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ABSTRACT
This report is a summary of all work experience I have been able to gather during  my SIWES training programme at MARINDOTI COMPUTER &EDUCATION INSTITUTE. The report contain all my experience gained. In conclusion is a summary of what I learnt in my four months SIWES Programme.





















CHAPTER ONE
1.0	INTRODUCTION
Man came into the world to acquire wealth, wisdom, knowledge, skills and a healthy living. In other word, man goes after a career to make the dreams realistic. In a particular chosen career there are various step one must undergo to achieve his/her ultimate goal.
With this illustration above and the perambulation is that Student Industrial Work Experience Scheme [SIWES] is a criticism to the attainting of award of National Diploma [ND]. It is aimed at showing the students the practical about chosen career especially in accounting department.
Also, this study is an over view of the Student Industrial Work Experience Scheme [SIWES] carried out at the Marindoti Computer & Education Institute.

1.1 LOCATION AND BRIEF HISTORY OF ESTABLISHMENT
Marindoti Computer & Education Institute was established some years ago which control and managed by director. This organization was established was to make a proper planning and development with full authority
I have taught many things that I have learned when I was in school and other related work. 

1.2 AIM AND OBJECTIVE OF THE SIWES
SIWES was established based on the agreement reached among many industrial and Federal Government to bridge the gap between the theoretical knowledge and practical skills institution to enable students to apply the theoretical skills in the working place.

1.3  	SIWES OBJECTIVES
i. 	It strengthens employee involved in the entire educational processes
ii. 	It exposes students to know methods that may not be available in the institution
iii. 	It exposes students to what they are likely to face after graduating from the institution
iv. 	It provide an avenue for student of higher learning to acquire skills and experience of their field of study. 

CHAPTER TWO

2.0 DESCRIPTION OF THE ESTABLISHMENT OF ATTACHMENT
Marindoti Computer & Education Institute is a fully indigenous Nigerian company that provides clients with quality, cost effective and IT and security solutions. Marindoti Computer & Education Institute focuses on total client satisfaction. 

2.1VISION OF THE COMPANY 
To be a first choice Information and Communication Technology (ICT) company with idea of rendering unmatchable excellent professional solution to our clients in line with emerging technology.
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CHAPTER THREE
3.0  INDUSTRIAL EXPERIENCE
3.1  INRODUCTION TO COMPUTER
What is a computer?
	Believe it or not, a computer is just an appliance machine built from plastic and metal, designed to automate routine tasks. Some appliances, line television amd CD Players, add enjoyment to everydat life. Computer do both of course, a computer is machine that is used to process data.
DEFINITION:
	A computer is a machine or device which, under the control of r store program, can accept data in prescribed form, process the data and supply the results as information in specified form. There are three point to note about this definition.
	Computer is a machine, it consists of electronic and electro mechanical parts working together, to process data. This machine parts are referred to as computer HARDWARE.
· Computer process data, essentially; a computer processes data, automatically, its performs three major function.
i. It accept data, this often referred to as input
ii. It processed data
iii. It supplied data or information output
· A computer is control by a store program; a program is a set of instructions, which tell the computer what to do. The general terms used to describe computer program are SOFTWARE, in contract to HARDWARE.
A program is normally store in the computer’s memory while the instructions are being carried out.
Professional trained in the art of instructing the computer to solve the problem normally write these programs.
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out, and re-used again whenever required. When a computer is used data must be presented to it in prescribed form, this is called data imput format. This form in which data is supplied to the computer is that in which the program is also used to determine the format in which the result are to be supplied.

ELEMENTS OF COMPUTER
It includes:
· Hardware
· Software
3.2 CHARACTERISTICS OF COMPUTER
· Speed 
· Capacity
· Versatility
· Programmability
· Reliability 
· Storage facility
· Retrieve access
SPEED: This is the ability to process at very fast rate accuracy. The computer is faster than all other machines e.g calculator adding machine, cash register.
CAPACITY: I t can be used for many things. The same computer can be for all the things the other information processing tools can be for, such as addition, subtraction, multiplication division etc. it can also be used to process many other

things they cannot do, such as the processing examination results the keeping of student record.
PROGRAMMABILITY: Ability to be instructed. This is seen with programming language.
RELIABILITY: Computers are reliable, just they are accurate. Computer will always do what they are expected to do.
RETRIEVED ACCESS: Data and information stored in the computer can be retrieved whenever they are needed.

3.3 	INTRODUCTION TO MICROSOFT WORD.
Microsoft word is type different document, to Edit, speel check and formatting. 
Microsoft word is one of the WORD PROCESSING packages.

STARTING MICROSOFT WORD
	When Microsoft word is started, a new document window open, we now ready for document or data. The Microsoft word has a basic component of bars: a title bar, a menu bar, a control menu box, minimize and restore buttons and scroll bars. They function in the same ways as other window applications. Microsoft word application windows allow us to open up to nine documents at the same time (if the computer has enough available memory). At the botton of the screen in the status bar. We can use mouse to execute a command in Microsoft word in the same ways as windows applications. The menu bar located before the title bar to select an option from the menu bar, position the mouse pointer on the menu name and clicks the left mouse button once. A pupils down menu appears, click on the desired option. Which consist of different menu?
1. FILE MENU: Which is used for opening, closing saving and printing of document
2. 
EDIT MENU:  This is used for editing an already created document, which is under processing (Like: cut, copy, paste, select all)

3. VIEW MENU: The views menu is used for setting or resetting of a document view e.g normal view, online layout, page layout and master document.

4. INSERT MENU: This is used for inserting page numbers; it is equally used for importing pictures into a document.

5. FORMAT MENU: This menu is used of general formatting of a document such as: font size, paragraphing, putting borders and shading to document, arranging the documents inform of columns, changing the cases of characters from lower case to the upper case and vice versa.

6. TOOLS MENU: This consists of command option like: spelling, grammer, language, merge document. Protect document
7. TABLE MENU: It is used for drawing and inserting of tables into documents, it is also used for sorting text.

8. WINDOW MENU: This is used to handle and process two or more document, keep track of all the opened documents.

9. HELP MENU: It consists of the options involving the online MS word user guide.

CREATING A DOCUMENT: When you start Microsoft word, switch on the system, after booting processing, the windows open, position your mouse pointer on start menu, select program from the pull up menu, click on MS word to launch Microsoft word. This will open a blank document where data can be typed.
‘Document1’ appears on the documents title. We just start typing on the new page which starts all the right margin of the document.
		The (Enter) key should not be used to:
i. End a short line such as data, salutation
ii. Create a blank line
iii. 
End a paragraph and

iv. Create a new paragraph

SAVING A DOCUMENT: If a document is not saved. It will lose after exiting the Microsoft word document. Document can be saved through this step. Click on file, select SAVE AS from the pull down menu. The save as dialogue box will be displayed and the filename should be supplied. Clicking on the OK button will save the document that we are work on.
MOVING COPYING AND DELETING TEXT: To perform any of this function of need to select the block. After selection, just press the delete key to move after selecting the block, select cut from the edit menu move the new position and then you select paste also from the menu.

3.4 	DESCRIBING MICROOFT EXCEL ENVIRONMENT

When Microsoft Excel is fully loaded into the computer memory the following will be seen.
· The spreadsheet/worksheet
· Rows, Columns and cells
· The mouse pointer and cursor
· Working menu and bars
PLOTTING CHART

Charts are graphical representation of the data in a data in a woeksheet. They are appealing and makes it easy for user to set comparisons patterns and trends in data. For instance, rather than having to analyse several columns of worksheet you can see at a glance whatever the student in a given class actually make the required average to pass. 

Steps in plotting chart:
1. Select the whole data you want to produce it’s chart/graph.
2. Click on insert on the menu bar
3. On the submenu that appear, click on chart
4. Another dialogue box will appear where you have to select the type of chart you want
5. Locate and click on finish to complete the process so the chart will be displayed.

HOW TO CALCULATE SUM
We use sum when calculating addition in excel. And before spreadsheet can respond to any mathematical command. It must be entered as equation. Therefore, to enter a functional as an equation. We must firstly start with “equals to” (=) sign

Steps in calculating sum:
1. Firstly, the data must entered correctly as shown below
2. Then keep your cusor on the location you want sum to be displayed by clicking the mouse there
3. Type =sum now type “(“ then, click the mouse on the fist cell you want to sum now type“:” click mouse on the last cell containing the data to be sum 
4. Then close the bracket “(“
5. Press enter on the keyboard.



TEXT ALIGNMENT
One can choose to rotate their text to a given angle when working in MS-Excel.
Steps in apply text alignment:

1. Select/highlight the text to be aligned
2. Click of format on the menu bar
3. On the submenu displayed, click on cells
4. Locate and click on alignment on the dialogue box displayed
5. Locate degree under orientation, click on the degree type in the rotating angle you want e.g 150,300,500, 900
6. Click on OK.
SHADING THE CELLS

You can choose to add pattern or color to your worksheet to emphasize some certain point or to enhance it appearance.

Steps is shading the cells:

1. Select the cells to be shaded
2. Click on format on the menu bar
3. Click on cells on the submenu displayed
4. On another dialogue box displayed, click on patterns
5. Then, click on the color you want
6. Locate the arrow in front of pattern and click on it, where you will choose the pattern
7. Click on OK.



CHAPTER FOUR
4.0 	CHALLENGES

It is a critical clear that SIWES is an experience programme for students because it is in the programme that student will be impact to withstand the challenges of life in the office after graduation.

4.1	KNOWLEDGE, GAINED DURING THE SIWES

The student industrial work experience scheme (siwes) exercise has contributed greatly in my academic carrier, because I have gain some experience which is very useful to my field of study. The first advantage acquire during my industrial training programme was that I was taught computer component i.e. hardware and software, how to launch computer pakages such as; Ms word, Ms excel e.t.c

CHAPTER FIVE
4.0 	CONCLUSION AND RECOMMENDATIONS
4.1	CONCLUSSION

In this four months Industrial Training experience, what I have gained about in my course of study is beyond practical experience alone, should one talk of exposure one derive from fellow colleague or the establishment itself, the logical way of reasoning of the management, and ability to develop talent in youth. I must be sincere, I am not a novice to computer operation and its configurations. I therefore, recommend that, the school should to ITF so that student  will not only be loaded with the theoretical knowledge only, but will also practicalize what have learned in school.

4.2 	RECOMMENDATIONS

I like to use this medium to explore the federal Government at all stage to take this SIWES program more seriously seen by the students of applied science as a virtual improvement in future of technology in our nature.

Government should also ensure a proper supervision of SIWES student so that the purpose of the programme will be achieved.
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