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Alva's Institute of Engineering and Technology
Shobhavana Campus, Mijar, Moodbidri
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Department of Business Administration (MBA)

e ndar 2017-1

Sn | Tentative Date Activity
1. 08-06-2017 Subject Allocation Meeting
2. 13-06-2017 | Department Meeting on different activities
3. 10-07-2017 | Department Meeting
4. 21-08-2017 Commencement of Odd Semester Classes
B 11-09-2017 Guest Talk

26-09-2017
6 | og09-2017 |"M
7. 03-10-2017 Result Analysis Meeting
8. 05-10-2017 | Meeting to discuss on Coaching Classes
9, 19-10-2017 Guest Talk

02-11-2017
0. | ggq12007 |
11 09-11-2017 Result Analysis Meeting

04-12-2017
12.| ggaz2017 |
13, 08-12-2017 Result Analysis Meeting

13-12-2017
14. 10-01-2018 Final Theory Exams

15-01-2018
15. 24-03-2018 Project Work

16. 08-01-2018 Subject Allocation meeting

17. 10-02-2018 Commencement of Even Semester Classes for 1l Sem

18. 01-03-2018 | Guest Talk

26-03-2018 od
19. 28-03-2018 1A-] for 20 Sem
20. 04-04-2018 Result Analysis
26-04-2018
2L 28-04-2018 1A-11 for 2+ Sem

22. 02-05-2018 Result Analysis

23. 12-05-2018 | Guest talk

03-05-2018

24, 05-05-2018 1A-] for 4™ Sem

25. 11-5-2018 Result Analysis
17-05-2018

26. 19-05-2018 1A 11l for 274 Sem

27. 23-05-2018 Result Analysis

28. 31-05-2018 | Last working day for 2n¢ Sem




Alva’s Institute of Engineering and Technology
Shobhavana Campus, Mijar, Moodbidri
Phone: 08258-262725, Fax: 08258-262726
Department of Business Administration (MBA)

1A =11 for 4% Sem
29 04-06-2018
’ 06-06-2018
30. 12-06-2018 Result Analysis
05-07-2018
3L 07-07-2018 IA <111 for 4™ Sem

32 10-07-2018 | Result Analysis

33. 13-07-2018 Last working day for 4% Sem
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DEPARTMENT OF RUNINESS ADMINISTRATION
Minutes of the Meoting

Certification Pragrammes
Date - 2k dane 2007

I Department Faculty, HOD discussed the VAROUS COITITICRTION PrOSTRmES

i) Microsoft Office 2013

i) Business English Certification
iil)  SAP

iv) GST

2. Analysed the Industry Academic Gap
3. Based on the analysis in the meeting it was decided 10 conduct Tollowmg &F

programmes
i) Microsoft Office 2013
i) Business English Certification
i) GST
4. Minutes copy has sent to Principal and Management for the final approval

Hoamoe

oo b ﬁéﬂ

Dean MBA
DEAN PRINCIPAL
nest. of Business Administration Pt taesiee of T, @ Y
Alva's lnstitute of Engg. & Technology £ M-

MJAR - 574 225



To,
The Principal,
AIET, Moodbidri

Respected Sir,
Sub: - Or, is C cation c e

Microsoft Office 2013,

rki

With reference to the subject cited above, I would like to bring to your kind

notice that, the Department is planning to host a Certification Program on Working

with Microsoft Office 2013 from «13th Oct 2017 to 23 Feb 2018”

Kindly consider the above request and approve the same for further

proceedings.

Thanking you Sir.

-\r\_ﬁ A
(= .
5
ipal

DeabneEMBA
Dept. of Business Administrat - i INCIPaL
va's Institute of Engg. & Technc ‘-{': v tetingts of Engy, & Tedund!
Lo e T DR - 513 210, L

MIJAR - 574 225



08258-262726

Phone: 08258-262725, Fax
Department of Business Administration (MBA)

Alva’s Institute of Engineering and Technology
Shobhavana Campus, Mijar, Moodbidri
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Letter of Acceptance

[ am pleased to accept your request for a certification course on
Working with Microsoft Office 2013 from 13 Octaber 2017 to 23+ Feb 2018 to
the MBA students,

weptn,

Ms. Sneha S. Acharya

Trainer, NIIT, Mangalore



Letter of Acce ce

] am pleased to accept your request for a certification coursc on
Working with Microsoft Office 2013 from 13 October 2017 to 23 Feb 2018 to
the MBA students.

Regards,
Ms. Chat charya

Trainer, NIIT, Mangalore




Alva’s Institute of Engineering and Technology
Shobhavana Campus, Mijar, Moodbidri
Phone: 08258-262725, Fax: 08258-262726

Department of Business Administration (MBA)

Circular

The Department of Business Administration in happy to announce that the

department is organizing a Certification Program on “Working with Microsoft

Office 2013" from “13th Oct 2017 to 23 Feb 2018" in association with NIIT

Mangalore. In this regard, it is hereby informed to all the registered candidates to

attend the sessions as per the mentioned schedule.

’-/“L(’

Dédn MBA
Dept. of Business Ar stration
Alva's Institute ¢!

MIGAR - 574



Alva’s Institute of Engineering and Technology
Shobhavana Campus, Mijar, Moodbidri
Phone: 08258-262725, Fax: 08258-262726
Department of Business Administration (MBA)

Student Registration for Working with Microsoft Office 2013

=fesd

B B

::: USN Name of the student
1 4AL17MBAO] ABDUL MAHSHEED
2 AAL17MBAO2 ABHILASH SHETTY
3 4AL17MBAO3 ABHISHEK P
4 4AL17MBAO4 ABHISHEK K
5 4AL17MBAOS AKSHAYA
6 4AL17MBAOG ANANTH KUMAR N =
7 4AL17MBAO7 ANISHA RODRIGUES
8 4AL17MBAOS APOORVA
9 4AL17MBAO9 ARUN KUMAR A
10 4AL17MBA10 CHAITHRA C
11 4AL17MBA11 DHEERAJ M
12 4AL17MBA12 DILIP KUMAR J
13 4AL17MBA13 GAJENDRA C M
14 4AL17MBA14 JUNAID K
15 4AL17MBA1S LAXMI BASAVARAJ ONKAR
16 4AL17MBA16 MAYUR MUNNOLIMATH
17 4AL17MBA17 MEGHANA VENKATESH
18 4AL17TMBA18 MOHAMMED HASIR P
19 4AL17MBA19 MUNIRAJU M
20 4AL17MBA20 MUSTHAFA
21 4AL17MBA21 N B ARPITHA
22 4AL17MBA22 NISCHITHA S V
23 4AL17MBA23 PHILIP SIGEON M
24 4AL17MBA24 POOJA
25 4AL17MBA25 PRASANNA M S
26 4AL17MBA26 PRATHIKSHA SALIAN
27 4AL17MBA27 RAGHU NAIK
28 4AL17MBA28 SANTHOSH D
29 4AL17MBA30 SHETTY AISHWARYA JAYARAMA
30 3AL17MBA31 SHETTY DIKSHA DAYANAND
31 3AL17MBA32 SHETTY NIDHISHRI KRISHNA
32 4AL17MBA33 SHETTY PUSHPARAJ MAHABAL
33 4AL17MBA34 SHREE RAKSHA SHETTY
34 4AL17MBA35 SHREEKANTH
35 4AL17MBA36 SHREEVIDYA
36 4AL17MBA37 SHREYA
37 4AL17MBA38 SHRIRAKSHA
38 4AL17MBA39 SHUBHAM RAI
39 4AL17MBA40 SPANDANA K S
40 4AL17MBA41 SUVEEKSHA SHETTY
41 4AL17MBA42 THIRTHAPADA R ALEMANE
42 4AL17MBA43 TRUPTHI RAI A
43 4AL17MBA45 VAISHNAVI B N
: 1 VENU K
3 "%' 1 48 VINAY K A
46 “4AL17MBA49 VINDHYA S M




Alva’s Institute of Engineering and Technology
Shobhavana Campus, Mijar, Moodbidri
Phone: 08258-262725, Fax: 08258-262726
Department of Business Administration (MBA)

AALY TMBIASO VINOD BANKAPURA - i
AALTTMIIAG Y VINOD KUMAR . S
TAALY IM"A“) VIVINA SAMITIHA PAIS o A 4'
TTAALTTMBIAGA HINDHIL A N : —j
ALV 17 MBIAON ATSTIWARYA KOTIAN = — =
ALV TS MEBIAOZ AR SH - i . . \
TALNV I IMIIAOLN ANVESH M SHETTY = S = — \
ALV 1 7MBAOS ASHRITIA = L S R |
T ALV I TMBAOS T HHAT SOWMYASHEEE MATABALA = L 1
TALVITMBAOG CCHAITHRA \Y% e e t———— 4
TALVIZMBAOT [ FRANKY BAPTIST TIST FALLEIRA e i l——
ALV 17MBAOB | GANESH S ) = —
ALVI7MBAO0G HARSHA M G - !
60 ALVIZMBALY | IMRAN AHMAD |
61 ALVITMBAIZ | JEEVITH HAMT ]
62 ALVI7TMBA1I JOYSON FRANKLEN CORDA
63 JLVITMBATA JYOTHI i
64 ALVI7MBAI1S KAVYA S -
65 JLVITMBA 16 KAVYASHREE T S |
66 4LVITMBALT KIRAN }
67 4LVI7TMBAI1S8 KIRAN POOJARY
68 ALVI7MBALS KOWSHIK '
69 4LV1I7MBA20 KULDEEP
70 4LV1ITMBA21 MANOJ A M ——
71 4LVITMBA22 MARINA REESHA FERNANDES
72 4LV17TMBA23 NAVEEN GOWDA i
73 4LV17TMBA24 NIKHIL JOHN MENDONCA ]
74 A4LVITMBA2S NIRIKSHA R SHETTY |
75 4LV17MBA26 POOJAJT
76 4LVITMBA27 POOJA RAJU NAIK
77 4LV17MBA28 POOJARY RAKSHIT
78 4LV1I7TMBA29 PRAJWAL |
79 4LV17MBA30 PRAMILA KRISHNA ACHARI |
80 4LVI7TMBA31 PRASHANTH NAIK = |
81 4LV17MBA32 PRATHEEK JAIN I |
82 4LVI7MBA33 PREM FELSON SEQUEIRA 1
83 4LV17MBA34 PUNEETH L N \
84 4LV17MBA35 RAGHAVENDRA PRABHU V i
5 4LV17MBA36 RANJITA NAGARAJ NAIK ==
86 4LV17MBA37 RANJITH KUMAR J SHETTY |
87 4LV1I7TMBA38 SANDEEP SHETTY |
88 4LV17MBA39 SANGRAM SHIVAJI PATIL 1\
89 4LV17MBA4O SANTHOSH P 8 —= %
90 4LVI7TMBA41 SHANKAR V UMARANE \
gl 4LV17MBA42 SHAUN WINSTON PEREIRA |
92 4LV17MBA43 SHIVARANJINI M S |
93 4LV17MBA44 SHREYA SHETTY
94 4LV 17MBA45 SIMONA MASCARENHAS
95 4LV17MBA46 SPOORTHI S BHAT
96 4LV17TMBA47 SUKESHA
97 4LV1I7TMBA48 SURAJ S SALIAN
98 ALV17MBA49 SUSHMITA
99 4LV17MBASO SUSHMITHA
100 4LV17MBAS1 THAMEEZ
101 4LV17MBAS2 VASANTHA NAYAK

Dept. of Busin=-= *
Alva's Institute -



Alva's Institute of Engineering and Technology
Shobhavana Campus, Mijar, Moodbidri
Phone: 08258-262725, Fax: 08258-262726
Department of Business Administration (MBA)

,|,» Attendance o ake it
SI.No.JUSN Names s le | R A 37 L2 107 B 0 9 . A 2 NP/ =
1/aALI7MBAD1 |ABDUL MAHSHEED Sis vl & 1 1 R A RE2 (T IK RIS ra| 1 £
2(aALI7MBAD2 [ABHILASH SHETTY a2l =zl slal wl gleliyjrapz Tl e LA [l
3[2ALI7MBAD3 [ABHISHEK P Talalb s L 6]l £l <l eold UL 12l s el is| d L8 v
3AALI7MBADA |ABHISHEK K 8 551 I B PN I 2 PG G T T TR EE W s =
S|AALI7MBADS |AKSHAYA yiolellolgl 2L & ;I W8 R S ) O V4 ol lie
S|3ALI7TMBADG |ANANTH KUMAR N ol 2ol (el 2l gl gl R R PGV A AT
7IAAL17MBAO7 |ANISHA RODRIGUES Talz | Gle LALZLE i m BB IE N WL P WA EER 1 !
BlAAL17TMBAOS_|APOORVA TS~ [l el AR 19 Lo NREmE;y & IR E
SI4ALI7MBADY |ARUN KUMAR A 3= el s L Z1 XKl 9o LI AR BRI E e
10| 4AL17MBAL0 |CHAITHRA C M Ke A2l ol i |21 s K3 P/ TR/2 |2
114AL17MBA11 |DHEERAIM AEIFAE 141 71 21 €l 4] 1 ArSIE I S 74 L0
12|aAL17MBA12 |DILIP KUMAR J ITal=s1% FESTAEAVACH NN ErR A Er
1318AL17MBAL3 |GAJENDRAC M Tol =l els [Z1A% ol d il ez s el e I
1a4AL17MBA14 [JUNAID K ) cluls L2l 2 £ Flietidiadl s A VE T
G.kszg_%“x,n__.nrwzg o ol 2] oGS <| 61 F] %9} s N I e s
»m.»-:;w.,pm_;éa;czzo:%! kR & A 8L g e 1Y 13 ol 1514 7 || 49
17jaaL17meAr? _zmo:;.:mz.s.amx B Y Y g s A B Pl 4 L B 4
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19|3AL17MBA1S [MUNIRAIU M L a2 Tz 1l 8 71 ol 1412 s
20{4AL17MBA20 |MUSTHAFA 1oz o 42 £19 7 AT NE AR ZAVE VAT
31]|4ALL7MBAZ1 |N B ARPITHA 112 REErdFIrdE MVE TATGL T8l 7 8k
22|AAL17MBA2Z |NISCHITHA SV s Ial el i £ AL (= 97, 12 A 52 VS R A 72\ 218 /s
2314AL17MBA23 [PHILIP SIGEON M elalz Ll y A2 &l 2l JoV= |1y | & 7 /%
24| AALL7TMBA24_|POOJA ol zly il Va4 ol d sl 2 d 12115 1A L4 TAFEAVE
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JALITMBAZS |PRASANNA M S = Tul gl o 1e Lzl 1 gl d il iel7drel iS4 LA 1 814
26|AAL17TMBAZ6 |PRATHIKSHA SALIAN P I A I P ) G I P L R W 7 X3 /A WL D T P
27[4AL17MBA27 |RAGHU NAIK Jlal a1 'y A €lalrd Jial 230125 exr| £ /R 16179
28[4AL17MBAZ8 [SANTHOSH D T 90 I Y K A 2 I B P 2 VY P N B [7]ig) 77

YA 2 3 . :
I (RN o A K1 B g ' P O A X WA Ve B 2 gV T 3 R e
30/4AL17MBA21 wﬂﬁh.%zp B I 0 s s O D v i B
| 2 y
sl M_wunsza_s = IS 078 K 4 2 5, B T U VK D7 VO W74 O W U =2
32|4AL17MBA33 H»mh“mmuzvg I 7 e I M e R 3 S Al
33|AALI7TMBA34 |SHREE RAKSHA SHETTY I R AR E IR VAVEVE 200 /A LG 2 L =3
34|4AL17MBA3S |[SHREEKANTH NEEDNEE A a| Fleoln 2)3liel s /Al g
35[4AL17MBA3G |SHREEVIDYA 11 I ) s P O O (2 I 7 12 VS 7 VB V2 VI O O &2
36[4AL17MBA37 |SHREYA [ P A P pd WA AR I WA VE DE B (2 RN VP4 Dk BT
37|4AL17MBA38 [SHRIRAKSHA y 190z 12 b el 2ld 20 A el 4 L410A 1811
38[4AL17MBA39 |SHUBHAM RAL N REPREPEE R TSIk kJDn&b. 1
39[4AL17TMBAA0 |SPANDANA K 'S sl a4l ¢ 19 id Bl gelus] 1q o8l JAIe L g
A0|4AL17MBAAL |SUVEEXSHA SHETTY ] ol ylglz w 2l uliely al sedse- \A\w £ty
THIRTHAPADA R p -

a1]aaL17mBag2 [ALEMANE | A 3ol | 2| A\ e« |1 | 12y sy syEy 7|48
32|8AL17MBAA3 |[TRUPTHI RAI A 8] 2 o £l - Dl 1o| Iizlz 2ol 1A S »
43[4AL17MBAAS [VAISHNAVI B N APAEIVArNS ALl el wl/A bl A LS
44[4AL17MBA46_[VENU K 1 alal st gl el e sllial 2l (LY PRV TN
45[4AL17MBA4S [VINAY K A 1 O ol al Al Glalsdialaliol tel a7 :.:%M
46/4AL17MBA49 [VINDHYA'S M Lol elulolg 7l ol ' gl glel sle=ls 3] cd il el Asg
47|3AL17MBAS0 |VINOD BANKAPURA ol Ll Aelaldz Ll el slTal it \LLR.
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50[4ALI7MBAS3 [SINDHU A ¢ AMEPAFANEITIMITTE S TANE R
51[4LVI7MBAOL |AISHWARYA KOTIAN B 2 2 rle 12 el Ilrelizbial 424 /3 o val o
52|4LV17MBADZ |AKHILESH 1 B 7 I vl 22 L 2 O I T VI D D A VR 7 A T
53]aLV17MBAG3 [ANVESH M SHETTY Lol 2l gl 417 ol 174 151 74 021 ) W B RS 72

[




SA[ALVI7TMBAD4 |ASHRITHA SEIL e | A% [F kel i4icliSy IS 174 TE Y5 B P
BHAT SOWMYASHREE ) % j i
55|4LV17MBADS _[MAHABALA AP e PAEd R 7197 TEA VI P20 O 74 B VS R 4 B
56/4LV17MBAOE_|CHATTHRA V | 2] Tl sl el A edylel )zl 75| o 2 Rl
FRANKY BAPTIST p | %
s7lavizmBao? [FALLEIRA B E R Vi % B O B2 V2 I e
58|4LV17MBADS [GANESHS T4 3l &l s >1617 v 12 X A T8 U (7 S 7 /.
59|4LVI7MBAOS |HARSHAM G B i I A I I N I I P M 2 R 7 5%
60[SLVI7MBA11_[IMRAN AHMAD 1ol 3l wlelal £ ;5 5 2 128 T 2 W 2 Vw Pie 3 v BT
s1laLvi7MBAL2 EEVITHAMT Tl 2] # o] St € | 5| e VR E B2 IR 23 VE: 95~V
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62|4Lv17MBA13 {CORDA N EE I S O Bl s A L o \..ws )5
§3|4LV17MBAL4 |IYOTHI NEEIIME Y FIRIWIL 121 73| JA A 28 A8 L A2 A
6A[4LVITMBALS [KAVYAS i - A FAEACA T MDA PR 1 VA VA IS v LB S
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69|4LV17MBA20 |KULDEEP d 2312l sl LV7 14 Uil A7 [ 2ol A 2e) I
70[aLV17MBA21 [MANOIAM ol el lelzlzlgle oyl ag) plél 24 18 124
MARINA REESHA = !
! b S v £
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» Alva’s Institute of Engineering and Technology
Shobhavana Campus, Mijar, Moodbidri
Phone: 08258-262725, Fax: 08258-262726

Department of Business Administration (MBA)

Question Paper

1. Create below letter and create mail merge document of min 5 Members  20x1=20

From,

To

Dear |
It will be a great pleasure if you attend the birthday party of our 1% Child Chaitra on14th
June 2018. We want to make the day very special for her.
I hope for your presence on birthday, to make her feel happy.
Thanking You
Yours truly,

2. Type Below paragraph 20 Marks

Save time in Word with new buttons that show up where you need them. To change
the way a picture fits in your document, click it and a button for layout options appears next to
it. When you work on a table, click where you want to add a row or a column, and then click
the plus sign.
Reading is easier, too, in the new Reading view. You can collapse parts of the

document and focus on the text you want. If you need to stop reading before you reach the

end, Word remembers where you left off - even on another device.

i) 2.0 line spacing for 1**Paragraph
ii) Insert watermark “UNIQUE”
iii) The left and right margins are to be brought in by 1.2cm and 2.4cm respectively

iv) Apply double line border at the top of the paragraph



V) Insert “MS word Exam” as Header and page number in Footer

vi) Highlight Second line of the first paragraph

vii) Protect your document (Password : UNIQUE)

3. Create the following table 25 Marks
Item Code Units Price

SAMO001 10 15000.00

ONI002 12 18000.00

SANOO3 13 13000.00

SAMO001 8 12000.00

BPLOO4 20 10000.00

SANOO3 15 8000.00

ONI002 10 14000.00

SAMO001 19 15000.00

1. Calculate Total Sales

2. Calculate Highest, Lowest and Average Sales

3. Calculate the commission given to salesman for each item, depending on the sales value of each

item
Sales Commission
Less than 100000 0
100000-150000 2% of Sales
Above 150000 5% of Sales
4. Crete a below database and prepare Pivot table and chart for it 15 Marks
NAME SUBIJECT MARKS
KRISHNA WORD 74
KRISHNA EXCEL 89
KRISHNA POWERPOINT 52
KRISHNA ACCESS 65
DINESH WORD 74
DINESH EXCEL 89
DINESH POWERPOINT 52
DINESH ACCESS 65
RENUKA WORD 74
RENUKA EXCEL 89
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FEEDBACK FORM

WORKING WITH MICROSOFT OFFICE 2013
For the following areas, please indicate your rating from 1 to 5:
1=strongly Disagree 2=Disagree 3=neither agree nor disagree 4=Agree 5=strongly Agree

SN Topics 112345

A. | Content i

I | 1am able to create and Manage Professional Documents Using Word »
2013

2 Understood Basic cancepts of MS office 2013 —

3 Present and Manage Data Effectively Using Excel 2013

4 | am able to Create and Manage Presentations Using office PowerPoint
2013

I can effectively Communicate and manage tasks, contacts and

w

Appointments using outlook 2013

B Presentation

0 | Truner has good knowdedge

Trainer has good presentation style

8 | Trainer covered syllabus clearly

9 | Trunee responded well to questions

10| Teainer facilitated intersctions among participants well

C. How could this course be improved?

D. Any other suggestions?







Report of the Event

The department of Business Administration has organized a 40 hours
Certification program on “Working with Microsoft Office” from 13% Oct 2017
to 23 Feb 2018 in association with NIIT, Mangalore. Programme emphasized

S

. DEAN
°rt of‘Business Administration
Sinstitute of Enpay. 8 Technology
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on students computer skill development.
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TAB. Fam
DEPARTMENT OF BUSINDSS mumlam‘rlon IMEsAY

TO WHOMSOEVER IT MAY CONCERN

Oy sinoere wpprodiation and gratitude o Ma Snochnn S Acharys, trainer,
NIIT, Mangatloes for conducting Working with Microsoft Offioe 20130 certifioation
course from 100 Octaber 2017 1o 2004 Vel 2018,

Waorking withh Microsaflt Office 2013 certification courss really holped
our atudents to enhative their computer shalls.

Weo winh her success i her future endeavotira.

Bast regands,



Shobhavana Campus, Mijar, Moodbidri, D.K - 574228
08258.262725, Pax: 08258-262726

- S ALVA'S INSTITUTE OF ENGINEERING & TECHNOLOGY
% DEPARTMENT OF BUSINESS ADMINISTRATION (MBA)

» trainer, NIIT, Mangalore has
conducted certification programme on Working with Microsoft Office 2013

from 13% October 2017 1o 23 Feb 2018 for MBA students,

Dean MBA. |
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TO WHOMSOEVER IT MAY CONCERN

QOur sincere appreciation and gratitude to Ms. Chaitra Acharya, trainer, NIIT,
Mangalore for conducting Working with Microsoft Office 2013 certification
course from 13% October 2017 to 23+ Feb 2018.

Working with Microsoft Office 2013 certification course really helped

our students to enhance their computer skills.

We wish her success in her future endeavours.

Best regards,
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CERTIFICATE

This is to certify that Ms. Chaitra Acharya, trainer, NIIT, Mangalore has
conducted certification programme on Working with Microsoft Office 2013
from 13* October 2017 to 23 Feb 2018 for MBA students.

Dean MBA

Dept. of By
Alva's Instiiute
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POST GRADUATE DEPARTMENT OF BUSINESS ADMINISTRATION

REPORT ON OUTCOME OF CERTIFICATE COURSES CONDUCTED INTHE
YEAR 2017-18

BUSINESS ENGLISH CERTIFICATION COURSE — 04.10.2017 TO 05.05.2018

I After the certification program, students skills in spoken Fnghish and grammar impros ed
noticeably

2. Students were able to prepare reports and texts for circulation among limited groups
1 Students wrote business letters and prepared oflicial communications

WORKING WITH MICROSOFT OFFICE COURSE™ -13.10.2017 TO 23.02.2018

1. Students were able to prepare professional documents using Microsoft word

2 Students were able to develop workbook and print workbook contents

3. Students prepared PowerPoint presentation using variety ol designs and patterns.
CERTIFICATION COURSE ON GST 06.10.2017 TO 18.06.2018

1. Students leamt the provisions of GST Act and the implications of the new tax regime

2 Students understood the concept of inward supply and outward supply and the GST

payments
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