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| Name of the Value Added Course ' EXCEL SKILLS FOR EMPLOYMENT
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Course code 20VCCEE

Murs. PRIYANANDHINI N.

Course Coordinator . it "
Assistant Professor, Department of Commerce CA

Date Starting Date: 17.06.2020 Ending Date: 09.01.2021
Duration of the Course 40 Hours

Total participants Enrolled 36

Successfully Completed v 2

Type of Assessment Descriptive (Practical)

On Completion of this course the students will be able to

e Understand the basic concepts of Ms-Excel.

Course Outcome e  Solve the mathematical concepts by various Ms-Excel
Functions.

e (Create and edit a Pivot Table and Chart.
e (reate, Inspect and Modify a recorded macros in Excel.

Outcome Attainment 25 out ol'25 Students scored above 60% of Marks
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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 (2020-2021) - PROPOSAL
Date: 11.02.2020)
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 carcer and placement activities. We kindly request vou to grant permission for conducting the

same.

COURSE DETAILS:

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

Ms. PRIYVANANDHINLN

Course Coordinator(s : : %
(s) Assistant Professor, Commerce CA

|
1

t; Paper - 1 :

I Assessment Type Section A | [
. (Total : 100 Marks) Practical Examination | ) ;
| L (2x50=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 Funclions.
¢ Creale and edit 2 Pivot Table and Chart.
% Create. Inspect and Modify a recorded macros in Excel.
Dr. N. RAMAN
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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(2020- 2021) — CIRCULAR

Date: 21.05.2020
Ref. No.: KASC-AE/COMCA/VAC/2020-21/01

It is informed that Value Added Course on “20VCCEE - EXCEL SKILLS FOR
EMPLOYMENT” will be conducted from 17.06.2020 (Wednesday). 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.

II1 Year II Year

https:/tinyurl.com/4vd75ma9 https://tinyurl.com/2p9fewm?9

Last date for Registration : Last date for Registration :
28.05.2020 05.06.2020

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
\ Vo A—
_Head of the Department Principal

HEAD OF THE DEPARTMENT

DEPARTMENT OF CLHSMERCE (CA) . ‘Piqss\s{:sram_“
KONGU ARTS AND GCIENGE COLLEGE KONGU ARTS AND SCIENGE COLLEGE

(AUTONOMOUS) (AUTONOMOUS)

ERODE - 638 107. NANJANAPURAM, ERODE - 638 107.
Copy to:

All Department Notice Board
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KONGU ARTS AND SCIENCE COLLEGE

(AUTONOMOUS)

ERODE - 638 107

DEPARTMENT OF COMMERCE (CA)
Academic Year 2020-2021
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 Corxerce (CA)
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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 - SYLLABUS

20VCCEE — EXCEL SKILLS FOR EMPLOYMENT

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

UNIT 1 Introduction to MS Excel 8 Hours

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

UNIT 1 Functions 8 Hours

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

UNIT 111 Conditional Formatting and Data Sorting and Filtering 8 Hours

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.

UNIT V Macros 8 Hours

Macro Security- Recordilig a Macro- Assign a Macro to a Button or Shape- Run a Macro upon Opening a
Workbook- Inspect and Modify a Macro

Total Hours ! 40 Hours |

Reference Books

e Microsoft excel 2013- Microsoft excel 2013
o Microsoftexcel 2013 —Wiley
o Microsott excel 2013- Microsott excel 2013
o Ms-Office 2000 — Joycee Cox
Course Quteome: On Comp]etinn of this course the students will be able to

Dr. N. é’AMAN
PRINGIPAL,
KONGU ARTS AND SCIENCE COLLEGE
(AUTONOMOUS)
NANJANAPURAM, ERODE - 638 107.




KONGU ARTS AND SCIENCE COLLEGE

ERODE - 638 107

DEPARTMENT OF COMMERCE CA
ACADEMIC YEAR : 2020-2021

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

20VCCEE- EXCEL SKILLS FOR EMPLOYMENT - FINAL ENROLMENT LIST

| S. No. REG. NO. NAME OF THE STUDENT CLASS =
_' \ 18UBITOSI TULASI SHARMA [l B.SC BIOTECHNOLOGY ¥ A
; I8UCCA034 | MUTHURAMALINGAM S 111 B.COM(CA)
3 ISUCCA038 | NETHAII D 111 B.COM(CA)
i I8UCCA047 | RAMESH KUMAR. G I B.COM(CA)
s T8UCCA055 | SIVAPRAKASIT S 111 B.COM(CA) O
% I8UCCA059 | SUBESHP.S 111 B.COM(CA)
- 18UCCA071 ARUNKUMAR S 111 B.COM(CA)
i ISUCCA108 | RAGULS [l B.COM(CA)
5 TSUCCA109 | RAJA KIAVIN KUMAR R.G. 111 B.COM(CA)
7 I8UCCAI30 | THIYAGARAJAN M 111 B.COM(CA) R
- 18UCOM048 | SUREKA D [l B.COM
5 I18UCOMO062 | ANUKEERTHANA.M 11 B.COM
- 18UCOMO65 | BHAVYAS 111 B.COM
" I8UCOMO74 | HARINLM 111 B.COM
% [BUCOMO78 | JANANIPRIYA K 111 B.COM 5
% I8UCOMO098 | RAJAVAISHNAVIM.S 111 B.COM =3
= 18UCOM099 | RAKSHA SHARMA.V 1 B.COM
” ISUCOM102 | SANDHIYA-S 111 B.COM |
| 1o ISUCOMIDY | SONIA.R 11 B.COM f
g ISUCOMIIS | VAISHALIR B 111 B.COM | %
|
i ISLUCOM 121 YAZHINIR | mB.Ccom
iy 19UBACOLS : GAYATHRIS nBBACAN i
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(An Autonomous Institution, Affiliated to Bharathiar University, Coimbatore)
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DEPARTMENT OF COMMERCE CA
ACADEMIC YEAR : 2020-2021

- 20VCCEE — EXCEL SKILLS FOR EMPLOYMENT - FINAL ENROLMENT LIST

REG. NO.

! S.NO. NAME CLASS ;
: _)6 19UBAC040 SARANYA.S 11 B.B.A (CA)
- 19UBACO53 THARANLS 11 B.B.A (CA)
% I19UCCA006 DHINAKAR.D [i B.COM (CA) ‘
- 19UCCA103 RUBIGA P Il B.COM (CA)
- I9UCCA112 SINDHU VARSINLS [1 B.COM (CA)
5 I9UCOM100 | SAKTHLR [1 B.COM
- I9UCOM108 | SONIYA.S 11 B.COM
o I9UCOMI110 | SREE PRAKALIA.M.S Il B.COM
i 19UCPA040 M.SELVAKUMAR 11 B.COM (PROFESSIONAL ACCOUNTING)
- 19UCSC024 MAHALINGAM.K 11 B.COM CS (CA)
i 19UCSC032 NAVIN PRABAKAR.K.K 11 B.COM CS (CA)
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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 : 2020-2021
SCHEDULE FOR THE VALUE ADDED COURSE
20VCCEE — EXCEL SKILLS FOR EMPLOYMENT

S i i !

i\i) i Date i Time % Topics Covered E]:Sg | I_'l::)l:_s :
I 17.06.2020 10.00 - 11.00 | Introduction to MS-Excel. Quick review on options. Ribbon | %

5 18.06.2020 10.00 — 11.00 | Saving Excel as PDF. Shortcut Keys in MS-Excel. Cut. Paste. Hide & Unhide |

3 19.06.2020 10.00 - 11.00 | Menu Bar i

1 20.06.2020 10.00 — 11.00 | Functions in MS-Excel. Paste Special, Formatting Cells, Rows .Columns Sheets |

5 22.06.2020 10.00 - 11.00 | Insert Chart. Images, Grouping and Ungrouping |

6 23.06.2020 10.00 = 11.00 | Link the data in Row, Columns and Sheets |

4 24.06.2020 10.00 —11.00 | Lookup and Reference Functions. : |

g 25.06.2020 10.00 - 11.00 | Logical Function-Date and Time Functions |

79 26.06.2020 10.00 - 11.00 | Information Functiéns i

0 27.06.2020 10.00 - 11.00 | Math and Trigonometry Functions |

N 29.06.2020 10.00—11.00 | Statistical Functions 1

12 30.06.2020 10.00 - 11.00 | Text Functions |
13 05.08.2020 10.00 — 11.00 | Introduction to Conditional Formatting and its importance i %

14 06.08.2020 10.00—11.00 | Application of Multiple Rules , C'olm' Scales |

15 07.08.2020 10.00 - 11.00 | Usage of Icon Sets — Creation of NE:\\: Rules |

16 08.08.2020 10.00 - 11.00 | Managing existing rules . Do and Don’ts in Formatting |
17 10.08.2020 10.00—11.00 | Sorling of Data , A to Z and Z to A sorting . Custom Filters . 1

8 11.08.2020 10.00— 11.00 | Data Filtering — Advance Fillering Options |
19 12.08.2020 10.00—11.00  Creating Pivol tabl; and using its options with example 1 '
—_;:) 13.08.2020 ! 10.00 - 11.00 . (Iﬁhﬂnging and Updating Data Range Pivet Fable with c.\'nmplé"m | 4|
o1 108.2020 i 10.00— 11.00 | For nmulno Pivot Table and Making Dynamic Pivot Tables with exi ample | E
L, | 11092020 1600 STL00 | Creaio Fivel Ghaits and tipes oF Chart 0 ) T T
22 . ' i i
n | 14.09.2020 ; L1.00 i Formatliné Chart and updating Chart = ] T

'?__' 22.09.202 \-T\f]_dEn" [)\mmm Pivol table and Charl F‘RlN\.JPN- ‘ BET DR
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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

Rl S SR ST (N B : (0 . : i -
S. Theory | Lab
Date Time Topics Covered
: No = P Hours | Hours
7; 23.09.2020 | 10.00—11.00 | Macro Security '] i
27 24.09.2020 10.00-11.00 | Recording a Macro in a Worksheet :
5.09.202 = }
28 A2 et i ek Create Pivot Charts and types of Chart 1
7 2 g
29 2049 220 o140 Formatting Chart and updating Chart 1
gy © | 28092028 10.00"1109 Making Dynamic Pivot table and Chart 1
5012 =103
3] G202 930 -10.30 To Create a Pivot table and update the values - 1
T = :
32 iy tas Qo b To Create a Pivot Chart and update the values i 1
202 30 - '
r 33 05.01:202) Lheg-1240 Introduction to Macros 1 1
34 05.01.2021 12.30-01.30 Micro Security :
35 g e Aty 10 Recording a Macro in a Worksheet 1
36 USlAgEL ), M D Assign a Macro to a Button or Shape I
2 30 - ¥
37 Q6412021 L 250 Run a Macro upon opening a workhook 1
2 10 - §
38 D20 0930 1030 Inspect and modify a Macro I
39 09.01.2021 10.30- 11.30 | Practical on Macro security , recording and run a I
macro upon a worksheet
40 09.01.2021 11.30-12.30 | Practical on assign a macro to a button or shape, '
. modification on macros. |
; Total 30 | 10 5
r._k S = —
Total Hours (Theory + Lab) 40 Hours
Assessment Date & Time :11.01.2021 &'10:00 am to 01:00 pm ‘
| Type Of Assessment : Practical Questions 1
Ll N G e = i it " V. =
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KONGU ARTS AND SCIENCE COLLEGE

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

ERODE - 638 107

DEPARTMENT OF COMMERCE CA

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

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

ERODE - 638 107
DEPARTMENT OF COMMERCE CA

20VCCEE — EXCEL SKILLS FOR EMPLOYMENT - ATTENDANCE
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(An Autonomous Institutior, Affiliated to Bharathiar University, Coimbatore)

ERODE - 638 107

DEPARTMENT OF COMMERCE CA

20VCCEE — EXCEL SKILLS FOR EMPLOYMENT - ATTENDANCE
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20VCCEE, — EXCEL SKILLS FOR EMPLOYMENT — QUESTION PAPER

lae - Monrtes ! |0
1. Open an Excel workbook. ™

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

c) 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 |Thu rsday |Friday
4:00 38 38.2 38.6 39.1 37.8
5:00 7.3 38.3 3BT, 38.8 376

12:00 37 38 38.8 38.6 37.4

16:00 37.4 38.1 29 38.4 37.4

20:00 37.6 38.3 39.1 38.2 T2
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.

Kongu Arts and Science College (Autonomous), Erode.

a) Find the length of the string.

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

¢) 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.

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

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 dlear particular cells.

Dr. N. RAMAN
PRINCIPAL,
KONGU ARTS AND SCIENCE COLLERE
(AUTONOMOUS)
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20VCCEE - EXCEL SKILLS FOR EMPLOYMENT - MARK STATEMENT
5 NO 7 ‘"-R_EG.NO. 1 Pr:u;chiiii ﬂi}iESUL'I‘ GRADE |
| 18UBIT051 100 | PASS A+
e 18UCCA034 90 | PASS A+t
3 18UCCA038 AB FAIL
4 18UCCA047 ' 99 PASS At
Yy 18UCCA055 88 PASS o A+
6 18UCCA059 100 PASS A+
7 18UCCA071 AB FAIL e
8 18UCCA108 AB FAIL v
9 18UCCA109 92 PASS A++
10 18UCCA130 AB ' FAIL R
. 18UCOMO048 AB FAIL : s
12 18UCOMO062 97 PASS A++
13 18UCOMO65 63 PASS B+
14 18UCOMO74 63 PASS B+ ]
s 18UCOMO78 97 PASS A+t
16 18UCOMO098 9% PASS A+t
17 18UCOMO099 81 PASS A+
18 18UCOM102 AB FAIL w5
19 18UCOM109 AB FAIL o
20 18UCOM115 95 PASS A+
21 18UCOM121 97 PASS A++ B
[ o 19UBACO14 100 PASS A+ z
23 19UBAC029 72 ~ PASS A
24 19UBAC032 72 PASS A
75 ~ 19UBACO036 85 PASS : A+
s | 19UBAC040 87 ~ PASS A+ R
T . | 19UBACO053 89 | PASS ] A+ k
T 19UCCAD06 ‘ AB ‘ FAIL | B ";
| one 7 19UCCA103 | 83 PASS | A 2
Li 0| 19UCCAT12 | i | PASS | A
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20VCCEE - EXCEL SKILLS FOR EMPLOYMENT — MARK STATEMENT

'S.NO. REG.NO. PRACTICAL -1 RESULT | GRADE
31 19UCOM 100 85 PASS | A+ |
Mmoo 19UCOM108 | AB FAIL 1
33 19UCOMI 10 AB FAIL o |
34 19UCPA040 AB , FAIL bk
15 19UCSCO24 76 PASS A
36 19UCSC032 71 PASS A
90-100 A++ - Outstanding 60-69 B+ - Good
80-89 A+ - Excellent 50-59 B - Average
70-79 A -Very Good 40-49 C - Satisfactory
Skt
M‘W WY AT b
Course Coordinator Head of the Depar tment Principal

HEAD OF THI DITART >RINCIPAL,

DEPARTMENT ¢ z:(i’ Al ol AR TF‘ D aG ws‘f'cOLLEGE

KONGU ARTS ARD S016HCE COLLEARO T (2 3
(AUTONOMOUS) NEMIAN
ERODE - 638 107. MESSE
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20VCCEE — EXCEL SKILLS FOR EMPLOYMENT — PHOTOGRAPH
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& and 16 more

A ' i
A : o
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2\ €
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3/9/2023 KASC ACADEMY OF EXCELLENCE- ONLINE VALUE ADDED COURSE FEEDBACK FORM (2020-2021)

KASC ACADEMY OF EXCELLENCE-
ONLINE VALUE ADDED COURSE
FEEDBACK FORM (2020-2021)

Dear Student, Kindly take a moment to fill the short questionnaire and complete this
evaluation. We appreciate your time.

konguvac@gmail.com Switch account

(&

* Required

Email *

Your email

REG No (CAPITAL LETTER) *

Your answer

NAME (In CAPITAL LETTER- Initial at the end) *

Your answer

GENDER *

e
ZACE COy
/’r/f/}v N

Dr. N.&AMAN -

PRINCIPAL., /
[ ¢ ] KONGU ARTS AND SCIENCE COLLEGE
o) (AUTONCMOUS)
N e, ) ANJANAP&R_A , ERODE - 638 107
https://docs.google.com/forms/d/e/1 FATFEEBMDFhpRU1YJnV _ylmligYe-ipl TMPR8kzSPCsLU70rDveo46Q/viewform 1/4



3/8/2023 KASC ACADEMY OF EXCELLENCE- ONLINE VALUE ADDED COURSE FEEDBACK FORM (2020-2021)

DEPARTMENT *

Choose v

SECTION *

WHATSAPP No *

Your answer

YEAR For eg: (19UCBIO01 - 2nd *
YEAR ; 18UCBI001 - 3rd YEAR)

O 2nd Year (2019 - 2022 Batch)

O 3rd Year (2018 - 2021 Batch)

VALUE ADDED COURSE - (Conducted by the Department) *

Choose v

Dr. N. RAMAN
PRINCIPAL,
KONGU ARTS AND SCIENCE COLLEGEY
(AUTONOMOUS) N
NANJANAPURAM, ERQDE -628 107

https:I.fdocs.google.oom/forms/dleﬂFAIpQLthDthRUWJnV _ylmllgYe-ipITMPR8kzSPCsU70rDvec46Q/iviewform 2/4




3/9/2023

KASC ACADEMY OF EXCELLENCE- ONLINE VALUE ADDED COURSE FEEDBACK FORM (2020-2021)

1. The Course content was in line with my expectations *

O Yes
O No

2. General content of the Course *

O Excellent

O Good

O Average

3. The Course provided additional knowledge and skill *

O Yes
O No

4. Well-designed Practical sessions *

O Yes
O No

5. Schedule of the classes and other relevant details have been informed
promptly

~Dr N RAMAN
PRINCIPAL,
KONGU ARTS AND SCIENCE COLL Ak
(AUTONOMOUS) L
NANJANAPURAM, ERODE - 638 107

https://docs.google.com/forms/d/e/1FAIpQLSfhDFhpRU1Y.JnV _ylmligYe-ipITMPR8kzSPCsL'70rDveo46Q/viewform 3/4



3/9/2023 KASC ACADEMY OF EXCELLENCE- ONLINE VALUE ADDED COURSE FEEDBACK FORM (2020-2021)

6. Course materials provided were useful *

O Yes
O No

' 7. Provides scope for self-employment and fulfills the Industrial needs *

O Yes
O No

Submit Clear form

Never submit passwords through Google Forms.

This content is neither created nor endorsed by Google. Report Abuse - Terms of Service - Privacy Policy.

Google Forms

Dr. N. IL(MAN

PRINCIPAL.
KONGU ARTS AND SCIENCE COLLEGE
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20VCCEE - EXCEL SKILLS FOR EMPLOYMENT - STUDENTS F EEDBACK

(2020-2021)
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