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Departmental Academic Calendar 2018-19

"Sn | Tentative Date | Activity
1. 07-06-2018 | Subject Allocation Meeting
2. 14-06-2018 | Department Meeting on different activities
3. 09-07-2018 Department Meeting
4. 01-08-2018 Commencement of 0dd Semester Classes
S. 27-08-2018 Guest Talk
06-09-2018
6 | og.o92018 |
7. 13-09-2018 Result Analysis Meeting
8. 15-09-2018 | Meeting to discuss on Coaching Classes
9. 18-09-2018 Guest Talk
15-10-2018
10.| 1590208 |
11. 22-10-2018 Result Analysis Meeting
26-11-2018
12.| 11208 |"AM
13. 04-12-2018 Result Analysis Meeting
05-12-2018 E
14. 29.12-2018 Final Theory Exams
03-01-2019 7
15, 16-02-2019 Project Work
| 16. 07-01-2019 Subject Allocation meeting
17, 18-02-2019 Commencement of Even Semester Classes for 4 Sem

18. 25-02-2019 Commencement of Even Semester Classes for 2nd Sem
19. 12-03-2019 Guest Talk
01-03-2019

B th nd
20. 03-03-2019 1A-1 for 4t Sem and 2 Sem
21, 08-03-2019 Result Analysis
02-05-2019 "
22. 04-05-2019 IA-11 for 4™ Sem
23. 09-05-2019 Result Analysis
09-05-2019 "
24. 11-05-2019 1A- 11 for 224 Sem
25. 13-05-2019 Guest talk
29-05-2019 &
26. 31-05-2019 1A -111 for 4™ Sem

27. 01-06-2019 | Last working day for 4% Sem

03-06-2019
28, 28-06-2019 Final theory Exams for 4% Sem
29 04-06-2019 Result Analysis
13-06-2019 o
}30. 15-06-2019 1A- 111 for 2% Sem
31 17-06-2019 | Last working day for 224 Sem
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1 32. | 19-06-2019 | Result Analysis
20-06-2019 | . : aie
.33. | 04-07-2019 Final theory !;xenms for 2™ Sem J

Head of the 'Depnrtment
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DEPARTMENT OF BUSINESS ADMINISTRATION
Minutes of the Meeting

Certification Programmes

Date: - 20th June 2018

1. Department Faculty, HOD discussed the various certification programmes

1 Microsoft Office
Business English Certification

i)
i) SAP
iv) GST

2. Analysed the Industry Academic Gap
3. Based on the unalysis in the meeting it was decided to conduct following certification

programmes

i) Microsoft Office
4. Minutes copy has sent to Principal and Management for the final approval

Dean M i 1
DEAN . PRINCIPAL
Dept. of Business Admin /1701 ,' , flene tnetiture of Engy. & Techaclogy,
“a's insuMcAc:: Em. i&z;cc-nwu 3y {27, IUUTBIORY - 574 225, DX
MIJAR -
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APPROVAL LETTER
To,
The Principal,
AIET, Moaodbidri
Respected Sir,
Sub: - C fication course T
Microsoft Office 2013,

subject cited above, I would like to bring to your kind

am on Working

With reference to the
notice that, the Department is planning to host a Certification Progr

with Microsoft Office 2013 from «25th Oct 2018 to May 2019"

Kindly consider the above request and approve the same for further

proceedings.

Thanking you

£ >
=1
Degp MBA AR
tramts tagpipnie nf ngg. B Te
Dept. of Business Administration ol ﬁl’.:(};f“'.lk‘q-!gs oy nw
Alva's Institute of Enng. & Technclogy i
MIJAR - 574 225
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Alva’s Institute of Engineering and Technology
Shobhavana Campus, Mijar, Moodbidri

<_n<3<=.uwn u.an-:_e_on_n-_ University is a collegiate
public state university in Karnataka State, Incla, It was
established by the Government of Karmatala. The
university Is named after M. Visvesvaraya from
Karnataka, the only engineer to be awarded a “Bharat
Ratna®, the highest civilian award in India. Jnana
Sangama, Belagavi is the headquarters of VTLL
Additonally, the university has three reglonal centers In
Bangalore, Gulbarga and Mysore. VTU is one of the
largest universities in India with 212 colleges affiliated
to it with an intake capacity of over 467,100
undergraduate students and 12666 postgraduate
students, The university encompasses technical and
management fields which offer 30 undergraduate and
71 postgraduate courses. It has around 1800 PhD
candidates, VTU has 13 QIP centers and 17 extension
centers In Its aMliated colleges offering postgraduate
courses. It has around 2,305 departments recognized as
research centers which are spread across its affiliated
Institutions in cities of Karnatala.
AET:MOODBIDRL NN I SINNN TN
Alva's Education Foundation —>m: ey Cv_.w:n.._ in
1995 with the vision of our Chairman Dr. M, Mohan
Alva has succeeded in making Moodbidr, an
Educational hub in the South Canara Region, with more
than 25000 students pursuing various courses ranging
from primary school to post-graduate courses in social
sclences, pure scences, engineering and management.
There are 21 Institutions functioning under the Alva's
Education Foundation.

Alva’s Institute of Engineering and Technology,
Moodbidri Is a Premier Engineering institute of Alva’s
Education Foundation, established in the year 2008.
The college is certified to the 150 9001: 2008 standards.
The Institute offers top quality education in five under
graduate programs In Engineering- Computer Science,
Civil, Electronics & Communicationy, Information
Science, and Mechanical Epgineering: Three Post
Graduate programs- Master of Technology in Thermal
Power Engineering Computer Science & Engineering
VLS! Design Embedded System and Master of Business
Administration,

opened up for the students

The department offers
I::Es Resources

~ ABOUT Microsoft Office 2013 COURSE:
After the completion of course students will be able

To create and Manage Professional Documents Using
Word 2013,

Present and Manage Data Effectively Using Excel 2013
Create and Manage Presentations Using office
PowerPoint 2013

Communicate and manage tasks, contacts and
Appointments using outlook 2013

I COURSE CONTENT 0
1. Creating professional documents using Word 2013
2. Management and acchival of documents
3. Working with an Excel 2013 workshest
4. Modifying and formatting a worksheet
5. Performing calculatons using Excel 2013
6. Developing a workbaok and printing workbook contents
7. Presenting data using charis
8. Creating and managing presentation using Power Point
2013
@ Communicate and manage tasks, contacts and
appointments using Outiook 2013
Modules:-
Working with Microsoft Word
Working with Microsoft Excel
Working with Microsoft Power Point
Working with Miceasaft Outlook
ThE S RESOURSE PERSON
1. Jyothi, Trainer, Rural Computer
Training Academy, Moodbidri

2. Swathi, Trainer, Rural Computer
Training Academy
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Letter of Acceptance

| am pleased to accept your request for a certification course on
Microsoft Office 2013 from 25% October 2018 to 31% May 2019 to the MBA

students,

Regards,
it

Ms. Jyothi

Trainer, Rural Computer Training Academy, Moodbidri
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Letter of Acceptance

| am pleased to accept your request for a certification course on
Microsoft Office 2013 from 25% October 2018 to 31 May 2019 to the MBA

students

Regards,
oA |
Ms."Swathi

Trainer, Rural Computer Training Academy, Moodbidn
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Circular

The Department of Buniness Administration is happy 10 announce that the

- - »
department (s organizing o Certification Program on “Microsoft Office” from 25"

Oct 2018 to May 2019" in asnociation with Unique Training Centre, Moodbidri

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

sossions as per the mentioned schedule.

I N\
) C\
MBA
Dept. of Busines A:d
CP- O Business Administrati
Alva’s Institute of Engn. & Tec:za"::o‘n
MIJAR - 575 225
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Student Registration - Microsoft Office 2013 Certification course

by Unique Training Centre

Alva's Institute of Enginecering & Technology

:\ : Shobhavana Campuns, Mijar, Moodbidel, DK IA2A0
3 Fhone: Of p ’ on '

DEPARTMENT OF BUSINESS ADMINISTRATION (MBA)
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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)
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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)

Subject: Microsoft Word

Marks : 50 Hour: 2

I.  Type the below paragraph
16x1=16

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.

2.0 line spacing for 1**Paragraph

Insert watermark “UNIQUE”

The left and right margins are to be brought in by 1.2cm and 2.4cm respectively
Apply double line border at the top of the paragraph

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

Highlight Second line of the first paragraph

N o vk~ w Do

Protect your document (Password : UNIQUE)
I1.  Create the Line chart
10x1=10

Wild life Population

«=@=Sharks «=@==Dolphins Whales

200
100 \ -

>0 — T = °
2017 2018 2019 2020 2021 2022
Sharks 8 54 93 116 137 184
Dolphins 150 77 32 11 6 1
Whales 80 54 100 76 93 72

year



* Alva’s Institute of Engineering and Technology

1. Create the below Table

Shobhavana Campus, Mijar, Moodbidri
Phone: 08258-262725, Fax: 08258-262726
Department of Business Administration (MBA)

Vinsys IT Services (I) Pvt.Ltd.
Add:28/11+12,’Shivaji Niketan’,Tejas Housing Soc.,Near Mantri Park, Behind Dhondiba Sutar Bus
Stand,Kothrud,Pune-411,029 Maharastra,India

24x1=24

Name of the Vendor Vasanth Poojary
Contact Person Vasanth Poojary Date 10/3/2017
Telephone No(with STD Code) 123456789 Credit Period
Mobile No. 123456789

Vasanth Poojary
Vendor address Marnad

Land Mark
Vendor Type(Pvt.Ltd./Proprietor/
partnership/HUF/LLP)
Email Id Vpmmoodbidri@gmail.com

Bank details(attach copy of cancelled cheque)
Account in the name of Vasanth Poojary Bank Account No 123456789
, HDFC IFSC/NET Code HDFC12345

Banker’s name -

Swift code
Branch Name Electronic City Account SB

Type(SB/Current/CC/OD)

Bank Address HDFC Bank Moodbidri

Proof to be Attached
PAN No BUOPP3067 Service Tax Reg .no
TIN No. VAT/CST No
GSTTIN 29abcde4970c1z4

Are Mandatory Field

For Vinsys IT Services(i)Pvt.Ltd

Authorized Signatory

Signature of the Vendor

Authorized Signatory




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

Department of Business Administration (MBA)

Subject: Microsoft Excel

Marks : 100

Create the following table

Hour: 2

15x1=15

Items MRP.Rs Tax(Y/N) Tax Rate Total Amount
Samsung 10000 Y
Onida 7800 N
Sansui 6000 Y
Lg 15000 Y
Sony 20000 N
Samsung 15000 N
Lg 8500 Y
Samsung 12000 N
1. If Tax is yes then calculate 12.5% tax on MRP. Rs Otherwise nil
2. Calculate the total amount of items
3. Count only tax items
4. Count only non tax items
5. Find the total of only “SAMSUNG” Items
6. Set the total amount of column to the decimal place of 2
7. Insert today’s date using formula at the first row
8. Find the length of the text “SANSUI”
9. Convert the text “Samsung” to Capital Letters
I1.  Create the chart using the below table 5x1=5
Items Salesman Unitsold
Close up Rohan 50
Lux Vishal 85
Santhoor Shriraj 74
Rexona Akshay 74
Dove Arjun 85
Nirma Manav 90
Vivel HEmanth 63

Insert the heading of the chart “PRODUCT SALES”

1

2. Insert the x axis title” SALES MAN” and Y axiz title “UNIT SOLD”
3. Show data table below the chart
4

Place the legend in bottom




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

Department of Business Administration (MBA)

I11.  Crete the following and find the total & grand total marks Using Menu 5x1=5
Name Subject Marks
Arun M.S Word 54
Arun M.S Excel 53
Arun M.S Ppt 89
Arun M.S Access 96
Dinesh M.S Word 65
Dinesh M.S Excel 68
Dinesh M.S Ppt 89
Dinesh M.S Access 64
Nandu M.S Word 62
Nandu M.S Excel 58
Nandu M.S Ppt 94
Nandu M.S Access 56
IV.  Apply conditional Formatting for the following 5x1=5
Items MRP.Rs Tax(Y/N) Tax Rate Total Amount
Samsung 10000 Y
Onida 7800 N
Sansui 6000 Y
Lg 15000 Y
Sony 20000 N
Samsung 15000 N
Lg 8500 Y
Samsung 12000 N
V.  Two Marks Questions 2X7=14

a) Insert the link between two files

b) Apply Auto format to the above table of question IlI

c) Change the name of your sheet

d) Gove borders to the above table of question |

e) Rotate the column heading of the question I to 45°

f) Protect your worksheet (note: Password must be UNIQUE)

g) Copy the table of question IV and display only Samsung Items
h) Insert the background image to you worksheet

i) Sort the table of question | content to ascending order



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

Department of Business Administration (MBA)

VI.  Crete a below database and prepare Pivot table and chart for it 20x1=20
(10 Marks for pivot chart and 10 marks for pivot chart)

NAME SUBJECT 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
VII. Crete a below database
5x1=5

Agent Sales Commission Rate Commission

HARISH 5000 5.0%

RAVI 2500 3.0%

MADAV 4300 4.0%

GIRISH 2300 2.5%

In the above worksheet, the sales made by different agents, the commission rate is given Now
calculate the commission received by each agent. And Ravi demands to get the commission
amount of Rs.100. To give him the commission 100, by taking into account the same sales made

by him, what will be the commission rate be....?



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

VIII. Crete a following worksheet 20x1=20
KASTHURBA MEDICAL HOSPITAL
NO.OF | ROOM
PATIENT DEPT | WARD | ADMISSION | DISCHARGE DAYS RENT FEES | AMOUNT
Sneha SKIN Special 1-Jan-99 10-Jan-99 10 1250 1200 2450
Shiv EYE Special 2-Feb-99 2-Feb-99 1 125 900 1025
Raju EAR Special 2-Jan-99 2-Mar-99 60 7500 800 8300
Keerthi NOSE | General 1-Jan-99 5-Jan-99 5 250 2100 2350
Harish EAR General 4-Feb-99 5-Feb-99 2 100 1350 1450
Barthesh SKIN General 22-Feb-99 28-Feb-99 7 350 2500 2850
Jayalakshmi EYE General 3-Mar-99 31-Mar-99 29 1450 2000 3450
Shirin EAR Special 10-Mar-99 5-May-99 57 7125 4150 11275
Sanjay SKIN Special 18-Mar-99 1-Apr-99 15 1875 3100 4975

Create a list box For Dept and the Option Buttons for WARD to get the total

room rent, and fees collected from each ward in the department

IX. Copy the table VIII and then separate the Patients details having different department
5x1=5

X. Create afolder in d: and save your file inside the folder naming as Exam 2x1=2



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

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

@u.

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=peither agree nor disagree 4=Agree S=strongly Agree

SN Topics 123145
A. | Content S
1 | am able to create and Manage Professional Documents Using Word

2013 2
2 | Understood Basic concepts of MS office 2013 o

3 Present and Manage Data Effectively Using Excel 2013

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

2013
5 | can effectively Communicate and manage tasks, contacts and

Appointments using outlook 2013 s
B Presentation

6 Trainer has good knowledge

7 | Trainer has good presentation style .
8 Trainer covered syllabus cleardy
9 Trainer responded well to questons

10 | Tramer facilitated interactions among participants well

C. How could this course be improved?

D. Any other suggestions?




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

Report of the Event

The department of Business Administration has organized a 40 hours

Certification program on “Microsoft Office” from 25% October 2018 to May

2019 in association with Unique Traming Centre, Moodbidri. Programme

emphasized on students computer skill development.

Dean MBA

DEAN
\




é Alva’s Institute of Engineering and Technology

: b Shol.ahavana Campus, Mijar, Moodbidri
hone: 08258-262725, Fax: 08258-262726

Department of Business Administration (MBA)

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

TO WHOMSOEVER IT MAY CONCERN

Our sincere appreciation and gratitude 0 Ms.Jyothi, Trainer, Rural
Computer Training Academy, Moodbidri for conducting Microsoft Office 2013
certification course from 25* October 2018 to 31 May 2019.

Microsoft Office 2013 certification course really helped our students to

enhance their computer skills.

We wish her success in her future endeavours,

Best regards,

Dean NlBA .



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

Department of Business Administration (MBA)

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

CERTIFICATE

This is to certify that, Ms.Jyothi, Trainer, Rural Computer Training

Academy, Moodbidri has conducted certification programme On Microsoft

Office 2013 from 25% October 2018 to 31% May 2019 for MBA students.

Dean MBA




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

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

TO WHOMSOEVER IT MAY CONCERN

Qur sincere appreciation and gratitude to Ms. Swathi, Trainer, Rural
Computer Training Academy, Moodbidri for conducting Microsoft Office 2013
certification course from 25™ October 2018 to 31= May 2019.

Microsoft Office 2013 certification course really helped our students to

enhance their computer skills.

We wish her success in her future endeavours.

Best regards,

Dean MEA



Alva’ i
lva sshI:bsl:latute o(i": Engineering and Technology
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De i
partment of Business Administration (MBA)

2 Alva's Institute of Engineering and Technology
S Shobhavana Campus, Mijar, Moodbidri
— Fax: 08258-262726

Phone: 08258-262725.
Administration (MBA)

Department of Business

CERTIFICATE

Trainer, Rural Computer Training

that, Ms. Swathi,
gramme on Microsoft

This is O certify
Academy, Moodbidri has conducted certification Ppro
2019 for MBA students.

Office 2013 from 25* October 2018 to 31 May 2

Dean MBA



Alva’s Institute of Engineering and Technology,

Mijar, Moodbidri, Mangalore
POST GRADUATE DEPARTMENT OF BUSINESS ADMINISTRATION

REPORT ON OUTCOME OF CERTIFICATE COURSES CONDUCTED IN THE
YEAR 2018-19

ADVANCED DIPLOMA IN PAYROLL, TALLY, GST, ACCOUNTS”- 04.09.2018 TO
18.04.2019

1. Students were familiarised with the preparation of Financial Statements using TALLY
software.

2. Students were introduced to the calculation of IGST, CGST and SGST and its payments.
3. Students learnt the concept of supply and its various types.

WORKING WITH MICROSOFT OFFICE COURSE” -25.10.2018 TO 23.5.2019

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 of designs and patterns.

DEAN
Dept. of Business Administration
Alva’s Institute of Enggy. & Technology
MIJAR - 574 225

PRINCIPAL

"'y Stitute of &1
u . & Tech
MA‘UL MWDWWHI 322 s;ng';gy‘



