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i i \pe of Assessment

Descriptive (Practical)

On Completion of this course the students will be able to

e Understand the basic concepts of Ms-Excel.

I Couise Gulocome Solve the mathematical concepts by various Ms-Excel

Functions.
e Create and edit a Pivot Table and Chart.

&

I et

Create, Inspect and Modify a recorded macros in Excel.

!
i

43 out of 54 Students scored above 60% of Marks

Gulcome Attainiment

Hedbdck Question Analysis -~ Questions Asked

Parameters

The Cowrse content was in line with my expectations

CGeneral content of the Course

The Course provided additional knowledge and skill

Well-designed Practical sessions

!

Schedule of the classes and other relevant details have been informed pmmpl'\
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KONGU ARTS AND SCIENCE COLLEGE

(An Autonomous Institution, Affiliated to Bharathiar University, Coimbatore)

ERODE - 638 107
DEPARTMENT OF COMMERCE CA
VALUE ADDED COURSE (2021- 2022) - PROPOSAL

Date: 26.05.2021

Submitted to the Principal ‘
We are planning to conduct a Value Added Course titled “20VCCEE — EXCEL SKILLS
FOR EMPLOYMENT?” for all Department Students. The course will be benefitting the students for

their career and placement activities. We kindly request you to grant permission for conducting the

same,

COURSE DETAILS:

Name of the Course 20VCCEE — Excel Skills for Employment.
Duration of the Course 40 Hours
Conducting Department Commerce CA

Ms. PRIYANANDHINLN

Course Coordinator(s :
akox(g) Assistant Professor, Commerce CA

Paper - 1
Assessment Type Section A y
(Total : 100 Marks) Practical Examination
L (2 x 50=100 Marks)
OUTCOMES:

On Completion of this course the students will be able to

.'

¥ Understand the basic concepts of Ms-Excel.
%+ Solve the mathematical concepts by various Ms-Excel Functions.

¢ Create and edit a Pivot Table and Chart.

>

% Create, Inspect and Modify a recorded macros in Excel.
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Course Coordinator Head of the Department
HEAD OF THE DIFARTMENT
DEPARTMENT QF COMIMERCE (CA)

KONGU ARTS AND SCIENCE COLLEGE

(AUTONOMOUS)

ERODE - 638 107. LR/
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KONGU ARTS AND SCIENCE COLLEGE

(An Autonomous Institution, Affiliated to Bharathiar University, Coimbatore)

ERODE - 638 107

DEPARTMENT OF COMMERCE CA

VALUE ADDED COURSE(2021- 2022) - CIRCULAR

Date: 22.07.2021
Ref. No.: KASC-AE/COMCA/VAC/2021-22/01

It is informed that Value Added Course on “20VCCEE - EXCEL SKILLS FOR
EMPLOYMENT” will be conducted from 23.10.2021 (Saturday). Registration will be on First-

Come First-Serve basis. Students are asked to enroll your names for the above mentioned course as
earlier as possible through Google form link.

1T Year II Year I Year
httns://tinyurl.com/yybu26lkr https:/tinyurl.com/4w595scu https://tinyurl.com/3zafffir5
Last date for Registration : Last date for Registration : Last date for Registration :
29.07.2021 05.08.2021 15.10.2021

HoDs and respective Department Staff Members are instructed to follow-up the same.

Your whole hearted co-operation is needed to conduct the sessions in a gentle manner.

Total instruction Hours : 40 Hours

Course Coordinator : Ms. PRIYANANDHINI.N.
Assistant Professor/Commerce CA

Mail-id . kasccommerceca@gmail.com
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Head of the Department Principal

HEAD OF THE DEPARTMENT
DEPARTMENT GF COMMERCE (CA)
KONGU ARTS AND SCIENCE COLLEGE
(AUTONOMOUS)
Copy to: ERODE - 638 107.

All Department Notice Board
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KONGU ARTS AND SCIENCE COLLEGE

(AUTONOMOUS)

ERODE - 638 107

DEPARTMENT OF COMMERCE (CA)
Academic Year 2021-2022

VALUE ADDED COURSE ON
EXCEL SKILLS FOR EMPLOYMENT

e Introduction to MS-Excel

e Functions

e Conditional Formatting and
Data Sorting and Filtering

e Pivot Tables and Pivot Charts
Macros

e Understand the basic concepts of
Ms-Excel

e Solve the mathematical concepts _

by various Ms-Excel Functions.
e Create and edit a Pivot Table and All the UG Students

Chart.
e Create, Inspect and Modify a

recorded macros in Excel. _
Ms.N.PRIYANANDHINI

Assistant Professor

Department of Comm rce (CA)
Dr N "AN

(K@NGU e fi?icec
.‘qfﬂvh:l‘-‘ 7£e Brar KONGU ARTS H( JOMOUS)

NANJM&% urp ERUDE




KONGU ARTS AND SCIENCE COLLEGE

{An Autonomous Lnstitution, Affiliated te Bharathiar University, Coimbatore)

ERODE - 638 107
DEPARTMENT OF COMMERCE CA
VALUE ADDED COURSE - SYLLABUS

20VCCEE - EXCEL SKILLS FOR EMPLOYMENT

Course Objective: To impart the knowledge of advanced skills in excel.

i |
PUNIT | Introduction to MS Excel | 8 Hours

= . | 1

e R e TS

Introduction to MS Excel. Quick review on MS Excel Options, Ribbon, Sheets- Saving Excel File as PDF -
Using Excel Shorteuts with Full List of Shorteuts - Copy. Cut, Paste. Hide, Unhide, and Link the Data m
Rows, Columns and Sheet - Using Paste Special Options -F mmatlmg Cells, Rows, Columns and Sheets.

UNIT I Functions 8 Hours

Lookup and Reference Functions- Logical Function-Date and Time Functions-Information: Functions-Math
and Trigonometry Functions-Statistical Functions-Text Functions.

UNIT ! Conditional Formatting and Data Sorting and Filtering 8 Hours
I

Conditional Formatting- Multiple Cell Rules-Color Scales - Icon Sets - Creating New Rules and Managing
Existing Rules-Sorting Data A-Z and Z-A-Using Filters to Sort Data-Advance Filtering Options.

UNIT IV Pivot Tables and Pivot Charts 8 Hours

Creating Pivot Tables- Using Pivot Table Options-Changing and Updating Data Range-Formatting Pivot
Table and Making Dynamic Pivot Tables- Creating Pivot Charts-Types of Pivot Charts and Their Usage-
Formatting Pivot Charts and Making Dynamic Pivot Charts.

E N .
i UNITV | Macros 8 Hours

Macro Security- Recording a Macro- Assign a Macro to a Button or Shape- Run a Macro upon Opening a

Total Hours | 40 Hours
L i Ly A : i

1
M
‘ Workbook- Inspect and Modify a Macro
i
|
l

Reference Books

e Microsoit excel 2013- Microsoft excel 2013
o Microsoft excel 2013 —~Wiley
w \huw\u'iu\ul_ﬂ” Micrusult eace] 2013

e " Muz-Office 2000 — Joyeee Cox
(i)l]!\ﬁ_ ()ufumie On C Unlp‘umi‘ ol this course the students will be able to
¥ y ez concepts of Ms-txeel.
o S0l < TGN concepts by varieus Ms-Excel Functions, Dr. N. RAMAN
i PRINCIPAL,
° ble and Chart s .
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20VCCEE- EXCEL SKILLS FOR EMPLOYMENT - FINAL ENROLMENT LIST

KONGU ARTS AND SCIENCE COLLEGE

(An Autonomous Institution, Affiliated to Bharathiar University, Coimbatore)

ERODE - 638 107

DEPARTMENT OF COMMERCE CA
ACADEMIC YEAR : 2021- 2022

S. No. REG. NO. NAME OF THE STUDENT CLASS
e ] 19UCRBI1004 ARUNENTITIRAN M (11 B.Com BANKING & INSURANCE
o : [9UCRI3S NITHIS KUMAR D 111 B.Com BANKING & INSURANCE
2 19UCBI038 PRANEETH. S 111 B.Com BANKING & INSURANCE
__4 19UCBIN39 PRASANTIT S [ In'B.Com BANKING & INSURANCE
. 190CBI0S8 VISNU PRASADIT V 111 B.Com BANKING & INSURANCT:
o ; 191 ICRINSY VIVIN SURYA G 111 B.Com BANKING & INSURANCE
T T OECROT KARANKUMAR C ) 11T B.COM(CA)
T'_ 5 I9UCCA023 | KOWSIICK K I B.COM(CA)
- Y 19UCCA036 | PREM.N M B.COM(CA)
25 K I9UCOMO0S | BHAVADHARSHINI R I B.COM
i ||| 19UCOM009 | DIAARINIS 1 B.COM )
5 19UCOMOI9 | HARINTV I 11 B.COM
o 19UCOM024 | KAVINA S 1 B.COM
| 4"_‘ 19UCOMO70 | GIRIJESH B T TmB.Ccom
s 19UCOMO71 | GNANA SOORYA. K. C M B.COM
e 19UCOM072 | GOWRI V 111 B.COM
o 19UCOM074 | HARTHARAN S 11 B.COM
e 19UCOMO80 | KEERTHIVASAN § 111'B.COM
1 19UCOM095 | RAGAVIS 1M B.COM !
st 19UCOM102. | SASIDITARAN V N1 B.COM
51 I9UCOMI17 | VIDHYAK 11 B.COM N
= 3 20UCCAO0T | AKASILK I B.COM(CA)
[ 55 20UCCAO0T DINESITKUMAR K 11 B.COM(CA) |
5y | 20UCCAOIZ [ ELANGOB T IIB.COM(CA) __J!
B 20UCCADI7T | HARISANKAR S NB.COMCA) |

KONGU ARTS AND SCIE
(AUTONOMOUS)
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KONGU ARTS AND SCIENCE COLLEGE

(An Autonomous Institution, Affiliated to Bharathiar University, Coimbatore)

ERODE - 638 107

DEPARTMENT OF COMMERCE CA
ACADEMIC YEAR : 2021- 2022

20VCCEE - EXCEL SKILLS FOR EMPLOYMENT - FINAL ENROLMENT LIST

sxo. | REG.NO. | NAME class
| 5 20UCCA027 | MAHESH. C I B.COM(CA)
=% é_] 20UCCADA] SATIEESTT KUMAR C 11 B.COM(CA)
5 20UCCAN62 | ARUNA § 11 B.COM(CA)
|,y | 20UCCADR2 | KAILASHG 11 B.COM(CA)
- 20UCCA087 | MALLIKA POOJAA H 11 B.COM(CA)
& 20UCCANI0 | SREERAMT 11 B.COM(CA)
= 200COMO03 | ARUNA S 1 1B.COM
3 200ICOMOD6 | DRERPAN M IB.COM
_w_ | 700COMO010 | DHARSHINI P nBcomM
W 20UCOMO1A Gom'n ™ 1B.COM
5 50UCOM032 | MAIDEESWARAN S ITB.COM
Gk % 20UCOMO036 | NANDHINIJ ITR.COM
” 20UCOMO41 RAGUIL N 11 B.COM
39— 20UCOMO45 | SAKTII A g 11 B.COM
i 20UCOMO33 | SNEHA K 11 B.COM
1 20UCOMO65 | ASWIN.K.A 11 B.COM
5 20UCOMOG8 | DIIARANIL M 1B.COM
- 20UCOMO70 | GOKLII KANNAN K N 13.COM
B W 20UCOMO077 | ISHWARYA C |l nB.com
" 20UCOMO83 | KANISHKA.S T B.COM
" 200UCOMO08S | KAVIPRIYA. N 11 B.COM -
£ 20UCOMO86 | KESITIKA. R N B.COM o
” 200COMO89 | MYTHILIK TR.Ccom
4o | 20UCOM96 { SABIAARTHIM T iReom *?
5';1' 11 B.COM |

Dr. Pséiﬁ&ﬁ-\ﬂe’!AN
PRINCIPAL.
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KONGU ARTS AND SCIENCE COLLEGE

(An Autonomous Institution, Affiliated to Bharathiar University, Coimbatore)

ERODE - 638 107

DEPARTMENT OF COMMERCE. CA
ACADEMIC YEAR :2021- 2022

20VCCEE — EXCEL SKILLS FOR EMPLOYMENT - FINAL ENROLMENT LIST

| S.NO. REG. NO. ‘ NAME CLASS
b = 20UCOM104 !{ SIBIRAJ R K 11 B.COM
B 5 20UCOMI05 | SINDITU R 11 B.COM
” 200COM108 | SUBBULAKSHMIB 11 B.COM ﬁ
g - 201ICOM109 | SUDHEKSHA S 11 B.COM.
b 20UCOM11S | TITANUPRIYA M 11 B.COM
_;’* T 0UCOMIIS | VENKATAKRISHNAN N “TuBcoM
Lo _ﬂ_— 1 200COMI !’?T‘!' VENUGOPALR 11 B.COM
{_ < 20UCPAOS 1i DHANANI B 11 B.COM PROFESSIONAL ACCOUNTING
‘IF % 20UCPAOSO | SRIMATIH BB 11 B.COM PROFESSIONAL ACCOUNTING |
!| . 20UCPAO5! | SRINITHL. T 11 B.COM PROFESSIONAL ACCOUNTING
r' 1 21UCCA 117 | THASNEEM FIRTHOU?. I B.COM(CA)

N |9

Head of the Department Principal
HEAD OF THE DEPARTMENT PRINGIPAL

DEPARTMENT OF COMMERCE (CA)_KONGU AR

KONGU ART= A3 SCIENCE COLLEGE “f;f; I:((’)D'S"(t'*zl;iji;: COLLEGE
(AL TOROMOUS oy AU TORCROL
Bl oy L,NAN.;ANAPU&AM. ERODE - 638 197,
Dr. N. RAMAN
PRINCIPAL.
KONGU ARTS AND SCIENCE COLLEGE
(AUTONOMOUS)

NANJANAPURAM, ERODE - 638 107.



KONGU ARTS AND SCIENCE COLLEGE

(An Autonomous Institution, Affiliated to Bharathiar University, Coimbatore)

ERODE - 638 107

DEPARTMENT OF COMMERCE CA
ACADEMIC YEAR : 2021- 2022
SCHEDULE FOR THE VALUE ADDED COURSE
20VCCEE — EXCEL SKILLS FOR EMPLOYMENT

Nﬂ Date i Time Topics Covered Efg:sy ”l;:]t:ﬁ
23.10.2021 © 09.00- 10.00 | Introduction to MS-Fxcel, Quick review on options. Ribbon ;
23.10.2021 l 10.00- 11.00 Saving Fxcel as PDF. Shorteut Keys, Cut. Copy, Paste. Hide.Unhide |
23.10.2021 | 11.00- 12.00 | Menu Bar | .
23.10.2021  12.00- 01.00 | Functions. Paste Special, Formatting Cells, Rows _Columns . Sheets I
25.10.2021 03.20- 04.20 | Insert Chart. Images. Grouping and Ungrouping 5 I
26.10.2021 | 03.20- 04.20 | Link the data in Row, Columns and Sheets il § [
27.10.2021 " 03.20- 04.20 | Practical on hyper linking data |
28.10.2021  10.00- 11.00 | Practical on Formatting cell or; newspaper |
12.11.2021 10.00- 11.00 | Lookup and Reference Functions. \

10 14.11.2021 I(}.()()- 11.00 | Logical Function-Date and Time Functions I
27.11.2021  09.00- 10.00 | Information Functions 1 [

12 | 27112021 T10.00- 11.00 Math and Trigonometry Functions L !"_

13 27.11.2021 ; 11.00- 12.00 | Statistical Functions : i o

14 29.11.2021 ' 03.20- 04,20 | Text Functions (

5 30.11.2021 03.20- 04.20 | Practical on H lookup, V lookup i "

16 04.12.2021 ‘ 10.00- 11.00 | To find out Mean. median, mode i i)

17 | 29-10.2021 ‘ 10.00- 11.00 | Introduction to Conditional IFormatting and its importance ‘Mﬁ

18 30.10.2021 I 09.00- 10.00 | Application of Multiple Rules . Color Scales | |

19 30.10.2021 1 11.00- 12.00 | Usage of Icon Sets — Creation of New Rules |

20 02.11.2021 ‘r 03.20- 04.20 | Managing existing rules , Do and Don’ts in Forméﬁﬂ%g | -7
11.11.2021 ! 09.00- 10.00 | Sorting of Data . A to 7 and 7. to A sorting , Custom Filters i ™

5y | V1202 i 000 1100 | Pam Filtering - Advance Filtering Options ’ i B

73 11.11.2021 © 11.00- 12.00 | Practical on sorting of data i |

5q | 13012021 10.00- 1100 | Practical on filtering of data _ |

5 ?O‘I/(L:j,}l:-—~liﬂi)p\l 1.00 | Creating I‘i-\x;lrt_ul)le_:md LjsiMthf%mjpﬁ -_ ‘ - : \7

Dr. N. RAM AN
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KONGU ARTS AND SCIENCE COLLEGE

(An Autonomous Institution, Affiliated to Bharathiar University, Coimbatore)

ERODE - 638 107

DEPARTMENT OF COMMERCE CA
ACADEMIC YEAR : 2021- 2022
SCHEDULE FOR THE VALUE ADDED COURSE
20VCCEE - EXCEL SKILLS FOR EMPLOYMENT - ATTENDANCE

S. Theory | Lab
| Time Topics er i
No. Date i opics Covered Hours | Hours
26 01.11.2021 03.20- 04.20 (.il1ang|ng and Updating Data Range Pivot Table |
with example .
27 06.11.2021 09.00- 10.00 Fgl'ma}mng PlVf)l I'able and Making Dynamic !
Pivot Tables with example
28 06.11.2021 10.00- 11.00 | Create Pivot Charts and types of Chart l
29 06.11.2021 11.00-12.00 | Formatting Chart and updating Chart : [
. 03.20- 04. : 2]
30 08.11.2021 13,20 .20 Making Dynamic Pivot table and Chart § =
31 9.11.2021 (03:20-04.20 To Create a Pivot table and update the values \
20)- s
32 10.11.2021 320020 To Create a Pivot Chart and update the values ] -
33 17.01.2022 10.00- 11.00 | Introduction to Macros |
34 17012022 | 11.00-12.00 | Macro Security 1
35 18.01.2022 10.00- 11.00 | Recording a Macro in a Worksheet !
36 18.01.2022 11.00- 12.00 | Assign a Macro to a Button or Shape I
37 19.01.2022 10.00- 11.00 | Run a Macro upon opening a workbook i
38 19.01.2022 | 11.00-12.00 | Inspect and modify a Macro !
19 20.01.2022 10.00- 11.00 Practical on Macro security , recording and run a \
T macro upon a worksheet
40 20.01.2022 L1.00- 12.00 Pracpcal on assign a macro to a button or shape, i
modification on macros.
Total 03 237
T(Jtal Hours (Theory + Lab) 40 Hours
Assessment Date & Time : 02.04.2022 (Saturday) & 10:00 am to 01:00 pm
Type Of Assessment : Practical Questions

‘\\ W Wb )
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Head of the Department Prmupal
HEAD OF THE DEPARTMENT FRINCIPAL,
DEPARTMENT OF COMMERCE (CAKONGU ARTS AND SCIENCE COLLEGE
KONGUARTS AND SCIENCE COLLLGE (ALUTONOMOUS

[AUTONOMOUS) NANJANAPURAM, ERGUE - 538 107.
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KONGU ARTS AND SCIENCE COLLEGE

ERODE - 638 107

(An Autonomous Institution, Affiliated to Bharathiar University, Coimbatore)

DEPARTMENT OF COMMERCE CA

20VCCEE, — EXCEL SKILLS FOR EMPLOYMENT - ATTENDANCE
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KONGU ARTS AND SCIENCE COLLEGE

ERODE - 638 107
DEPARTMENT OF COMMERCE CA

20VCCEE — EXCEL SKILLS FOR EMPLOYMENT - ATTENDANCE

(An Autonomous Institution, Affiliated to Bharathiar University, Coimbatore)
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KONGU ARTS AND SCIENCE COLLEGE
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1. Open an Excel workbook.

a) Create a timetable of your class. b)Modify the width of a column.

¢) Insert a column between column A and column B, then insert a row between row 3 and row 4.
d) Delete a column or a row. e) Move a column or row.,

f) Try using the Text Wrap command on a cell range. g) Try merging some cells together.

2. Open an Excel workbook.
a) Analyse the business performance using Purchase, Sales and Profit.
b) Use worksheet data to create a chart.
c) Change the chart layout.
d) Apply a chart style.
e) Move the chart.

3. The following data represents the temperature measurements recorded every 4 hours for a patient, for five
days period of time. Frame the table and perform the following operations.

Time |Monday |Tuesday |Wednesday |Thursday |Friday
4:00 38 38.2 38.6 39.1 37.8
8:00 37.3 38.3 38T 38.8 376

12:00 37 38 38.8 38.6 37.4
16:00 37.4 38.1 39 384 37.4

20:00 37.6 38.3 38.% 382 37.2

0:00 38 38.5 39.4 38 36.8

a) Compute the total value for the temperatures recorded on Monday.
b) Compute the mean value for the temperatures recorded on Tuesday.
¢) Find out the Maximum temperature recorded on Wednesday.
d) Find out the Minimum temperature recorded on Thursday.
e) Find out the most repeated temperature recorded on Friday.

4. Type the following text and perform the following operations.

lKongu Arts and Science College (Autonomous), Erade.

a) Find the length of the string.

b) Find the position of letter ‘a’ in the string.

c) Printthe text in Upper Case.

d) Extract the first 5 letters and display it.

e) Replace ‘e’ with ‘f" and display the string.
5. Create a table “Student Mark Statement” in Ms-Excel with the fields - Reg.No. Name, Tamil, English, Maths,

Science, Social science, Total, Average, Result. Highlight the fail marks using the conditional formatting method. B

6. Crate a payroll table in Ms-Excel with the fields — Employee No., Name of the employee, Designation, DOJ, i

Salary. Sort the table using employee number in descending order and filter the employee whose salary is
greater than Rs.10000.

7. Create pivot table and update records.
8. Create pivot chart using pivot table.
9. Record and run the macro with formatting functions.

10. Assign the macro to a button for clear particular cells.
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sNo. | REGNO.

PRACTICAL-1 |  RESULT  GRADE o)
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. 90-100 A++ - Quistanding ] 60-69 : B+ - Good
80-89 A+ - Excellent 50-59 B - Average
70-79 A - Very Good ] s _ 40-49 | C - Satisfactory
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Name of the Student
=, g

Register Number

Department

Yeal

LE 2l S VO [ S I | S S S
Parameters Yes No

The Course content was inline with my expectations Yes No .

General content of the Course Excellent Good - | Average )
The Course provided additional knowledge and skill Yes No

Well-designed Practical sessions Yes No

Schedule of the classes and other relevant details have Yes No

i es I

been informed promptly

Course materials provided were useful Yes No

Provides scope for self-employment and fulfills the

- . Yes No .

industrial needs ;

Student Signature

)
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k- DINESH KUMAR
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. Name of the Student

industrial needs

, Repister Number | PDULCLADI] ;
| Deparsment ' n-B.coM [cA] i
| Year 2021 - 2022 |
Parameters Yes No |
The Course content was in line with my expectations v~ Yes No
General content of the Course Excellent v Good Average
The Course provided additional knowledge and skill o Yes No |
Well-designed Practical sessions e No
Schedule of the classes and other relevant details have
been informed promptly v’ Y_es e
?oursc materials provided were useful ' \/Ygs No
' Provides scope for self-employment and fulfills the Vs li No
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KASC ACADEMY OF EXCELLENCE
o= Certilicate =

This Certificate is awarded to

ARUNA S
Il B.COM (CA)

for the successful completion of the Certificate Course in
EXCEL SKILLS FOR EMPLOYMENT
with A++ Grade conducted by the
Department of Commerce with Computer Applications
during the Academic Year 2021 - 2022
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Convenor Principal Correspondent

'Course Coordinator
Academy of E\cellence
© 90 - 100 : A++ - Outstanding 70-79:A - Very Good 50-59:B -Avarage
 80-89 :A+ -Excellent : © B0-69:B+ -Good : 40-49:C - Satisfactory
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