacity is 216 MW. Availing the services of AP Genco, the Plant is
being operated. The Plant is presently operated with the available APM Gas.

APGPCL:

APGPCL is a joint sector gas-based power project. Earlier, AP Transco was a one of the participating industry.
APDISCOMs were availing power from this project to the extent of APTRANSCO’s equity share in the project. There
is a change in the share pattern of APGPCL during last financial year, by whichAPGPCL transferred the APTRASCO
shares to the some of the participating industries as per Article 6 of Articles of Association of the company.
Presently there is no procurement of power from APGPCL by the APDISCOMs for during the current financial year
(FY 2022) and the ensuing financial year (FY 2023).

Further, Govt. of AP addressed letter to MoP&NG cancellation of allocation of APM Gas to APGPCL and reallocate
to GGPP(Godavari Gas Power Plant) owned by APDISCOMs/APGENCO to run at full capacity in the interest of
consumers in the state vide letter dated 05.10.2020.
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The aggregate installed capacity of Joint Sector projects is given as under.

tl;llzl;’lfa(:li Contracted Capacity S;EI S;J
SDSTPS 1600 MW Installed Contracted 1440 MW 582.34
GGPP 216 87.35
APGPCL Installed 282 MW - Contracted -0 MW 0.00

Total 1656 669.69

THERMAL — INDEPENDENT POWER PRODUCER

Sembcorp Energy India Limited (Formerly Thermal Powertech Corporation India Limited:

APDISCOMs and Telangana DISCOMs signed PPA with the company for a contracted capacity of 500 MW under
Long term basis through case-1 bidding for a period of 25 years w.e.f. 20.04.2015. APDISCOMs share of contracted
capacity in the plant is 46.11% i.e., 230.55 MW out of the said total contracted capacity of 500 MW. The plant is
connected to CTU network in AP. As per the PPA, APDISCOMs are obligated to reimburse the applicable LongTerm
Open Access (LTOA) charges to the generator.

Hinduja: M/s Hinduja has set up 1040 MW (2X520 MW) Thermal Power Plant at Visakhapatnam. In pursuant to the

directions of Hon’ble APTEL power was availed till 18th July 2020. The issue of procurement of power from this
plant is presently subjudice at Hon’ble Supreme Court of India and as such power is not procured from this plant.

GAS — NEW INDEPENDENT POWER PRODUCERS

APDISCOMSs of erstwhile united AP State entered into long term PPAs with GVK Extension (220 MW),
GVPGL(GMR Vemagiri Power Generation Limited-370 MW), Gouthami CCPP(464 MW) and Konaseema Gas
Power Limited(444.08 MW). These new IPPs were commissioned during the years 2006 (GVPGL), 2009 (GVK
Extension, Gouthami CCPP) and 2010 (Konaseema Gas Power Limited). After bifurcation of AP State, APDISCOMs
of the present AP State were allocated 46.11% of share of capacity in these plants. The Natural gas supplies from RIL
KG D-6 fields to the aforesaid IPPs became zero w.e.f. 01.03.2013. As a result, there is no generation from these
plants as of now. Further, there is no official communication from MoP&NG on the availability of natural gas to these
plants. The e-bid RLNG Scheme ended by 31.03.2017and MoP/GOI has not extended the scheme. Therefore,
APDISCOMSs are not proposing to procure any power from these plants. Further, APDISCOMs are not presently
paying any fixed charges to these plants.

RENEWABLF ENERGY PLANTS

APDISCOMs are having PPAs with the following Non-Conventional/Renewable Energy plants for the second half of
FY 2020-21 and FY 2021-22 as given below. Presently these NCE/RE projects have been allocated to the
APDISCOMSs based on Geographical Location
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Total SPDCL Share
CAPACITY | CAPACIT| CAPACIT | CAPACIT
TYPE OF NCE PROJECT SHARE FY | Y % Y
2021-22H2 | SHARE SHARE SHARE
FY2022- | FY 2021- FY2022-
23 22H2 23
geli)lmass power projects including Co- 122.00 108.00 5538 43,81
Bagasse Co generation 89.00 89.00 40.40 87.19
Mini hydel power projects 37.50 34.70 17.02 34.14
Industrial waste based powerprojects b1.66 7166 033 0.00
Municipal waste 36.15 36.15 16.41 0.00
Solar 3970.03 3970.03 3761.00 3761.00
Wind 4040.90 4040.90 4040.90 4040.90
JNNSM-Ph-I -Bundled Solar 87.00 87.00 87.00 87.00
Total 8404.24 8387.44 8027.94 8059.04
New Thermal Projects:

APGENCO (Thermal) — NTTPS (Stage-V) (formerly VTPS-V) of 800 MW and APPDCL (Thermal)

— SDSTPS (Stage-Il) of 800 MW

The Amended and Restated PPAs are not signed as on date with APGENCO/ APPDCL by APDICOMs for supply of

power to APDISCOMs.

ENERGY AVAILABILITY & DISPATCH

Availability:

The energy dispatches have been estimated after considering the Generators’ projections, actual performance of the
generating Stations during FY 2020-21 and H1 of FY 2021-22, the availabilities approved in the Retail Tariff Order
for FY 2021-22, the availability of fuel, breakdown of units, expiry of the existing PPAs during FY 2021-22 H2 and
FY 2022-23, expected commissioning of new stations and the need to maintain the spinning reserve. The expected
availability of Energy as per the Revised Estimatesfor FY 2021-22 and ARR estimates for the FY 2022-23 in MU are

indicated in the following tables.

S1 ) ) State SPDCL Share
No.. Generating Station / Stage FY 2021-22- | FY 2022-23 | FY 2021-22- | FY 2022-23
Availability | -Availability | Availability | -Availability

1 | Dr.NTTPS 8693.22 9031.68 3515.54 3652.41

2 | Dr.NTTPS-1IV 3455.60 3780.00 1397.44 1528.63
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S1 State SPDCL Share
No. Generating Station / Stage FY 2021-22- | FY 2022-23 | FY 2021-22- | FY 2022-23
Availability | -Availability | Availability | -Availability

4 RTPP Stage-II 3082.68 3104.64 1246.63 1255.52
5 RTPP Stage-III 1401.33 1499.40 566.70 606.36
6 RTPP Stage-IV 4005.03 4620.24 1619.63 1868.42
7 Sub-Toal APGENCO -Thermal 23134.75 25034.76 9355.69 10124.06
8 Srisailam -RCPH 1017.45 843.57 411.46 341.14
9 NSRCPH 134.38 94.40 54.34 38.17
10 NSTPDC PH 94.89 90.00 38.37 36.40
11 Upper Sileru 323.28 476.56 130.74 192.72
12 Lower Sileru 871.38 1094.52 352.39 442.62
13 Donkarai 82.94 96.25 33.54 38.92
14 PennaahoCilam 5.59 5.43 2.26 2.19
15 Mini Hydel (Chettipeta) D.14 D.65 0.86 1.07
16 Machkund 054.16 302.69 102.78 122.41
17 TC Dam 140.53 113.31 56.83 45.82
18 Sub-Toal APGENCO -Hydel 2926.74 3119.38 1183.57 1261.47
19 AP GENCO-Total 26061.49 28154.14 10539.26 11385.52
20 APGPCL Stage I
21 APGPCL Stage II
22 APPDCL Stage -1 7760.45 11141.01 3138.32 4505.42
23 Godavari Gas Power Plant 538.97 474.70 217.96 191.97
24 Joint Sector TOTAL 8299.42 11615.71 3356.29 4697.39
D5 NTPC (SR) Ramagundam I & II 2090.81 2057.31 845.52 831.98
6 NTPC (SR) Simhadri Stage 1 3768.19 3594.27 1523.86 1453.52
7 NTPC (SR) Simhadri Stage 2 1668.61 1555.50 674.78 629.04
28 NTPC (SR) Talcher St. II 1423.55 1316.19 575.68 532.27
29 NTPC (SR) Ramagundam Stage-II1 665.90 555.50 269.29 224.64
30 NTPC Kudgi Stage 1 1681.04 1698.84 679.81 687.01
31 NTECL Valluru 708.44 657.46 286.49 265.88
32 NLC Stage-I 342.94 186.56 138.69 75.44
33 NLC Stage-II 616.84 263.02 249.45 106.37
34 NPC (MAPS) 31.00 47.34 12.54 19.14
35 NPC (Kaiga Unit-LILIII & IV) 758.43 698.93 306.71 282.65
36 gzi;ifigféﬁﬁgggiﬁlpowerLui 963.69 875.00 389.72 353.85
37 NLC NNTPS 395.39 341.76 159.90 138.21
38 JNNSM PH-1 THERMAL 219.81 294.42 88.89 119.06
39 JNNSM PH-2 THERMAL
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State SPDCL Share
13(1) Generating Station / Stage FY 2021-22- | FY 2022-23 | FY 2021-22- | FY 2022-23
Availability | -Availability | Availability | -Availability
40 | CGS TOTAL 15334.64 14142.10 6201.33 5719.06
41 | KSK Mahanadi
42 | Thermal Powertech Corporation India  (1816.85 1707.21 734.74 690.40
43 | Hinduja National Power Corp Ltd
44 | IPP TOTAL 1816.85 1707.21 734.74 690.40
45 | NCE -OTHERS 396.66 447.55 198.91 129.08
46 | NCE-WIND TOTAL 7164.32 6748.35 7164.32 6748.35
47 | NCE-SOLAR Total 2469.24 2420.89 2415.58 2367.27
48 | NCE SOLAR PARKS 2005.31 2035.18 2005.31 2035.18
49 | JNNSM PH-1 SOLAR 32.74 32.74 32.74 32.74
50 | JNNSM PH-2 SOLAR 2679.03 2679.03 2679.03 2679.03
51 | Total NCE 14747.30 14363.74 14495.89 13991.65
52 | INTER STATE TRADERS (SHORT
TERM)
53 | Spectrum Power
54 | LANCO Kondapalli
55 | Total Short Term 0.00 0.00 0.00 0.00
56 | GRAND TOTAL 66259.70 69982.90 35327.51 36484.03
SUMMARY OF ENERGY DISPATCHES(MU)
Total SPDCL Share
Ownership/Source F?{Ri?,izsle; 2 FY 2022- FfRi?,izslej 2 FY 2022-
R 23 (ARR R 23 (ARR
Estimate Estimate) Estimate Estimate)
(MU)) (MU))
AP Genco-thermal 19619.09 24602.81 7933.96 9949.38
CGS 13238.39 14142.10 5353.60 5719.06
Thermal-IPPs 1736.34 1707.21 702.17 690.40
Joint Sector- includes APPDCL 7993.86 11615.71 3232.72 4697.39
Hydel 2926.74 3119.35 1183.57 1261.47
NCE/RE 14747.30 14363.75 14495.89 13991.66
Market/Short Term 9230.18 5264.31 -4899.33 ~6572.59
Total 69491.90 74815.24 28002.59 29736.76
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DEFICIT /SURPLUS

Adequacy of resources from all available generating plants to meet the grid demand is given below. After
considering the generation from above availabilities from different kinds of plants on monthly basis, there are
deficits/surpluses for different months across the State as shown in the following Table:

State SPDCL
Availabilit Availabilit
Month Grid E Nersy | from all ' Deficit/ Grid .Energy from all ' Deficit/
Requirement | ¢ oc | (Surplus) | Requirement| o .00 | (Surplus)
(MU) (MU) (MU) (MU)

Apr-22  6310.78 5771.34 ~539.44 2496.08 2931.01 434.93
May-22 [6363.07 6087.70 -275.37 2388.06 3238.20 850.14
Jun-22 613547 6205.08 69.61 2199.26 3521.79 1322.53
Jul-22  [5976.86 6286.76 309.90 2279.91 3444 .51 1164.61
Aug-22  16352.86 6246.20 ~106.66 2548.46 3350.42 801.97
Sep-22  6014.09 6066.53 52.44 2370.17 3270.76 900.58
Oct-22 6098.11 5162.24 ~935.87 2440.51 2584.81 144.30
Nov-22  [5928.70 5305.54 -623.16 2329.85 2631.38 301.53
Dec-22  [5931.08 5441.56 ~489.52 2396.71 R2747.11 350.41
Jan-23  6289.96 5913.98 ~375.98 2588.56 2954.66 366.09
Feb-23  6264.60 5469.58 ~795.02 2649.21 2763.99 114.78
Mar-23 [7149.67 6026.36 ~1123.31 3049.98 3045.39 ~12.61

Total 74815.24 69982.87 -4832.367 29736.76 36484.03 6739.27

DISCOM proposes to bridge the monthly deficit wherever it is incidental though procurement from Market such
as from Energy exchanges (IEX & PXL) or through DEEP-E Bidding portal or through any other competitive
means.

POWER PURCHASE COST

APGEN TATION.

FIXED COSTS IN RS.CRS

In respect of Dr NTTPS-LILIII & IV and RTPP -LILIII, the fixed costs for FY 2020-21 H2 and for the ensuing

financial year FY 2021-22were adopted as per the AP Genco Tariff Order for the 4th Control period dated 29-04-
2019 issued by the Hon’ble APERC. For RTPP-1V, the fixed charges as indicated in the AP Genco filings in OP
No. 35 of 2018 are adopted as the matter of determination of tariffs is under examination of the Hon’ble APERC.
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STUDENT SELF EVALUATION

Name of the Student : K. NARENDRA
Registration Number : 2042005066026
Term of Internship : 01.11.2022 to 28.02.2023

Date of Evaluation :

Organization Name & Address: Accounts Department, APSPDCL, Kadiri.

1 | Oral Communication 1 12 13 |4 |5
2 | Written Communication I |2 |3 (4 |5
3 | Proactiveness 1 |2 |3 |4 |5
4 | Interaction ability with the community |1 |2 |3 |4 |5
5 | Positive Attitude 1 |2 |3 |4 |5
6 | Self-confidence I |2 |3 |4 |5
7 | Ability to learn 1 (2 |3 |4 |5
8 | Work Plan and Organization 1 (2 |3 |4 |5
9 | Professionalism 1 |2 |3 |4 |5
10 | Creativity 1 |2 |3 |4 |5
11 | Quality of work done I |2 |3 |4 |5
12 | Time Management I |2 |3 |4 |5
13 | Understanding the community 1 (2 |3 |4 |5
14 | Achievement of Desired Outcomes I |2 |3 (4 |5
15| OVERALL PERFORMANCE 1 |2 |3 |4 |5

Date: Signature of the Student



EVALUATION BY THE SUPERVISOR OF THE INTERN

ORGANIZATION
Name of the Student ; K. NARENDRA
Registration Number : 2042005066026
Term of Internship : 01.11.2022 to 28.02.2023

Date of Evaluation

Organization Name & Address: Accounts Department, APSPDCL, Kadiri

Name and Address of the Supervisor with Mobile Number: M. NAGE NAIK
AAO, APSPDCL,

Kadiri
9440813997
1 | Oral Communication 1 [2 13 |4 |5
2 | Written Communication I |2 |3 (4 |5
3 | Proactiveness 1 |2 (3 |4 |5
4 | Interaction ability with the community |1 |2 |3 |4 |5
5 | Positive Attitude 1 |2 (3 |4 |5
6 | Self-confidence I |2 |3 |4 |5
7 | Ability to learn I |2 |3 |4 |5
8 | Work Plan and Organization 1 |2 (3 |4 |5
9 | Professionalism 1 |2 (3 |4 |5
10 | Creativity 1 |2 (3 |4 |5
11 | Quality of work done I |2 |3 |4 |5
12 | Time Management I |2 |3 |4 |5
13 | Understanding the community I |2 |3 |4 |5
14 | Achievement of Desired Outcomes I |2 |3 (4 |5
15| OVERALL PERFORMANCE 1 |2 |3 |4 |5

Date: Signature of the Student



INTERNSHIP ASSESSMENT STATEMENT

Name of the Student ; K. NARENDRA

Programme of Study : B.Com.,

Year of Study : 2023-24

Group Computer Applications

Registration Number : 2042005066026

Name of the College : S.T.S.N Govt. Degree College, Kadiri.

Name of the University:  Sri Krishnadevaraya University,

Anantapuramu.

S.No | Evaluation Criteria | Maximum Marks | Marks Awarded
1 | Activity Log 10
2 | Internship Evaluation 30
3 | Oral Presentation 10
Grand Total 50
Date: Signature of the Faculty Guide




EXTERNAL ASSESSMENT STATEMENT

Name of the Student : K. NARENDRA
Programme of Study : B.Com.,
Year of Study : 2023-24
Group : Computer Applications
Registration Number : 2042005066026
Name of the College : S.T.S.N Govt. Degree College, Kadiri.
Name of the University:  Sri Krishnadevaraya University,
Anantapuramu.
S.No Evaluation Criteria Maximum Marks
Marks Awarded
1 Internship Evaluation &0
2 | For the grading given by the supervisor of 20
the Intern Organization
3 Viva-Voce 50
Total 150
Grand Total (Ex. SOM + INT. 100M) 200

Signature of the Faculty Guide:

Signature of the Internal Expert:

Signature of the External Expert:

Signature of the Principal with Seal:




