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Online web tutorials for Arduino
Contents

I Basic Level

2 Intermediate Level
3 Advance Level

Basic Leve]

l.  Overview of Arduino

® Leamning objectives of Arduino

® Prerequisites for learning Basic leve] Arduino tutorials

®  Prerequisites for learning Intermediate level Arduino tutorials
®  Who can yse Arduino?

Glimpse of Spoken Tutorials available on Arduino series
Electronic components and connectjons
Breadboard and jts internal connections
LED and its connections
Tri-color LED
Resistor
Simple circuit using LED, resistor and breadboard
Common mistakes when using breadboard to make connections
Pushbutton and jts connections
Common mistakes when using pushbutton to make connections
Seven segment display and its connections
Demonstration of aj| the above components
3. Introduction to Arduino
® About Arduino device
Features of Arduino
Components of Arduino board
Description of Microcontrollers
Few examples where 4 Microcontroller is used
Installation of Arduine IDE on Ubuntu Linux 0s
Run the arduino excceutable file
The Arduino IDE window
" 4. Arduino components and IDE
® Sctup a physical connection between Arduino and a computer
® Connect the Arduino board to the computer using the USB cable
® Various components available in Arduino hardware
ATMEGA 328 microcontroller chip
About Arduino BootLoader
Digital Pins
Analog Ping
Blinking LEDs that are helpful for troubleshooting
Ground Pins
¢ External power adapter
® Arduino programming language
5. First Arduino Program
®  Write an Arduino program to blink an LED
® Arduino program js saved as Sketch
®  Default program environment with two empty functions -
® sctup - function for setting up a micro-controller

8%



6.

10.

® loop - infinite loop

Program to turn on the LED

Compile the program into binary format
Program to turn off the LED

Arduino with Tricolor LED and Push button

Tricolor LED - Common Cathode Tricolor LED

Other external devices that are required for this experiment
Understand the connection circuit details

Connect a tricolor LED to Arduino board

Write a program to blink tricolor LED

Use Pushbutton to control the blinking

How to reduce the delay of the blink

Arduino with LCD

Connect an LCD to Arduino board

See the details of the circuit connection

See how to do the soldering

Sctup the components as per the circuit diagram

The aim is to write two strings on the LCD display
Write a program to display a text message on the LCD

Display counter using Arduino

Connect an LCD and a Push button to Arduino board.
Add a pushbutton and make a simple counter

Write a program in the Arduino IDE

See that pushbutton is working successfully

Modify the program to set a counter

Output: count is increased whenever the button is pressed

Seven Segment Display

Connect a seven segment display to Arduino board

Types of seven segment display

Connection details of common cathode seven segment display
Connection details of common anode seven segment display
Circuit connection explanation

Live setup of the connection

Program to blink LLEDs in seven segment display

High and low state of LED's in the seven segment

Program to display digits 0 to 4 in seven segment display
Compile and upload the program

Pulse Width Modulation

About Pulse Width Modulation

About duty cycle and frequency

Formula to calculate the duty cycle

Experiment to control the brightness of LED by varying the duty cycle
Experiment to control the speed and direction of a DC motor

Circuit connection explanation of the above experiments

Source code for the above experiments

Demonstration of the output

. Analog to Digital Conversion

About DHT11 sensor

Arduino resolution concepts

Circuit connection details of DHT11 sensor and Arduino
Features of DHT11

Download the DHT11 Arduino library to run this program,




Code to detect the temperature and humidity using DHT11 sensor
Display the output in the Serial Monitor screen
Display the output in the Serial Plotter screen

12. Wircless Connectivity to Arduino

About ESP8266-01 WiFi module

Various pins of ESP8266-01 WiFj module

Circuit connection of ESP8266 - 0 module with Arduino

Setup the read-write permission to the USB port

Download and install ESP8266 WiFi module in Arduino IDE

Establish a connection between WiFi module and a laptop or a mobile phone
Source code for the above experiment

Demonstration of the output

Intermediate Leve]

L. Assembly of Robot

Components required to build a Robot
About soldering DC motors

Acrylic Robot Chassis with screws and nuts
Steps to mount the motor on the Chassis
Fixing the wheels of the Robot

Assembled Robot

About .apk file

About MIT App inventor to build an app
Code file for Car Bluetooth RC .apk

Steps to install the app on the Android phone

2. Robot Control using Bluetooth

Components required for Bluetooth communication

About Bluetooth communication

About Data Mode and AT Command Mode

Circuit connection details of Arduino board and HC-05 Bluetooth module
Actual setup of the connections

Program to control the movement of the Robot

Configure the Bluetooth in Android phone

Working of the Car Bluetooth RC App

Working of the Robot

Control the movement of the Robot using Bluetooth communication

3. Introduction to loT

About [oT

loT system components

About Thingspeak platform

Create an account in Thingspeak

Login to the account and create a new channel
Enter the channel information

Show the graph outline

Generate the AP] keys

Importance of Write API key and Read API key
Copy the Write API key

4. Sending data to the cloud using IoT devices

External components required for sending data to the cloud
About MQTT Protocol
Circuit connection of DHT]| and WiFi module with Arduino



Sctup the MB102 module on Breadboard

Circuit connections required for the experiment

Configure the ESP8266 module to communicate

Download a DHT sensor library

Program in Arduino IDE for interfacing WiFi module and DHT11 sensor

Working of ThingSpeak channel

Graph of temperature and humidity values from the DHT11 sensor in ThingSpeak platform
Data Import/Export option to download the data as CSV file

Advance Level

1. Assembly programming through Arduino

Write an assembly program to display a digit on seven segment display

Arduino - Assembly code reference

Arduino ATmega328 Pin mapping

Connection circuit details

Installing AVRA and AVRDUDE assembler

How to connect and check the port number of Arduino

Assembly program to glow the dot LED on the seven segment display

Assembly program to display digit two on the seven segment display

Assembly program to display digit five on the seven segment display using decoder
How to save the file, assemble and upload to the Arduino

2. Digital Logic Design with Arduino

e e ®© © ¢ ¢ & ¢ o

Write an assembly to verify the logical AND operation

Use the m328Pdef.inc file that is available in the code files link of this tutorial.
Explanation of the Source code for logical AND operation

Save the file and generate the.hex file

Upload the code to the Arduino

Displaying the output on the Seven segment display

Replace the program with or to perform logical OR operation
Replace the program with xor to perform logical XOR operation
Implement and verify the below combinational logics:

e A=W

e B=WX7Z+WX

o C=WXY+XY+WY

e D=WXY+WZ

3. AVR-GCC programming through Arduino

Write an assembly program to display a digit on seven segment display

Arduino - Assembly code reference

Arduino ATmega328 Pin mapping

Connection circuit details

Installing AVRA and AVRDUDE assembler

How to connect and check the port number of Arduino

Assembly program to glow the dot LED on the seven segment display

Assembly program to display digit two on the seven segment display

Assembly program to display digit five on the seven segment display using decoder
How to save the file, assemble and upload to the Arduino

4. Interfacing LCD through AVR-GCC programming

Interface a LCD to Arduino board

Pin connections details of the Arduino and LCD
Image showing the connections

Live set up of the connections




=y

< e © © o ® @

Write an AVR-GCC program to display a digit on LCD

Using avr/io.h, util/delay.h, stdlib.h libraries in the program

Using ClearBit() and SetBit() function

Various functions used to excute the output

Using make FNAME command to compile and upload to Arduino
Displaying the output digit 5 on the LCD

lixing Assembly and C programming

Combining Assembly and C programming

Explanation of the circuit connections

Live setup of the connection

Assembly routine program which initialises and sets pin 13 of Arduino as output
Call that Assembly routine in AVR-GCC program to blink the Dot LED of the Seven
Segment display

Use the Makefile that is available in the code files link of this tutorial.
Explanation of the Source code of the subroutine and main program

Save the file and generate the .hex file

Upload the code to the Arduino

Display the output on the Seven segment display
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Online web tutorials for C and Cpp
Contents

I Introduction to C

2 Basic Level
3 Intermediate level
4 Advanced level

Basic Level

1) First C Program

-Header Files

e example: #include <stdio.h>
main()

Curly braces { }

printf()

semicolon ;

Compiling a C program

e cxample: gee filename.c -0 output parameter
Executing a C program

e cxample: Joutput parameter

Errors

2) First C++ Program

(o8]

Header files

e —-example: #include <iostream>
main()

Curly braces | }

-cout<<

semicolon ;

Compiling a C++ program

e cxample: g++ filename.cpp -0 output parameter
Executing a C program

e cxample: Joutput parameter

) Tokens in C and C++

Data types, constants, identifiers

- Keywords

e cxample: if, break, else
Constants

Data types

e example: int, float, char, double
Format specifiers

e example: %d, %f, %c, %lf
Range of data types

Variables

Identifier

Lrrors




4) Funetions in C and C++

What is a function

Syntax for declaration of a function
e Function with arguments

® example: return-type function-name(parameter);
®  Function without arguments

® cxample: return-type function-name:
e C(alling a function

Lrrors

N

) Scope of Variables in C and C++

Introduction
®  Syntax of declaring a variable
e example: data-type var-name:
® Syntax for initializing a variable
¢ example: data-type var-name = value:
Scope of variables
Global variable
Local variable
Error

6) If And Else If statement in C and C++

What are Statements.
Svntax for if and
l-clse Statement
Errors

7) Nested if and switch statement in C and C++

Nested if statement,

Switch statement.

Syntax for nested-if statement

Syntax for switch statement

break statement

Comparison between nested if-else and switch statement
Errors

8) Increment and Decrement Operators in C and C++

e Increment Operator
®  example: ++

® Postfix increment
e cxample: a++

®  Prefix increment
® example: ++a

®  Decrement Operator
® example: --

e Postfix decrement
® cxample: a--




®  Prefix decrement
®  cxample: --a
Typecasting

®  Lrrors

9) Arithmetic Operators in C and C++

Arithmetic Operators
Addition Operator
®  cexample;a+b
®  Subtraction Operator
® cxample:a-b
®  Multiplication Operator
® cxample:a*b
¢ Division Operator
® example:a\b
®  Modulus Operator
®  cxample:a%b
® FErrors

10) Relational Operators in C and C++

®  Double Equal to

® example: a ==
¢ Not Equal to

® cxample:al=Dh
®  Greater Than

® cxample;a>b
® Less Than

® example:a<b
®  Greater than Equal To

®  cxample:a>=h
® Less Than Equal To

®  cxample:a<=p
®  Errors

I'1) Logical Operators in C and C++

®  And &&
e Or|

® Not!
[ ]

Errors

Intermediate level

12) Loops in C and C++

Loops
Syntax for while and do-while loop

Syntax for
for loop

Errors

Comparison of while and do-while loop



13) Arrays in C and C++

e  What are arrays
® |-D Arrays
e Syntax for Declaration of arrays
e example: data type array_name [size];
¢ Syntax for Initialization of arrays
® cxample: data type array_name [size]=value;
®  Accepting values from the user
Errors

14) Working with 2-D Arrays in C and C++

®  Whatare 2-D Arrays.

Range of arrays

Syntax for Declaration of 2-D arrays

® cxample: data type array_name[row][column];
® Syntax for initialization of 2-D arrays

® example: data type array_name[row][column]=
{
{row-val} {col-val}
1

)

® Errors
15) Strings in C and C++

®  Whatis a string

® Syntax for declaring a string

® Syntax for initializing a string
e To read a string from keyboard
®  Errors

I6) String Library Functions in C and C++

®  What are string library functions.
® Types of string library functions

®  Strepy

e Stlen

e  Strcmp

e  Streat
e Errors

Advanced level

I'7) Working with Structures in C and C++

Introduction

_ Syntax of structures
Declaration and initialization
Declaration of structure variable

Accessing structure variables




18) Understanding Pointers in C and C++

e [ntroduction
e Syntax of Pointer

e cxample: int *iptr;
e  Declaration

e example:

int a; (integer a) int *aptr; (pointer to an integer *aptr) aptr = &a; (aptr sct to address of a) Address Pointer
e Lrrors
19) Function call in C and C++
e (ypes of function calls
e function pass by value
e function pass by reference
20) File Handling in C
File handling functions
Opening a File closing a file

e cxample: fopen, fclose
e Reading data from a File
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Online weh tutorials for Java

Contents
I Introduction

0 1.1 Basic Leve]

0 1.2 Intermediate Level

Basic Level

Introduction to Java

I

Getting started with Java — installation

® Install jdk from Synaptic Package Manager
®  Choose openjdk-6-jdk from the list of packages available
®  Mark it for installation
® The installation wi]| take a few seconds
¢ Verify the installation
® At the command Prompt type java -version, so the version number of the jdk will be
displayed
® Rung simple java program and see if it works
®*  Type javac TcstProgram._java for compiling the code and Jjava TestProgram for exccuting the
code
2. Java- First program
® write simple java program
®  print “My First Java Program!” on Console
®  save the file
® file name given to the java file
® compile the file
® run the file
® correct the errorg
® naming conventions for class
® naming conventions for method
® naming conventions for variable
Eclipse
3. Installing Eclipse
® Install Eclipse on Ubuntu on the Terminal
®  Setup the proxy on the Terminal
®  Then fetch the list of al] the available softwares
®  Type sudo apt-get update
®  Then install eclipse on the Terminal
¢ Type sudo apt-get install eclipse
*  Verify if Eclipse is installed on the system
* Installing Eclipse on Debian,Kubuntu, Xubunty
¢ Installing Eclipse on Redhat
® Installing Eclipse on Fedora,centos and suse linux
4. Getting started witl Eclipse
® Eclipse is an Integrated Development Environment
® lItisatool on which one can write, debug and rup Jjava programs easily
®  Open Dash Home and type Eclipse in the search box.
*  Weget Workspace Launcher
*  On clicking on Workbench we get the Eclipse IDE
®* Goto Filc->Ncw~>Project and select Java Project
Create a project named EclipseDemo and create a class inside DemoClass
Learn about Package Explorer and Editor portlet
5. cllo World Program

L ]
®
H
® Open Eclipse

® Create a Java Project named DemoProject

® Create a class named DemoClass

®  Class name and file hame will be the same

® Eclipse suggests various possibilitics as W€ type a command

® [Eclipse also completes the parentheses by automatically adding the closing parentheses
® Include the statement that we want to print

®  Eclipse also completes the quotes by adding the closing quote



L]
E
°
L ]
°
[ ]
€
.
L]
L]
e

Compile and execute the program
Change the code to print

rrors and Debugging

When writing a Java Program, here is a list of typical errors:

Missing semicolon(;)

Missing double quotes(".")

Mis-match of filename and classname

Typing the print statement n lower case

The line which has the error will be indicated with a red cross mark on the left margin
The list of errors is displayed by hovering the mouse over the cross mark

Create a class ErrorFree with Errors, debug the code and run it

Eclipse also offers intelligent fixes

Programming features of Eclipse

Auto completion

Sets the corresponding closing brace when we open the brace

Provides a drop-down list of methods when you start typing the code.

Syntax highlighting

Classname is highlighted in pink color and method in blue color.

Keyboard shortcuts

F11 to debug a program and Ctrl plus H to search a specific file.

Error highlighting

Cross symbol in the program denotes errors

Remove semicolon and error details are displayed when mouse is hovered over cross symbol.

Fundamental Programming Structures in Java
Numerical datatypes

8.

9

11.

°
°
]
®
L
.
®
A
®
°
®
.
°
©
@
®
®
©

S
e
®
L
.
°
®
®
®
.
.

Define datatypes and numerical datatypes

int

float

byte

short

long

double

range of each numerical datatypes

declaration and initializationof numerical datatypes.
valid and invalid declaration

rithmetic Operations

Define an operator

Define arithmetic operators

addition

subtraction

multiplication

division

modulo

simple program to demonstrate arithmetic operators
appropriate datatypes for appropriate values

save, compile and run the program

trings

char datatype

letter, digit, punctuation marks, tab, or a space are all characters.
Program explaining the variable and the character data.
Introduction to strings

Creating string by Direct Initialization

Creating string by using new operator

String length()

String concat()

String toUpperCasc()

String toLowerCase()

Primitive type conversions

define type conversion or type casting




higher order integer to lower order integer- Explicit type casting
program to show explicit type casting

common mistake in explicit type casting,

program to show common mistake in explicit type casting

lower order integer to higher order integer — Implicit type casting
program to show implicit type casting

char to integer

integer to char

program to show char to int type casting,

Control flow

12,

16.

Relational Operations
®  boolean datatype
equal to and not equal to
less than and less than or equal to
greater than and greater than or equal to
~ogical Operations
use of logical operators
and (&&) operator
example to explain and operator
program to demonstrate and operator
or ([[) operator
example to explain or operator
program to demonstrate or operator
not (! operator
program to demonstrate or operator
save, compile and run the programs
“else construct
*  Conditional Statements and types of Conditional Statements
®  Use of if statement
® Syntax for if statement
®  Program using if statement
® Uscof if else statement
@
®
®
L J

..........'_'.

ewiy

Syntax for if else Statement
Program using if else statement
Use of if else if statement
Syntax for if else if statement
®  Program using if else if statement
nested if and lernary operator
explain nested it
nested if syntax
program to demonstrate nested if
explain the control flow of the program
explain ternary operator
syntax for ternary operator
explain the syntax
program to demonstrate ternary operator
comparison between ternary operator and nested if
save, compile and run the program
switch statement
define switch case Statement
compare switch and nested if
switch case syntax
working of a switch case statement
use of keyword switch
valid and invalid use of keyword case
use of keyword default
use of keyword break
program to demonstrate switch case statement
save, compile and run the program to check the output

..........



17. while loop
Loop control statement
types of loop control statements
Introduction to while loop
syntax of while loop
Program using while loop
Check the output.
Introduction to infinite loop
loop variable modification
Check the output
How to terminate the infinite loop
18. for loop

® gsyntax

e introduction to for loop

e for loop syntax

®  |oop vaiable

® loop condition
® loop variable increment or decrement
L]
@
@

loop block
flow of loop
advantage of using loop
19. do while loop
e define do while

® do while syntax
® working of do while loop
® cxample of do while loop
® explain the do while programming
@ save, compile and run the program to check the output
® how different is it from the while loop
® program to demonstrate the differences
Arrays

20. Introduction to Arrays

®  About Arrays
Declare an Array
Initialize an array
® Intilalization using for loop
® Index of an array elements
¢ change values of an array
®  print the value of an array
®  Advantage of an array.
A
.
®

21. Array operations
imporijava.uti!.Arrays
use methods from class Arrays
& toString() method
®  sort() method
e {ill() method
®  copyof() method
® copyofRange() method
¢ about parameters for each method.
Classes & Objects
22. Creating class
®  Whatever we can see in thig world are all objects
Objects can be categorized into groups known as class
This is class in real world
Human Being is an example of class in real world
Class in java is the blue print from which individual objects are created
Class consists defines a set of properties called variables and a set of behaviors called
methods
®  Syntax for creating class




® Create a simple class Student using Eclipse
®  The Student class can contain properties
Creating Object
® Anobjectis an instance of a class
®  Each object consist of state and behavior
®  Object stores it state in fields or variables
® ltexposes its behavior through methods
® Reference variables
®  Create a class named TestStudent
®  Create an object of the Student class
® Use new operator
®  Check what the reference variable contains
®  Create one more object of the Student class and check what the reference variable contains
24, Instance fields
Also known as non-static fields
Open the TestStudent class which we have created
Access the fields roll_number and name using dot operator
See the output
Initialize the field and see the output
Change the modifier of the fields to private
Debug the error that you get
Change the modifier to protected
Each object of a class will have unique values
Create two objects of the Student class
Methods
methed definition
write simple method
method returning valye
call a method in another method
flow of the program
call a static method
call a method from another class
method signature
method body

[V
i
..........

Constructors
26. Default constructor
what is a constructor?
what is a default constructor?
when is it called?
define a constructor
initialize the variables
call the constructor
* difference between constructor and method
Parameterized constructors
What is a parameterized constructor?
create constructor without parameter
create a constructor with parameter
assign values to the variables in the constructor
pass arguments during the constructor call
working of parameterized constructor
show common errors
resolve the errors
create another parameterized constructor
why to use constructor?
28. Using this keyword
® this is a reference to the current object
®  helps to avoid name conflicts
® wecan use this keyword inside a constructor to call another one
® the constructors must be in the same class

bo
b



29,

30.

3L

32

explicit constructor invocation

Explain it using the parameterized constructor code
Make this statement the last one in the constructor

You will get an error

this statement should be the first one inside a constructor

Non-static block

°
C
.
°
L ]
®
.
°
®
M
°
°
®
°
®
®
L ]
.
.

Non-static block
Any code written between two curly brackets
Exccuted for each object that is created

Executes before constructor's execution

can initialize instance member variables of the class
create a class named NonStaticTest

Create a non-static block and a constructor inside it
Check the output

Include multiple non-static blocks

they will be executed in the sequence in which they appear in the class
Check the output

Non-static block is not a substitute for constructor

onstructor Overloading

define multiple constructor

what is constructor overloading?

constructor with different number of parameters,
parameters with different datatypes.

how is constructor overloaded?

flow of overloading process.

advantage of constructor overloading,

ethod Overloading

define multiple methods,

methods with same name.

methods with different number of parameters.
methods with different datatypes of parameter.
what is method overloading?

example for overloadin method

how to overload method?

advantage of method overloading,

error in method overloading.

Taking user input in Java

What is BufferedReader?

Importing three classes from Java.io package
How to take the input from the user?

Syntax to implement BufferedReader
Whatis InputStreamReader?

Create object of InputStreamReader

Create object of BufferedReader

About IOException

About throws keyword

Typecasting

Intermediate Level it |
Subclassing and Method Overriding

Definition of subclassing

Demo of subclassing using an Employce and Manager class
Single inheritance

Use of extends keyword

Private members in a super class

Definition of method overriding

Annotation

@Override Annotation

Calling methods of the superclass

super keyword
Call methods of the super class




wn

0.

Constructor of the super class

Demo of super keyword using an Employee and Manager class
Single inheritance

Use of extends keyword

®  Private members in a super class

Using tinal keyboard

final keyword

What is final keyword and its application?

Where final keyword can be declared?

final variable

final static variables

static block

final variable as parameter

final method

private final method

final class

Polymorphism

®  Polymorphism in Java

®  Run-time polymorphism

®  Virtual Method Invocation
[ ]
[ ]
L]

Compile-time polymorphism
Role of IVM
IS-A test
® Static binding
®  Dynamic binding
Abstract Classes
®  Abstract Classes in Java
®  What are Abstract Methods
®  What are Concrete Methods
®  Properties of Abstract Methods and Abstract Classes
®  How to use Abstract Methods
Tava Interfaces
® Java Interfaces
® Implementing Interface
¢ Implementation Classes
® Interfaces Vs Abstract classes
® Implementing Multiple Interfaces
®  Usage of Interfaces with an example
Static Variables
®  What is Static Variable in Java?
® Usage of Static Variables with Example
®  Static Variables Vs Instance Variables
®  Final Static Constants
Static Methods
What is static method in Java?
®  Static methods Vs Instance methods
®  Usage of static method with example
® Passing object variables in a static method
Static Blocks
®  What is a static block
®  Declaring and defining a static block
® How static blocks are invoked and executed

- Exception Handling

®  Whatis an Exception
Types of Exceptions
I Checked Exceptions
2. Unchecked Exceptions
Explaining Array 'lndex(')utO_/BaundsE.rception
Demonstrating Checked Exceptions with example
Handling Exceptions using try-catch blocks



[ ]
°
.
C
°
°
®
®
°
.
°
°
®
°

Explaining A4 rithmeticException

Demonstrating Unchecked Exceptions with example
Explaining FileNotf, oundException

Usage of finally block

Explaining Nul/Poin!erExce/)rion

ustom Exceptions

What is a Custom Exception

Demonstration of custom exception

Custom exception example - "InvalidMarkException"
Usage of "throw" keyword

How to resolve errors in custom exceptions

Resolve error using "Add throws declaration” option
Usage of "throws" keyword

Example for ”Fi]eNotFoundException"

How to handle multiple exceptions

How to use "surround with try/catch" option
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Online web tutorials for LaTeX
Contents

| Basic Level LaTeX
2 Intermediate Level
3 Advanced Level

Basic Level LaTeX

1. LaTeX on Windows using TeXworks

Installing MikTeX on Windows
Writing basic LaTeX document using TeXworks editor
Configuring MikTeX to download missing packages

2. Report Writing

report style having chapter, section and subsection

article style having section, subsection and subsubsection
Automatic generation of table of contents

toc file to store the information that goes into the table of contents
Automatic numbering of section numbers

Appendix; its appearance in report and article style

exiting from LaTeX when a compilation error occurs

3. Letter Writing

Letter document class

From address

Automatic generation and format of date
Starting a new line with double slash

To address

Starting a new paragraph with a blank line
itemize environment for bullet points
enumerate environment for numbered points
Closing statement

Signature

Carbon copy

4. Mathematical Typesetting

e
L ]
L ]
L ]
e
L)
®
L]
L]
L
L
L
L J

S sign to begin and end mathematical expressions
Creating alpha, beta, gamma and delta

Space being used as a terminator of symbols
Creating spaces in mathematical formulae
Difference in font of text and formula

Difference in the minus sign in text and in formula
frac command to create fractions

Subscripts and superscripts

Use of braces {} to demarcate arguments

Not equal to, greater than or equal to, less than or equal to, much less than
Right arrow, left arrow. left right arrow, up arrow
Integral sign, limits of an integral

Matrices of different rows and columns

5. Equations

[ ]
L ]
°
°
L]
[ ]
L]

amsmath package and align and align* environments to create equations
Matrix differential equation

aligning two equations using &, with and without intervening text
Automatic numbering of equations using align

Labeling equations with the label command

Cross referencing equation numbers through the ref command

Inserting text between two aligned equations through the intertext command



®  Automatic generation of equation numbers at run time allows insertion and removal of an
equation from a set of equations

Labeling sections and subsections for easy and fool-proof cross referencing

Breaking an equation into more than one line

Suppression of equation numbers in the align environment using the nonumber command
Use of backslash (1) to make braces appear as braces

left[. right] and also left]. (i.e. left bracking fullstop)

Blank lines in the align environment is not permissible

6. Numbering Equations

e ¢ o o o

amsmath
numbering equations
align environment
nonumber command
labelling equations with the label command
cross referencing equations with the ref command
case dependence of variables in labe] command
taking help from stackexchange
leamning from ltx-primer.pdf
typing if-else with cases command
7. Tables and Figures
e  Creating tables and figures in Latex
8. Beamer
®  Crealing a presentation using a Beamer
9. Bibliography

..........

®  Creaing Bibliography in Latex

Intermediate Level

I Feedback diagram with Maths

Open the .fig file saved in the feedback control tutorial

Put $G(z) = \frac z{z-1 1S in the second block diagram

Choose the special flag

Save and export it as combined tex and pdf

Show that if "special” is not chosen, we get only text

Change /frac into /dfrac

Show that at the time of compilation, dfrac unknown error

Include \usepackage{amsmath} in the tex file

Recompile it and show that the equation is now coming properly
®  Use pdfcrop to trim the pdf file, mention Briss

2. newcommand in LaTeX

®*  Whatis a command?

Different types of commands with examples

Defining a new command

Defining short commands for long repeated input.
Commands with parameter

Passing parameters to the commands defined
Renewcommand

Redefining the existing commands to the required output
3. newenvironment in LaTeX

®  What is an environment?

¢ Defining a new environment

®  Defining environments with parameters

®  Renewenvironment

® Redefining an existing environment to the required output
4. Writing Style Files in LaTeX




e ®© & @ @ o © o o o

About LaTeX Styles files.

Writing a Style file for LaTeX.,
Importing a Style file in LaTeX.
Defining a standard Style file for LaTeX.
newcommand in LateX.newenvironment in LaTeX.
RequirePackage command in LaTeX.
usepackage command in LaTeX.

Style file identification,

Preliminary declarations of a Style file.
NeedsTeXFormat.

ProvidesPackage.

Indic Language Typesetting in LaTeX

Typeset a document in Indic language using XelLaTeX.
Indic language fonts bundle.

Installing Indic language Fonts.

Installing Nirmala Ul Fonts. XeLaTeX Compiler.
Using Fontspec package.

Using Polyglossia package.

Sclect language command.

Sct default language in LaTeX.

Sct other language in LaTeX.
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Online web tutorials for LibreOffice Suite Cale .

Contents

I Introduction

2 Basic Level

3 Intermediate Level
4 Advanced Level

Basic Level
Promo of LibreOffice Suite

rJ

e [ibreOffice promo

Features of LibreOffice

Uses of LibreOffice

LibreOffice formats

LibreOffice tutorials in Spoken Tutorial

Applications of LibreOffice

e LibreOffice tutorials in various languages

Introduction to LibreOffice Calc

e What is Cale,Who should use Calc,What can be done using Calc.

e About spreadsheets,sheets and cells.

® Basic features — parts of main Calc window - Title & Menu Bar, Standard Toolbar, Formatting
Toolbar, Formula Bar, Status Bar

e Whatis a cell, row, column, Create new document, enter data in one cell, save in Calc( CSV and
other formats).opening/closing document.

e  Save as ods, csv, xls, xIsx and export to PDF

Working with Cells

e How to enter numbers,text,numbers as text,date and time in Cale.
e How to use the Format Cells dialog box.
® How to Navigate between cells and in between sheets,
e How to select items in rows,columns and sheets.
Working with Sheets
e Inserting and Deleting rows and columns Calc.
e [nserting and Deleting Sheets in Calc.
e  Renaming Sheets.
Formatting Data
Borders, Color, Formatting Text, Increasing Cell Size
Formatting multiple lines of text,numbers, fonts,cell borders,cell background
Automatic Wrapping and Using manual breaks
Merging cells, rows and columns, issues with using merge cells.
Shrinking text to fit the cell
asic Data Manipulation
Paste and paste special (values, transpose), pasting a spreadsheet into writer as a table
Introduction to Formulas — Sum, Average, basic formula (=a*b+c)
Subtotal
Different kinds of functions available in spreadsheet
Sorting by Columns

e @ ¢ ¢ ¢ ¢ W e 0o ¢ ¢ @

Filtering Data - Basics

Working with data

e  Speed up using Fill tools and Selection lists.

e  Sharing content between sheets

® Remove data,Replace data,Change part of a data.

Viewing and printing a document

® Views options ~ Zoom option,Freezing and Splitting of screen, Page break view
e  Printing options and settings, header, footer

e Print Margin



Intermediate Level

Using Charts and graphs in Calc
®  Creating.Editing and Formatting Charts
® Types of charts
® Resizing and moving of charts
2. Images and graphics in Calc
® Inserting images in Calc
* Modifying images
Advanced Formatting and Protection
®  Cell Protection
® Ranges
®  Validity
4. Formulas and Functions

Lo

¢ Creating formulas,operator types and referencing
®  Basic arithmetic and statistic functions - relative and fixed (§) referencing in a function
®  Rounding off numbers
e f.clse
® Important string functions (left, right, middle, concatenate)
5. Linking Calc Data

® Referencing other sheets and documents

*  Working with Hyperlinks
Advanced Level

1. Auto-formatting cells and sheets
*  How auto-formatting is done
® Defining a new auto-format
®  Using themes and Conditional formatting
® Hiding and showing data
2. Sharing and Reviewing
® Recording Changes
®  Adding comments to changes
. Accepting/Rejecting changes
®  Header and footer
Macro in Cale
e Using macro recorder
®  Writing own functions in macro
® Editing a macro,playing a macro, deleting a macro
- 4. Working with Styles
®  Types of Styles
® Modifying Styles
®  Creating new styles
5. Data manipulation
® Convert text to columns
¢ Convert columns to txt
6. Data Analysis
®  Creating scenarios
® Changing scenarios
®  Working with scenarios using navigator
®  Multiple operations in rows and columns
7. Data Pilot
®  Data source
® Daia pilot dialog
®  Working with the results of data pilot.
® Filters

o
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® chown, chmod, chmod -R, displaying files with Is -|
® chmod u+, chmod a-w, chmod g+w, chmod -r, chgrp
® node, hard link, symbolic link
9. Redirection Pipes
® Inputoutput and error stream
® Redirection : > and >>
® Pipes: |
10. Working with Linux Process
Process
Shell process
Process spawning - parent and child process
Process attributes - pid, ppid
Init Process
User process & System process
ps with options
I'he Linux Environment

3

Environment variable vs Local variables

set command

env command

SHELL, HOME, PATH, LOGNAME, PS1, PS2
history

!and ~

alias

2. Basics of System Administration

® Root login-su
®  User management - UID, GID, useradd. usermod, userdel
®  Discs — Du, df

13. Simple filters

® Head
® tail

®  sort
¢ cut

®  paste

Introduction to Linux - Intermediate

I. The grep command

To sce the content of a file

To list the entries of a particular stream
To ignore cases

Lines that do not match the pattern

To list the line numbers with the entries
To store the result in another file

To know the count

2. More on grep command

Scarch using grep

To match more than one pattern

To check a word that has different spelling
Character class

The use of *

To match any one character using dot

To match a pattern at the beginning of the file

To match a pattern at the end of the file
The sed command

wa
e



Online web tutorials for Linux
Contents

e | Introduction to Linux - Novice
e 2 Introduction to Linux - Intermediate

Introduction to Linux - Novice

I. Ubuntu desktop

Ubuntu Desktop

Main Menu

System Tray

Trash Bin icon (RHS corner)

Desktop icon (LHS corner), pen-drive
Synaptic package manager

e Synaptic Package Manager

e How to install packages

Ubuntu software system

e Ubuntu-Software-Center

e Installing softwares through Ubuntu Software Center
4. Basic Commands

ro
® ©& o e @

(o)

Commands with example
Command interpreter
Shell
Using man
Apropos
Whatis
Using --help option
eneral Purpose Utilities in Linux
echo
uname
who
passwd
date
cal
Brief overview on Files and directories
pwd

Is

e @ & o ¢ ¢ ¢ o o © T e @ © @ © € o

cat
ile System

2
oy

e File

e Directory

e File Inode

e Types of Files

® Home directory and Current directory
e Change Directory(cd)

o mkdirrmdir

7. Working with Regular Files

e cat
e m

L ] Cp
e mv
e cmp

e wce
8. File Attributes




6.

e scd

e To print using sed

e [ine Addressing

e Context Addressing
More on sed command

e substitute

e insert

e dclete

Basics ot awk

Awk Preliminaries
Selection criteria

action

Formatted printing - printf
Fields and -F option
Regular expressions
NR - number of records
Variables

Networking tools

Ping

Telnet

fip

ssh

scp & sftp

Linux Process

Fork

Exce

Wail

Nice

Kill with options
More about Linux Process

e (ron, crontab
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Online web tutorials for Perl
Contents

® | Introduction to Perl
2 Basic Level
® 3 Intermediate level

Basic Level

Topics

I. Overview and Installation of Perl
® Installation of Perl 5.14.2 on Ubuntu Linux
® Installing XAMPP in Linux

(XAMPP is a cumulative package consisting of Apache, PERL, PHP and MySQL Packages is
available for Linux)

¢ Default Webserver directory will be set to "opt"
OR

¢ Using default Perl installation available in Synaptic Package Manager
¢ Installation of Perl 5.14.2 on Windows
® Installing XAMPP in Windows

(XAMPP is a cumulative package consisting of Apache, PERL, PHP and MySQL Packages is
available tor Windows)

®  Default Webserver directory will be set to "htdocs"
2. Variables in Perl
®  Variables arc used for storing values, like text strings, numbers or arrays
® All variables in PERL start with a $ sign symbol
® Declaring a variable in PERL: $var_name = value;
e cg
e Scount=|;
¢ SstringVar = *My Name is PERL’:
3. Comments in Perl
®  Two types of comments -
® Single Line
. e Mulii Line
® Single Line comment starts with the symbol #
Multi Line comment used to comment a chunk of code
¢ =cut =head or =begin =end
®  Start with = sign
4. for-foreach-Loop
e for Loop
® forloop is used to exceute a picce of code for certain number of times
® for-each Loop
® for-each loop is used to iterate a condition over an array
3. while-do-while Loops
e while Loop
® while loop executes a block of code while a condition is true.
® do-while Loop
® do-while loop will always execute the piece of code at-least once

e [t will then check the condition and repeat the loop while the condition is true
6. Conditional Statements

e if Statement

® if statement is used to execute piece of code only if a specified condition is satisfied.



e if-clse Statement
e if-clse statement is used to execute piece of code if a condition is satisfied or another
code if the condition is false.
7. More Conditional Statements
e if-elsif-else statement
¢ if-elsif-else conditional statement is used to check specific condition and if it is true
execute the respective block else execute the default else block.
® swilch Statement

® switch is conditional case statement. Satisfied case gets execute else the default case
gets execute,

& Data Structures in Perl
o  Scalar
®  These are the basic variables in PERL.
e Itcan hold any kind of type viz. string, number etc.
® cg: Svariable =9;
$variable = “This is string type of variable’;
® Armay
e Array in PERL is ordered collection of data.
e Itcan hold data of any type.
e  Array index starts from zero.
® cg: (warray =(1, 5, 6, ‘abc’, 7);
e Hash
® Associative array or Hash in PERL is un-ordered collection of data.
e Itisa key value pair.
® Key cannot be duplicate in hash whereas value can be.
e g
Yhash = (
‘Name’ => ‘John’,
‘Department’ => ‘Finance’
);
9. Arrays
®  Getting Last index of array
e  Getting length of an array
e To get the length, add 1 to last index of an array
¢ Other way is use scalar function on array or assign array to a scalar variable.
Accessing element of an array
Looping over an array
® There are two ways to loop over an array
e Using for loop
e Using for-each loop
10. Array functions

® push

® Add clement at the end of an array
® pop

® Remove element from the end of an array
e unshift

® Add clement at the start of an array
e shift

® Remove element of an array from the start.
e split

®  This function splits the string and makes an array of'it.
*  gw
® gw stands for “Quoted word”

® ltreturns a list of word separated by white spaces.
®  s0rt




Topics

e sorts the array in alphabetical order.

. Hash in Perl

®  Accessing element of a hash
®  Basic hash functions
® keys
®  Returns keys of a hash
® valucs
¢ Returns values of a hash
e cach
¢ Retrieve the next key/value pair from a hash
e Looping over a hash

. Functions in Perl

e  Simple function

e  Function with parameters

e Function which return single value

e Function which returns multiple values

. Blocks in Perl

®* Begin
®  This block executes at the compilation time once it is defined.

® Anything which needs to be included before execution of the rest of the code is written
here.

e End
® This block executes at the end.
®  Anything which needs to be executed at last is written here.
UNITCHECK blocks
CHECK blocks
INIT blocks

Intermediate level

I Access Modifiers in PERL
®  private variable - my
® scope is in the block inside where it is declared.
® lexically scoped variables - local
® that means they get the temporary value inside the block where it is used
® global variables - our

® can be accessed without giving package name while accessing it in another
package.

2. Referencing & Dereferencing in Perl
® Referencing
e Create a reference by adding \ (backward slash)
e  Demo of various examples

® Add, remove, access elements of array reference / hash reference in the script with
examples,

®  De-referencing
®  Get the actual entity being referred by reference.
®  Demo of various examples
3. Special Variables in PERL
®  Special variables have a predefined and special meaning in Perl.
®  These variables are denoted by usual variable indicator such as $, @, % along with
punctuation characters.
4. File Handling
® Openafile

® Open a File in Read Mode



6

10.

e  Open a File in Write Mode

e Open a File in Append Mode

e C(Close the FileHandle

Exception and error handling in PERL

®  When an error occurs, exception and error handling helps to recover the program.
e Methods used in Perl:

® warn()
e dic()
e cval()

Including files and/or modules in a PERL program

®  We can include the Perl modules or files by using the following methods.
® do: Itincludes the source code from other files into the current script file.
e use: It includes Perl module files only. Files get included before the actual

execution of the code.

e require: It includes both Perl programs and modules.

Sample Perl Programs

¢ Includes all major topics that we covered so far in this sample program.

e This program will give the output of various weather forecast reports of a region.

®  Weather.pm is a module that has a complex data structure to hold the data required for
this program.

e weather_report.pl is the Perl program which makes use of this module file to give the
required output

PERL Module library(CPAN)

® Comprehensive Perl Archive Network (CPAN) is the library of modules.

®  User can make use of the existing modules available in CPAN

® New modules created by the user can be uploaded to CPAN so that other Perl users can
make usc of it.

Downloading CPAN module

e Linux OS:
e  There are several ways to download.
¢ Type cpan and press Enter.
® This gives us cpan prompt.
e  Type install module name.

e  Windows OS:
®  With installation of Perl on windows, a utility called PPM(Perl Package Module)

gets installed.

®  Type ppm install module name.

PERL & HTML

® To create HTML pages, Perl provides CGI module which creates CGI script with
require HTML tags.

e There are different methods which CGI modules provide to add header, adding fields to
the page, retrieving the values of the parameters posted on to the form.
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Online web tutorials for PHP & MySQL
Contents

I PHP Basics: Level 1
2 MYSQL Tutorials: Level 2
3 PHP Advanced: Level 3

PHP Basics: Level 1

Installing a Webserver with PHP and MySQL (XAMPP)

.

2.

XAMPP in Windows

Installing XAMPP in Windows
XAMPP is a cumulative package consisting of Apache, PHP and MySQL Packages is
available for Windows

In this tutorial the XAMPP will be installed and the default Webserver directory will
be "htdocs".

XAMPP in Linux

Installing XAMPP in Linux
XAMPP is a cumulative package consisting of Apache, PHP and MySQL Packages is
available for Linux

In this tutorial the XAMPP will be installed and the default Webserver directory will
I)L‘ "‘"ptli.

Echo PHP Function, PHP Variables, If and Switch Statements

3. Echo Function
e The echo() function outputs one or more strings.
e Syntax: echo(strings);
e Ex. ccho "Hello World!";
4. Variables in PHP
e  Variables are used for storing values, like text strings, numbers or arrays.
e  When a variable is declared, it can be used over and over again in your script.
®  All variables in PHP start with a $ sign symbol.
® The correct way of declaring a variable in PHP: $var_name = value;
5. If Statement
® if statement - use this statement to execute some code only if a specified condition is true.
o ifi.clse statement - use this statement to execute some code if a condition is true and another
code if the condition is false.
* if..clsecif....clse statement - use this statement to select one of several blocks of code to be
executed.
6. Switch Statement
®  switch statement - use this statement to select one of many blocks of code to be executed
PHP Operators
7. Arithmatic Operators
®  Ex.+-*/ %4+
8. Comparison Operators
¢  Ex. ==l=<>><>=<=
9. Logical Operators

Ex. && (AND),|| (OR),! (NOT)

Arrays in PHP

10.

Arrays



16.
17.

® Anarray stores multiple values in one single variable.
® Numeric array - An array with a numeric index.
® Associative array - An array where each ID key is associated with a value,

Ex. Numeric Array: $fmits=array("Apple","Mango","Banana","Grapes"):
1. Multi-Dimensional Arrays

® Inamultidimensional array, each element in the main array can also be an array. And each
clement in the sub-array can be an array, and so on.

Loops in PHP

® Loops execute a block of code a specified number of times, or while a specified
condition is true.

12, Loops - While Statement
®  The while loop exceutes a block of code while a condition is true,

while (condition)
)
1

code to be ¢xecuted;

}

I3. Loops - Do-While Statement

® The do...while statement will always execute the block of code once, it will then check the
condition, and repeat the loop while the condition is true.

do

¢
t

code to be executed;
fwhile (condition);

14. Loops - For Statement
®  The for loop is used when you know in advance how many times the script should run.
®  Syntax:

for (init; condition: increment)
{

code to be executed:

1
]

I5. Loops - Foreach Statement
® The foreach loop is used to loop through arrays.

foreach (Sarray as $value)

4
l

code to be executed:

1
|

Functions in PHP
18. Functions (Basic)

® To keep the script from being executed when the page loads, you can put it into a function.
® A function will be executed by a call to the function.
®  You may call a function from anywhere within a page.
® Syntax:
function functionName()

I
1

code to be executed:

1§
J




19. Functions (Advanced)
e We can also pass parameters to functions during both the declaration and calling time.
e function functionName($Sparam1,$param2); //during function call.
e function functionName(Sparam1,Sparam?2)

§

1
code to be executed

1
i

20.
21. PHP Special Variables
22. GET Variable
¢ The built-in $_GET function is used to collect values from a form sent with method="get".
e Information sent from a form with the GET method is visible to everyone (it will be
displayed in the browser's address bar)
e |t has limits on the amount of information to send.
23. POST Variable
® The built-in §_POST function is used to collect values from a form sent with method="post".

e Information sent from a form with the POST method is invisible to others and has no limits
on the amount of information to send.

PHP and HTML

24. Embedding PHP

e We can embed our PHP code anywhere in the webpage, by enclosing our script within the
<?php...... /SCRIPT.......?>

25. Common Way to Display HTML

e  We can also use the HTML Code within the PHP Script. Almost each of the HTML Tags can
be used within a PHP Script.

Common Errors

e  The PHP Engine in the webserver also displays the user the error in case there is
somcthing wrong in the code along with the tentative line number where the fault may
have occurred. Thus, in this way we can eradicate errors.

26. Common Errors (Part 1)
e Learn how to spot errors and how to fix them
e Common Parse errors
e Parse errors due 1o missing comma or semicolon
®  Parse errors due to not ending single or double quotes correctly
27. Common Errors (Part 2)
e Parse error due to missing or extra brackets
®  Matching brackets during complex mathematical operations
e Purpose and usefulness of correct indentation
e Errors due to missing or extra characters
¢ Undefined variable and undefined index errors
28. Common Errors (Part 3)
e "Cannot modify header information - headers already sent by..." errors when using header()
function
e  Using ob_start() to tum on output buffering
e "Failed to open stream; no such file or directory in..." errors when including a invalid file
e  Using a (@ symbol to suppress errors

MYSQL Tutorials: Level 2

MySQL is a Relational Database Management System (RDBMS) that runs as a server providing multiuser
access to a number of databases. A third party open source software "phpMyAdmin" will be used as a
web-based front end for managing MySQL databases easily and efficiently. It is widely installed by Web




hosts worldwide, since it is developed in PHP and is included in the convenient LAMP stack, MAMP, and
WAMP software bundle installers.

1.

6.
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MySQL (Part 1)

¢ An Introduction to the PHPMyAdmin Interface.

e Creating a New Database

® Creating a new Table and entering the value of the field with the requisite datatype.

® SQL Query displayed in the PHPMyAdmin window.

MySQL (Part 2)

® Connecting to the database and inserting dummy data into the database.

e mysql_connect("server_addr", "username", "password") - Connect to the Database Server
with the authorised user and password.

e mysql_select_db("database name") - Selecting a database within a connected database
server.

MySQL (Part 3)

e Writing some data into the database (INSERT and UPDATE Queries).

© mysqquucry('TYPE_HERE_YOURHMYSQL_QUERY') - This function is used to run
specific queries on our database.

® INSERT QUERY - INSERT into table values (‘att]', 'att2', 'att3', 'att4’ ,'attS") //Inserts Data
into the table

e UPDATE QUERY - UPDATE table_name SET attl='xyz' //Updates the Existing values
stored in the table of the database.

MySQL (Part 4)

®  Getting data from the database table and displaying it.

e SELECT QUERY - SELECT * FROM table_name WHERE att1="abc' // Query returns the
value from the database where att] = abe

® mysql_num_rows() - Gives us the number of rows there are in the query we have just given
out.

® ORDER BY - Helps to order the output result as when selecting the values form the
database. {Use of DESC for Descending ordering / ASC for Ascending ordering}

MySQL (Part 5)

e mysql fetch _assoc — Fetch a result row as an associative array.

® array mysql_fetch_assoc ( resource Sresult ) /Returns an associative array that corresponds
to the fetched row and moves the internal data pointer ahead. mysql_fetch_assoc() is
equivalent to calling mysql_fetch_array() with MYSQL_ASSOC for the optional second
parameter. [t only returns an associative array.

MySQL (Part 6)

® Getting data from the database with the help of an HTML form.

® Creating a FORM where a user can specify a name and selecting the appropriate value from
the database,

MySQL (Part 7)

e Changing the existing values of the databse table using HTML Forms.

® Update unique records using the id than individual values,

MySQL (Part 8)

e DELETE QUERY - To Delete the specific or all the entries of the Database.

® DELETE FROM table_name WHERE field="xyz' // Deletes the entry from the database
where the field = xyz.

PHP Advanced: Level 3

Name Splitter(Part 1)

®  We Input a fullname into a form and then splitting it into firstname and lastname

e Uscof: strlen(string) - This function counts total no of characters, including numbers and
white spaces in the string

s  Use of: mb_substr(string,starting _position,no_of_characters) - This function takes a specific
character from a string and a range of no of characters preceeding it.
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Name Splitter(Part 2)

e Divided the string into 2 halves through searching space, first half is stored as firstname and
second half as lastname.

e Use of : substn(string.starting_position,length) - This function results a substring starting
from specified position to no of characters required.

PHP Dynamic Pages (Part 1)

e We [earn to create website with standard template and when on clicking the link changes
only the content of page .new page is not loaded.

e Use of : include(variable) - This function is used to brought up all the content of variable
page onto the current page.So that by changing the variable content of the website can be
altered without reloading a similar page content everytime.

PHP Dynamic Pages (Part 2)

®  Making the dynamic linking user-friendly in case an error is obtained by include() function,
1.e. checking if the file connected exists or not.

e Useof: file_exists(variable) ->This function is results boolean value true(1) if the file exists
and false(0) if not.

Simple Visitor Counter

e Counts how many users have viewed your page as per count of refresh button clicked

e fopen("file_name","parameter") opens a file (Creates it if not exists).parameter assigns the
mode, w for writting mode, a for append mode

e file get contents("file_name")- This function is used to obtain content from the file.

e fwrite("file_name", variable) - This function writes into the file value present in variable.

Unique Visitor Counter (Part 1)

e Counts how many users visiting based on their IP addresses. It obtains IP addresses stored in
ip-file to match with user's [P

e count() - This function is used to count no of lines in the file.

S_SERVER(/ - This is an array containing information such as headers, paths and script
locations.

e 5 SERVER['REMOTE_ADDR'] - It informs about the IP address from which the user is
viewing the current page.

Unique Visitor Counter (Part 2)

® Retricves [P addresses stored and compares them with TP of user viewing the current page.

e fopen("file_name","parameter") opens a file (Creates it if not exists).parameter assigns the
mode, w for writing mode, a for append mode

e  fwrite("file_name",variable) - This function writes into the file value present in variable.

e intval(string) -This function converts an string value into a integer value.

Unique Visitor Counter (Part 3)

e In this video errors have been corrected. Here counter keeps on increases

PHP String Functions (Part 1)

e strlen(string) - This function counts total no of characters, including numbers and white
spaces in the string

e mb_substr(string,starting_position,no_of_characters) - This function takes a specific
character from a string and a range of no of characters preceeding it.

e cxplode("delimiter” string) -This function breaks down the string into a array. Delimiter is
used to know from where to break string.

e implode(string,"delimiter") -This function joins the array into a string. Delimiter is used to
know how to join array clements.

e nl2br() -This function prints the content in exactly same form as written. Used in case for
breaking lines.

PHP String Functions (Part 2)

e strrev(string) - This function is used to reverse the inputed string

e strtolower(string) -This function is used to convert all alphabatic characters in string to thier
small/lower case form.

e strtoupper(string) -This function is used to convert all alphabatic characters in string to thier
capital/upper case form.
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23,
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® subslrmcount(slring,subﬁstring.) -This counts the no of substrings matching the particular
value in string, It retuns an integer valye.

® substrjepIace(originalhstring,string_to_replace) -This function replaces the cuntent of
substring into original string,

. Basic PHP Proxy

® Providing the Proxy to our page of a url.

e foreach() - this loop looks through a block of code for each element in an array.

J cragﬁrcplacc(currcnt_contcnt, altered content,page) - This function is used to manipulate
content of a proxy page.

Basic Advert Rotation (Part 1)

Basic Advert Rotation (Part 2)

Find and Replace

Date and Time (Part 1)

Date and Time (Part 2)

Creating Images with PHP

File Upload (Part 1)

¢ Setup html form for file uploading

®  Upload file and get file related information like file name, file size, etc

®  Check for error messages after uploading file

File Upload (Part 2)

®  Move file from temporary area to user specified location

®  Restrict uploading to only specific file type

®  Restrict uploading to a maximum file size

Cookies (Part 1)

What are cookies

Set cookies using setcookie function

Understaing how to set expiry time of cookies

Read and print values from existing cookies

Print every cookie that we have stored

‘ookies (Part 2)

ﬁooooo

®  Check if a cookie exists or not using isset

® Unset a cookie when no longer required

®  Change the value of 4 existing cookie

Sessions

® A PHP session variable is used to store information about, or change settings for a user

session.

® Session variables hold information aboyt one single user, and are available to a]] pages in one
application,

¢ session_star() - Starting a PHP Session

e § SESSION [ 'variable_name'}=value - Stores the value in the Session variable,

®  session_stop() - Stopping a PHP Session

Search Engine Crawler Detection

Swear Word Filter (Part 1)

Swear Word Filter (Part 2)

Rename Function

SQL Injection (Part 1)

SQL Injection (Part 2)

MD5 Encryption

® Calculates the MD5 hash of str using the RSA Data Security, Inc.'s MD5 Message-Digest
Algorithm, and returns that hash (Its a one Way encrypting technique).

* Syntax :string md5 ( string $str [, bool $raw_output = false 1)

®  Usedin encrypting passwords and storing them in a database,

2U. Sending Emaij (Part 1)

®  Create HTML form for getting email subject and message from the user
®  Using the mail() function to send email
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Sending Email (Part 2)

e Validating whether the name and message have been entered by the user
e Check the length of the string using the strlen() function.

e  Set up the to, subject and message field of the mail() function

e Send email and check for any errors

Sending Email (Part 3)

e  Fix the "Sendmail from not set in php dot ini" error

e  Create the mail "From:" header

e Using a local or external mail server to send email

.

Using the ini_set() and ini_get() functions to set and read internal php configuration options
respectively

. Upload an Avatar Profile Image (Part 1)
. Upload an Avatar Profile Image (Part 2)
. Upload an Avatar Profile Image (Part 3)
. Upload an Avatar Profile Image (Part 4)

Form Validation(Part 1)
Form Validation(Part 2)

. Admin Only Pages (Part 1)

. Admin Only Pages (Part 2)

. Admin Only Pages (Part 3)

. Create a news Feature (Part 1)

. Create a news Feature (Part 2)

. Create a news Feature (Part 3)

. Display Images trom a Directory

e Using opendir() to open a directory handle

e  Using readdir() to read a directory that is already opened

e Printing the directory listing

Pagination (Part 1)

Pagination (Part 2)

Language Chooser

PHP/ MY SQL Based Project - Basic Register and Login Module

1. User Login
I. User Login Part |
e Collecting information from user in a form & connecting to authorized
database.
e mysql_connect("hostname", "username", "password") - Connect to the
Database Server with the authorized user and password.
e mysql_select db("database name") - This selects a database within a
connected database server
2. User Login Part 2

e retrieves information about inputed username and checks whether given
password matches with the password in database.

e  mysql_query(TYPE HERE YOUR MYSQL QUERY") - It is used to
run specific queries on our database.Here it collects information from
field username from specified table.

e mysql_num_rows('query') - This function is user to counts no of rows
retrieved from the query given to the database.

e mysql_fetch_assoc('query')- This function fetches required information
from the database in the form of array.

User Login Part 3

e  Crcating session for holding value and destroying that value by
destroying session.

® starl_session() - Starts session to hold information from one pages to
other until the session exists.

]
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® 5_SESSION['variable_name']=value - Stores the value in the session
variable.
¢ session_destroy() - destroys the value present in session variable.

User Password Change

L.

ro

User Password Change Part |

®  We learn to obtain old existing password and new password from the user.

e start_session() - Hold information from previous pages to session page.

® Svariable_name=$_SESSION['value'] - to retrieve value containing in
PHP variable.

User Password Change Part 2

®  Checking whether encrypted old password matches with the database
password and new password is same as confirm password.
md5("parameter")- encrypts parameter into irreversible logical code.

® mysql connect("hostname", "username", "password") - Connect to the
Database Server with the authorized user and password.

¢ mysql_select_db("database name") - This selects a database within a
connected database server

® mysql_query('TYPE_H ERE_YOUR_MYSQL_QUERY") - It is used to
run specific queries on our database.Here it retrieves password of user
logged in.

User Password Change Part 3

® updating the new password in database.

° mysqI_query('TYPE“HERE_YOUR_MYSQL_QUERY') - It is used to
run specific queries on our database. Here it updates new password into
database.

User Registration

1.

User Registration Part |

¢  Creating a form which allows user to input values in page

User Registration Part 2

® Striping tags of inputed strings and converting password into md5
encryption.

e Useof: strip_tags(strigs) - cuts down unnecessary spaces,html tags and
queries from string.

User Registration Part 3

®  Checking whether the username and password provided meet the required
length sizes.

®  Use of : strlen("string") - counts th character length of the string,

User Registration Part 4

® Inserting inputed information from the user into the database table
through query.

® mysql_connect("hostname", "username", "password") - Connect to the
Database Server with the authorized user and password,

® mysql_select_db("database name") - This selects a database within a
connected database server

@ mysqI__qucry('TYPE_HEREqYOUR_MYSQL_QUERY') - It is used to

run specific queries on our database. Here it inserts different fields into
the database table.

User Registration Part 5

¢ Converting the password inputed from user to md5 encrypt form.,

¢ md5("parameter")- encrypts parameter into irreversible logical code.

User Registration Part 6

¢ Checking the username provided so that condition for duplicate username
can be avoided.

° mysql_query('TY'PE_HERE_YOUR_MYSQL_QUERY') - This is used to
run specific queries on our database. Here it checks if username already
exists in database.




e mysql_num_rows('query') - This function is used to counts no of rows
retieved from the query.

e striolower(string) - converts all characters of string into lower case.



What is Python?
Python is a general purpose, high level, remarkably
powerful dynamic programming language used in a

wide variety of application domains.

Why Python?

. Esy to read and learn
= Free and Open Source
» Useful for scientific computing

= Powerful interactive interpreter

= Extensive scientific libraries

Well documented

Where can you use Python?

= Numeric and Symbolic computation
2D /3D Plotting

= User interfaces

- .allei computing
= Machine Learning and Image Processing

= Game development
= Web development

= Much more...

-~ matplotlib

SvmPy

python

| Who uses Python'?w

= Google

* Yahoo

= Walt Disney

* NASA

« |IBM

* YouTube

= nVIDIA

= Software - Blender, Motion Builder,
Cinema 4D, etc.

* Games - Battle field 2 by EA sports,
Crystal space 3D, etc.

Python is one of the most popular programming
languages today, and therefore has been included
in the CBSE curriculum. It easily performs tasks
that proprietary tools like Matlab and Mathematica
offer. Today leading companies are using Python
extensively, hence there are better job opportu-

nities. Learn Python, and grab the Opportunity!

http://www.sakshat.ac.in

Sponsored by
National Mission on Education through ICT

MHRD

1IT BOMBAY



How can you learn Python
* Spoken Tutorial - The FOSSEE project has
created a series of Spoken Tutorials on Python.
Theses are available for learning, on the Spoken

Tutorial website, free of cost. You can access

these tutorials from this link

python.fossee.in/spoken-tutorials

F£ spoken-tutorial

Uncoming Events and Workshops

Spoken Tutorial website

* Textbook Companion Internship - Learn
Python in a practical way by contributing to the
Python Textbook Companion Internship. It aims
to create Companions by coding solved examples
from  Standard Python.
Participate and earn attractive honoarium and
Certificate of Internship  from FOSSEE, IIT

Bombay! For more details, please visit:

textbooks,  using

python fossee.in /textbook-com panion-project

Completed Book : Approx 453 books
Under Progress : Approx 113 bdok_é-

Fagaily of lansbda-i curves as theta m varies from ¢ to 90 degreed

Electric Machinery

SATHNGE 1Y Gty 4043

Python Textbook Companion website

* SELF Workshops - The Spoken Tutorial Team

conducts workshops on Python. These are
completely free of cost, and are conducted with-
out the need of any domain expert. Learn Py®hon
and obtain a certificate from Spoken Tutorial
Project, IIT Bombay, upon successful completion

of the post-workshop evaluation test. Please visit:

python.fossee.in /spoken-tutorials

About us

Website:
http://python.fossee.in

T —

Contact us

General help & Queries:

info@fossee.in

python@fossee.in

et e ——

Sponsored by

National Mission on Education through ICT
MHRD
http://www.sakshat.ac.in

IIT BOMBAY




Online web tutorials for Python 3.4.3

® | Module I: Basic Plotting
o 1.1 Getting started with ipython
0 1.2 Using the plot command interactively
0 1.3 Embellishing a plot
o 1.4 Saving plots
0 1.5 Multiple plots
o 1.6 Subplots
o 1.7 Additional features of IPython
® 2 Module 2: Plotting Experimental Data
o 21 loading data from files
0 2.2 Plotting the data
o 2.3 Other types of plots
0 2.4 Plotting charts
® 3 Module 4: Handling Large Data Files
o 3.1 Getting started with lists
0 3.2 Getting started with for
3.3 Getting started with strings
3.4 Getting started with files
0 3.5 Parsing data
0 3.0 Statistics
® 4 Module 50 Arrays and Matrices
0 4.1 Getting started with arrays
0 4.2 Accessing parts of arrays
0 4.3 Image manipulation using Arrays
0 4.4 Basic Matrix Operations
0 4.5 Advanced Matrix Operations
0 4.6 Least square fit
® 5 Module 6: Python Language: Basics
0 5.1 Basic datatypes & operators
0 5.2 Sequence datatypes
0 5.3 Input/output
0 5.4 Conditionals Statements
0 5.5 Loops
® 6 Module 7: Python Language: Datastructures
0 6.1 Manipulating lists
0 6.2 Manipulating strings
0 6.3 Getting started with tuples
0 6.4 Dictionaries
0 6.5 Sets in Python
® 7 Module 8: Python Language: Advanced
0 7.1 Getting started with functions
o 7.2 Advanced features of functions
7.3 Using python modules
7.4 Writing python scripts
7.5 Testing and debugging
7.6 Handling Errors and Exceptions

Note: Each numbered topic corresponds to a single spoken tutorial. Each bulleted

Contents

command or topic that must be covered in the given spoken tutorial.

Module 1: Basic Plotting

point corresponds to a



Getting started with ipython

1.
2
3
4

10.

Use Python 3.5.2

Use Ipython version 5.1.0

[Python is an enhanced interactive Python interpreter.
Invoke the IPython interpreter

Quit the IPython interpreter

Navigate the IPython session history

Use tab-completion to work faster.

See the documentation of functions using question mark.
Interrupt commands using Ctrl + C when we make an error.
round command

Using the plot command interactively

4

8.
9.
10.

Use Python 3.4.3

Use Ipython version 5.1.0

Start IPython with pylab.

ImportError if matplotlib is not installed

clf() function

Use the linspace function to create equally spaced points in a region.
Find the length of sequences using len function.

Plot mathematical functions using plot.

Clear drawing area using clf.

Usage of buttons in the U] of the plot window such as - save, zoom, move axis, back and forward
and Home

Embellishing a plot

X NG L W~
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10.

Use Python 3.4.3

Use Ipython version 5.1.0

Modify the attributes of a plot

Pass additional keyword arguments to plot command

Add title to a plot using 'title' command.

Incorporate LaTeX style formatting by adding a $ sign before and after the string.
Label x and y axes using xlabel() and ylabel() commands.

Add annotations to a plot using annotate() command.

Get the limits of axes using xlim() and ylim() commands.

Set the limits of axes using xlim() and ylim() commands.

Saving plots

ol ol N

Use Python 3.4.3

Use Ipython version 5.1.0

Save plots using the savefig() function.
Save the plots in different formats like
e pdf

ps

png

svg

eps

e e ¢ o

Multiple plots

1.

Use Python 3.4.3
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Usc [Python 5.1.0

Draw multiple plots which are overlaid.

Operations on individual plots.

Use the figure command.

Distinguish between multiple overlaid plots.

Use the legend command.

Serial number of the plot to select corresponding plot.
Switch between the plots

10, Saving individual plots.

Subplots
1. Use Python 3.4.3
2. Use IPython 5.1.0
3. Creating subplots
4. Switching between subplots.
5. Subplot command
6. Passing arguments to subplot command.
7. First argument is the number of rows of subplots.
8. Second argument is the number of columns of subplots
9. Third argument specifies the serial number for subplot.

Additional features of IPython

L I

= o

Module 2: Plotting Experimental Data

Use Pyvthon 3.4.3

Use IPython 5.1.0

Retrieve the history using %history command.

View only a part of history by passing argument to %history command.
Pass arguments to %history to get particular lines of code

Save the required lines of code in required order using '%save' command.

Use '"%run -i' command to run a saved script.

loading data from files

i
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load data from file

single column

multiple columns separated by delimiter
cat command

loadtxt()

columns separated by spaces

columns separated by semi-colon
unpack argument

delimiter argument

10. three columns of data
Plotting the data

L S

plotting data

list

list clement-wise squaring
plot data points

clear plots

errorbar function
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8.
9.
10.
11,

dots or filled circles in plot

plot with red pluses

explore documentation in ipython
plot with errorbars

using format argument

Other types of plots

1. scatter plot
2. scatter function
3. scatter plot with various arguments
- 4. logarithmic plot
5. loglog function
6. cat command
7. loadtxt function
8. unpack parameter of loadtxt
9. linspace
10. scatter versus plot
Plotting charts
I. Use Python 3.4.3
2. Use IPython 5.1.0
3. To produce scatter plot
4. Plot a pie chart using pie() function
5. Plot a bar chart using bar() function
6. Access the matplotlib online help
7. Charts with line hatching

Module 4: Handling Large Data Files

Getting

Getting

1
3.
4.
5

6.

started with lists

What is a list?

® Define List

® List index

Create:

® List with elements

®  Empty list

®  List within a list

Find out the list length using len function

® Access elements using their index numbers

® Append elements to list using the function append
® Delete element from list using the del and remove function
started with for

For loop syntax

Example to use For loop
Indentation in for loop

Create blocks in python using for
Iterate over a list using for loop
How to get out of the block

use of Range() function

Range function in for loop




9.
10.

How to use Python interpreter
[Python interpreter to specify blocks

Getting started with strings

ok e

8.
9.
- 10.

What are strings?

How are strings denoted in Python?

String concatenation

Multiply a string with an integer

Accessing individual elements of a string

Accessing elements of a string using negative indices
Split() function

Join() function

Define a string in different ways

Print a string repeatedly

Getting started with files

L R S
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6.
7.
8.
g
10.

Open a file

Open() function

Different Modes of opening a file
Read() method

Read the content of the file line by line
Read the entire content of the file
Append the lines of a file to a list
Close a file

Demonstration using a txt file
Splitlines() method

Parsing data

. What is Parsing data?

- 2. split function and its syntax
3. What is string tokenizing?
4. How to split a string on whitespace?
5. split function with argument
6. strip function and example
7. Converting string into floats and integers
8. Example to read a huge .txt file line by line and parse cach record
9. Perform computations on the .txt file
10. Execute the file using %run command

Statistics

I, Staustical operations in Python
2. Installation of Numpy for mathematical and logical operations
3. Installation of pip to install python libraries
4. loadixt() function with example
5. Getting the shape of an array

6. Getting the sum of a column in an array
7. How to calculate mean?
8. Calculate mean across each of the axis of the array
9. How to calculate median?
10. How to calculate standard deviation?



Module 5: Arrays and Matrices i

Getting started with arrays

I Overview of array
2. Usage of numpy library
3. How to create arrays
4. How to create two dimensional array
5. arange() method
6. reshape() method
7. How to find the shape of an array?
8. Create a new array with elements of different datatypes
9. Identity matrix
10. Zeros method
Accessing parts of arrays

1. Create a one-dimensional array

2. Create a two-dimensional array

3. Accessing individual elements of an array

4. How to change the value of an array

5. How to change more than one elements at a time

6. Negative indexing of arrays

7. Slicing of an array

8. Striding of an array

9. Access only the odd rows and columns of an array

10. Examples to demonstrate al] the manipulations of arrays

Image manipulation using Arrays

I. Read images into arrays
2. How to access parts of an array?
3. imread command

4. imshow command

5. show command

6. How to check the dimensions of an array?
7. Example to access parts of an image

8. How to stride over an array?

9. Example to access an RGB Image
10. Slice an image of different dimension
Basic Matrix Operations

1. Create matrices from lists
2. asmatrix method

3. arange and reshape methods
4. Basic matrix operation

5

Addition, subtraction and multiplication of a matrix
6. Determinant of a matrix

7. eye(), allelose() functions

8. Inverse of a matrix

9. eigenvalues and eigenvectors of a matrix

10. diag() function




Advanced Matrix Operations

flatten() function

Example to convert a multidimensional matrix to single dimension matrix
Frobenius norm of a matrix

Demonstration of Frobenius norm of a matrix

Inverse of a matrix

Infinity norm of'a matrix

norm documentation

N LR —
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Singular value decomposition
svd() function

~
=

10. smat function

Least square fit

1. Generating a Least Square fit line

2. Generating L vs t square

3. loadtxt function

4. Usage of numpy library

5. Plotting L vs t square

6. Steps for least square fit line

7. Matrix formulation tsq=A.p

8. Generating the two matrices tsq and A
9. Finding transpose of a matrix

10. Istsq() function

Module 6: Python Language: Basics

Basic datatypes & operators

1. Data types in Python

2. Demonstration of int, float and complex data types with examples
3. Different functions associated with int data type

4. Complex numbers and their functions

5. Boolcan operations with examples

6. Opcrator precedence with parentheses

7. Different operators available in Python3

8. Modulo operator with examples

9. How to do exponent operation in Python?

10. How to find the square root of a number in Python?
Sequence datatypes

I List. string and tuple sequence data types with examples
2. How to access a list using index numbers?

3. Access the string elements

4. Access the tuple elements

5. How to add different sequence data types?

6. How to find the length of a variable?

7. Find the sum of a list

8. Convert list to tuple

9. Convert tuple to list

10. Convert string to list and list to string



Input/output

9.
10.
H

Input Output in Python

Various output statements

Print a string

Print a string with newline character

How to use format operators?

Example for integer format

Example for string format

Example for float format

Getting input from the user using Input()function
Display a prompt to get the input

Save the script as filename.py and execute using %run command

Conditionals Statements

10.

if condition statement

Demonstration of if statement with example

if/else condition statement with example

Importance of indentation in a program

Usage of colon in program

Condition statement using elif

Examples using if/elif/else block

Ternary conditional statement

Difference between if/else and ternary conditional statements

. How to use pass statement?

Explanation of while loop

Demonstration of while loop with example

Print the squares of all the even numbers below 10 using while loop
How to use for loop?

Print the squares of all the even numbers below 10 using for loop
for loop with range function

How to use break statement in for loop

pass statement in for loop

continue statement in for loop

Demonstration of pass, break and continue statements

Module 7: Python Language: Datastructures

Manipulating lists

10.

Various manipulation in lists

Slicing of lists

Syntax and demonstration of slicing of lists

How to use step value in slicing

Striding of list

Examples with various parameters in striding of list
sort method in list

Usage of sorted() built-in function

Reverse a list

Striding with negative values




11. How to store a new reversed list in another variable

Manipulating strings

s —

00 -3

O
10.

How to slice a string

Various way to get substrings using index

Reverse a string

How to check if a given string is a palindrome or not
Replace characters in a string

Convert a string to uppercase

Convert a string to lowercase

How to use for loop in a list

Join method

Join list elements to form a string

Getting started with tuples

Sl o

‘N

What are tuples?

How to declare tuples?

Examples to declare tuples

Demonstration of creating tuple

Accessing tuples by their index positions
lteration over tuples

Demonstration of immutability property of tuples
How to swap values in tuples

Similarities of tuples with lists

10 Tuple packing and unpacking

Dictionaries

S

>

9.

Overview of dictionarics

Creating an empty dictionary

Creating a non empty dictionary

About key:value pair

How to access the dictionary elements

Demonstration of wrong key

Add, delete and modify an item in a dictionary

Usage of method in

Retrieve the keys and values by using the methods keys() and values()

10. Tterate over elements of a dictionary using a for loop
Sets in Python

What are sets in python?

[nput sets

Create sets

How to create empty sets?

Operations on sets

Add and remove methods

Jnion and intersection methods

Difference and symmetric_difference methods
Subset and superset

10. Length and containership on sets



Getting started with functions

'J\-b'u)(J:—

®© N o

9,

About Functions

How to define a function

Example for defining a function

Calling a function with arguments
Calling a function without arguments
Return values from a function
[ndentation in coding

Documenting or commenting code

How to use docstrings in python function

10. How to write a function circle to return area and perimeter with radius r

Advanced features of functions

S [ R b =

Functions with default arguments

Various examples for default arguments
Interchanging the default and non-default arguments
Call a function with keyword arguments

Call a function without keyword arguments
Functions with positional arguments

Functions with arbitrary arguments

Demonstration of arbitrary arguments

Usage of * and ** in defining a function

10. Python built-in-functions
Using python modules

L D —

4.
5.
6

7,
8.
9.
|

Python modules

Run a Python script from command line

How to import modules in python scripts?

How to import required functions from a module?
Usage of namespace

Advantages of using import functions

Using alias to the module

Demonstration of import functions

Run python scripts in ipython Interpreter

0. Python standard library of modules

Writing python scripts

o o N

© e

About Python modules

What is importing?

How to write a function and save it as a script
Run a python script

Import a module

Example to import a module

usage of __name_ variable

Write test condition using the name variable
How importing works in new IPython console

]0 Different ways of running the Python script
Testing and debugging

1.

What is software testing?

10
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9.

Write a simple function

How to write test cases?

Create simple tests for a function

Run the script and test the code
Automate tests

Example for test case fail

Coding style

How to give meaningful names in coding

10. Python coding standards

Handling Errors and Exceptions

B =

I

6.
7.
8.
9.

Errors in Python

Syntax errors and exception

Exceptions with example

Syntax error with example

Demonstration of ValueError exception
Demonstration of ZeroDivisionError exception
try except clause in Python

What is debugging?

Using %debug for debugging in ipython

10. try except with clse clause

i
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Online web tutorials for Scilab
Contents

| General Information
o 1.1 Basic Level Introduction to Scilab
0 1.2 Advanced Level Scilab

Note: Each numbered topic corresponds to a single spoken tutorial. Each bulleted point corresponds to a
command or topic that must be covered organic nuts in the given spoken tutorial.

General Information_

This topic will include all functionality in Scilab that iphone photography is not domain specific- functionality
that is required across several domains.

Basic Level Introduction to Scilab

This level will include a set of tutorials that are required to be known in order to qualify as "Scilab Literate".
The tutorials here will teach programming weight loss pills fundamentals and the most commonly used Scilab
functionality- Matrix operations and Plotting.

. Installing
Show where to download from and how to decide which version to choose

¢  Windows installation
Linux installation (using package manager- show only Debian/Ubuntu as example (sudo apt-get
install scilab) as well as generic binary)

e Mac

¢ Compilation from source can come as a part of a more advanced tutorial

Getting Started

Expressions: Show mathematical expressions with numbers

Variables

Diary command

Define symbolic constants.

Basie functions

suppressing output(;)

help.cle

Vector Operations

Define vector

Calculate length of a vector.

Perform mathematical operations on Vectors such as addition,subtraction and multiplication.

Detine a matrix.,

Calculate size of a matrix.

Perform mathematical operations on Matrices such as addition, subtraction and multiplication.
4. Matrix Operations

o
e & ¢ ® o o o

o

Z e 0 0 0 @ o

Access the elements of Matrix
Determine the determinant, inverse and eigen values of a matrix.
Define special matrices,
Perform elementary row operations.
Solve the system of linear equations.
5. Conditional Branching

® 'if'and 'then' with the example

® use of the 'else’ keyword

® usc of the 'elseif' keyword

® cxample for select
6. Tteration

e @& o o o



®  Explain syntax of 'for' Statement- tell that the variable iterates over g list/vector/matrix (or an
expression that evaluates to any of these),

Give example: for j = L5, disp (i), end
Then explain break condition. Use example: for | = 1:10, disp(i), if (i==5), break, end, end
Then explain continue condition, Use example: for j = 1:10, if (i<=5) then continue, else disp(i),

®*  Explain while condition,
®  Give example; j = 0; while(i <=5), j = i+1:d
Scripts and Functions
® Introduction to the file formats in Scilab,
® SCRIPT files.
®  sce versus sci
® Inline functions,
8. Plotting 2D graphs
¢ About linspace: linspace is a linearly spaced vector,
® Plotasimple graph: x=linspace( 12,3410, y=Iinspace(-.l,2.lO), plot(x,y)
*  plo2d
®  Useof "clfi)".
®  Configure the title for the plot
¢ Configure a legend
® Divide a graphic window into a matrix of sub-windows using subplot(mnp)
Xcos introduction
®  Whatis XCOS.
®  What is palette,
¢ Tocollect the blocks from the palette and connect them to construct the block diagram,
®  Set the parameters of different blocks.
*  Tosetup the simulation parameters,
®  Simulate the constructed block diagram.

Advanced Leve) Scilab

it oS B D

. File Handling- Scilap File handling
®  Writing 10 a file using write()
* Reading from a file using read()
®  Opening an existing file using mopen()
® Closing an already opened file using mclose()
2 File Handling- User Defined Input and Output in Scilah
® Input Function
®  mprintf()
®  save() and load()
¢ Used to quit scilab midway through calculation and continue at Jater stage
Numerical methods- Integration
®  Develop Scilab code for different Composite Numerical Integration algorithms
¢ Divide the integral into equal intervals
*  Apply the algorithm to each interval
®  Calculate the composite value of the integral
4. Numerical methods- Solving Non- linear Equations
® Learn how 1o solve nonlinear equations using numerical methods
® Learn Bisection method
® Learn Secant method
® Learn how to develop Scilab code tor solving nonlinear equations
5. Numerical methods- Gaussian Methods
® Explain Gausg Elimination method algorithm
® Explain code for Gauss Elimination method and solve an example using this code
® Explain Gauss Jordan method algorithm

2




6.

12.

¢ Explain code for Gauss Jordan method and solve an example using this code

Numerical methods- Iterative Methods

e Solve system of linear equations using iterative methods

e Use Jacobi and Gauss Seidel iterative methods

¢ Lcarn how to iterate until we converge at the solution

e [carn how Gauss Seidel method is faster than Jacobi method

e Develop Scilab code for these two methods to solve linear equations
Numerical methods- Interpolation

¢ Develop Scilab code for different Numerical Interpolation algorithms
® Calculate new value of function from given data points

Numerical methods- ODE- Euler methods

e Solve ODEs using Euler and Modified Euler methods

e Develop Scilab code to solve ODEs

Numerical methods- ODE- Applications

Use Scilab ode function

Solve typical examples of ODEs

Plot the solution

examples Motion of simple pendulum Van der Pol equation

Lorenz system

. Optimization Using Karmarkar Functions

e About Optimization

¢  Use of Scilab function Karmarkar in Optimization
Digital Signal Processing

e Plotling continuous and discrete sine wave.

e Plotting step function.

e Plotting ramp function.

Control systems

Define a continuous time system: second and higher order
Response plot for step input

Response plot for sine input

Bode plot

Study numer and denom Scilab functions

Plot poles and zeros of function

. Discrete systems

e Define discrete time system variable z
®  Define first order discrete time system
e Explain ones, flts, dscr, ss2tf functions

. Calling User Defined Functions in XCOS

Write a squaring function

Use of scifunce block in XCOS

Use of MUX block

Call functions having multiple inputs and output

. Simulating a PID controller using XCOS

® Moditying firstorder.xcos file to implement a PID controller
¢ Closing the loop

® Sctting PID gains and observing its response

Plotting the required data

. Developing Scilab Toolbox for calling external C libraries

Compiling an external C library

Generating shared library

Copying the shared library to Scilab Toolbox

[nterfacing the shared library with Scilab

Understanding the important code sections for interfacing
Building a Scilab Toolbox using this library




Loading the toolbox

Executing an example in help

Verification of results

Understanding how to write Help for Toolbox functions

17. Developing Scilab Toolbox for calling Python and its functions

About Scithon toolbox

About header folder

Interfacing between Scilab and Python

Files used for starting the python instance and overloaded virtual functions
Links to understand the code inside the PyVar.CPP file

About Builder script of scithon toolbox

About Gateway functions

How to build a toolbox

How to load a toolbox

Demo on how to execute the python functions in Scilab




SWAMI KESHVANAND INSTITUTE OF TECHNOLOGY,
MANAGEMENT & GRAMOTHAN

CERTIFICATE COURSE
ON

CRAFTING SKILLS FOR |
EMPLOYABILITY

FOR
MBA STUDENTS

OVERVIEW

Objective: To enhance Employability Skills of the
final year students of MBA

Course Duration: Eight Weeks

Sessions: 16 (Two sessions @ 1 hour per week)



Session 1: Crafting Employability Skills

Functional aspects and knowledge of employability
skills

Session 2: Soft Skills and Hard Skills

How important are SS & HS in jobs?

KNEEK 2 \

Session 3: SWOT Analysis/ Writing Skills
Know Thy Self
Session 4: Writing Your Autobiography: Branding

Yourself
N /
/WEEK 3 \

Session 5: Body language and Nonverbal Cues/
Introverts, Extroverts & Ambiverts
Let the body speak

Session 6: Writing Personality Statement/ Resume

- /

/WEEK 4 \

Session 7: Interview Skills:
Paths and subways

Session 8: Presentation Skills:

k Express Your Ideas




/WEEK 5 \

Session 9: GD Skills/ Conducting GD: Barriers &
Gateways

Session 10: Emotional Intelligence: Recognize &
Mange Behaviours and Moods

L W

fWEEK 6 \

Session 11: PositiveAttitude: Generate trust,
openness and understanding with self and others

Session 12: Leadership Skills- Strategies from
Mahabharat: Become your Own Master

- /

/WEEK 7 \

Session 13: Decision Making / Conducting
Meetings: Building Rapport

Session 14: Mock Interviews

N /

WEEK 8
Session 15: Presentations by participants

Session 16: Feedback by participants
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Swami Keshvanand Institute of Technology, Management &
Gramothan

DEPARTMENT OF MANAGEMENT STUDIES
NOTICE

Certificate Course

Date: January 17, 2017

This is to inform all the MBA 111 Semester students that our department is starting VALUE ADDITION
CERTIFICATE COURSE, which is duly approved by Director (Academics), SKIT. Students who are
interested in joining this course are advised to contact in the department. The classes will be held in
department itself between 2:30 pm to 3:30 pm.

Details of Course

Course : International Business and Export-Import Mechanism
Duration : 30 Hours

Certificate will be awarded on the completion of course.

Further, students may note that:

1. It is mandatory for all registered students to attend these classes.

2. 75% attendance is compulsory (Attendance in these classes will be considered towards calculations of
class attendance).

3. Classes will be held in the Seminar hall. (Commence from 19/01/2017 to 28/02/2017).
Copy to:

i. Director

ii. Principal

iii. Registrar

iv. All HODs and Faculty Members

vi. All Notice Board

Dr. Vikas Shrotriya (Coordinator)



Ramnagaria, Jagatpura, Jaipur-302017

DEPARTMENT OF MANAGEMENT STUDIES

Swami Keshvanand Institute of Technology, Management & Gramothan

(Cost Effective Quality Education with Focus on Individual Development)

Value Addition Certificate Course
"International Business and Export - Import Mechanism"

Course Content

Module Topic/Content Hours
No.
1 International Business, Principles And Practices 3
2 International Marketing Management, Cross Cultural Aspects, 8
Export-Import Mechanism
3 Introduction to Forex Mechanism 3
+ International Logistics & Supply Chain Management 4
5 Mergers & Acquisition & Corporate Restructuring 6
6 Foreign Exchange Management And Trade Finance International 6

Banking Procedures
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Swami Keshvanand Institute of Technology, Management &
Gramothan

DEPARTMENT OF MANAGEMENT STUDIES
NOTICE

Certificate Course

Date: August 13, 2016

This is to inform all the MBA III Semester students that our department is starting ADD ON CERTIFICATE
COURSE, which is duly approved by Director (Academics), SKIT. Students who are interested in joining this
course are advised to contact in the department. The classes will be held in department itself between 2:30 pm to
3:30 pm.

Details of Course

Course : Financial Services & Consultancy

Duration : 30 Hours

Certificate will be awarded on the completion of course.

Further, students may note that:

1. It is mandatory for all registered students to attend these classes.

2. 75% attendance is compulsory (Attendance in these classes will be considered towards calculations of class
attendance).

3. Classes will be held in the Seminar hall. (Commence from 16/08/2016 to 30/09/2016).
Copy to:

i. Director

ii. Principal

iii. Registrar

iv. All HODs and Faculty Members

vi. All Notice Board
N(iKey -

Dr. Vikas Shrotriya (Coordinator))




Swami Keshvanand Institute of Technology, Management & Gramothan
Ramnagaria, Jagatpura, Jaipur-302017
DEPARTMENT OF MANAGEMENT STUDIES
(Cost Effective Quality Education with Focus on Individual Development)

Value Addition Certificate Course

“Financial Consultancy & Services”

Course Content

Module Topic/Content Hours
No.
1 Introduction 1
2 Live Life King Size (Individual Financial Planning) 3
3 Save Tax: Create Wealth (Tax Planning) 6
4 E-Filing of ITR 6
5 Secure Your Dear Ones (Insurance Management) 4
6 Deal with Plastic Money (Debit & Credit Card Management) 3
7 Money Power (Wealth Creation) 3
8 Retirement Planning 2
9 Buy or Wait (Types of Loans & Its Management) 2
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Swami Keshvanand Institute of Technology, Management &
Gramothan

DEPARTMENT OF MANAGEMENT STUDIES
NOTICE

Certificate Course

Date: August 3, 2017

This is to inform all the MBA III Semester students that our department is starting ADD ON
CERTIFICATE COURSE, which is duly approved by Director (Academics), SKIT. Students who are
interested in joining this course are advised to contact in the department. The classes will be held in
department itself between 2:30 pm to 3:30 pm.

Details of Course

Course : Financial Services & Consultancy

Duration : 30 Hours

Certificate will be awarded on the completion of course.

Further, students may note that:

1. It is mandatory for all registered students to attend these classes.

2. 75% attendance is compulsory (Attendance in these classes will be considered towards calculations of
class attendance).

3. Classes will be held in the Seminar hall. (Commence from 07/08/2017 to 23/09/2017).
Copy to:

i. Director

ii. Principal

iii. Registrar

iv. All HODs and Faculty Members

vi. All Notice Board NiKoh ’{)/

Dr. Vikas Shrotriya (Coordinator)



Swami Keshvanand Institute of Technology, Management & Gramothan
Ramnagaria, Jagatpura, Jaipur-302017
DEPARTMENT OF MANAGEMENT STUDIES
(Cost Effective Quality Education with Focus on Individual Development)

Value Addition Certificate Course

“Financial Consultancy & Services”

Course Content

Module Topic/Content Hours
No.
1 Introduction 1
2 Live Life King Size (Individual Financial Planning) 3
3 Save Tax: Create Wealth (Tax Planning) 6
4 E-Filing of ITR 6
5 Secure Your Dear Ones (Insurance Management) 4
6 Deal with Plastic Money (Debit & Credit Card Management) 3
7 Money Power (Wealth Creation) 3
8 Retirement Planning 2
9 Buy or Wait (Types of Loans & Its Management) 2




Swami Keshvanand Institute of Technology, Management &
Gramothan

DEPARTMENT OF MANAGEMENT STUDIES
NOTICE

Certificate Course

Date: January 18, 2018

This is to inform all the MBA III Semester students that our department is starting VALUE ADDITION
CERTIFICATE COURSE, which is duly approved by Director (Academics), SKIT. Students who are

. interested in joining this course are advised to contact in the department. The classes will be held in
department itself between 2:30 pm to 3:30 pm.

Details of Course

Course : International Business and Export-Import Mechanism
Duration : 30 Hours

Certificate will be awarded on the completion of course,

Further, students may note that:

1. It is mandatory for all registered students to attend these classes.

2. 75% attendance is compulsory (Attendance in these classes will be considered towards calculations of
class attendance).

3. Classes will be held in the Seminar hall. (Commence from 22/01/2018 to 2/03/2018).
~ Copy to:

i. Director

ii. Principal

iii. Registrar

iv. All HODs and Faculty Members

vi. All Notice Board
9]
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Dr. Vikas Shrotriya (Coordinator)




Swami Keshvanand Institute of Technology, Management & Gramothan
Ramnagaria, Jagatpura, Jaipur-302017
DEPARTMENT OF MANAGEMENT STUDIES
(Cost Effective Quality Education with Focus on Individual Development)
Value Addition Certificate Course
"International Business and Export - Import Mechanism"

Course Content

Module Topic/Content Hours
No.
1 International Business, Principles And Practices 3
2 International Marketing Management, Cross Cultural Aspects, 8
Export-Import Mechanism
3 Introduction to Forex Mechanism 3
4 International Logistics & Supply Chain Management 4
5 Mergers & Acquisition & Corporate Restructuring 6
6 Foreign Exchange Management And Trade Finance International 6

Banking Procedures




Swami Keshvanand Institute of Technology, Management &
Gramothan

DEPARTMENT OF MANAGEMENT STUDIES
NOTICE
Certificate Course

Date: January 25, 2019

This is to inform all the MBA III Semester students that our department is starting VALUE ADDITION
CERTIFICATE COURSE, which is duly approved by Director (Academics), SKIT. Students who are
interested in joining this course are advised to contact in the department. The classes will be held in
department itself between 2:30 pm to 3:30 pm.

Details of Course

Course : International Business and Export-Import Mechanism
Duration : 30 Hours

Certificate will be awarded on the completion of course.

Further, students may note that:

1. It is mandatory for all registered students to attend these classes.

2. 75% attendance is compulsory (Attendance in these classes will be considered towards calculations of
class attendance).

3. Classes will be held in the Seminar hall. (Commence from 27/01/2019 to 8/03/2019).
Copy to:

1. Director

ii. Principal

iii. Registrar

iv. All HODs and Faculty Members

vi. All Notice Board

Dr. Savita Choudhary (Coordinator)




Ramnagaria, Jagatpura, Jaipur-302017

DEPARTMENT OF MANAGEMENT STUDIES

Swami Keshvanand Institute of Technology, Management & Gramothan

(Cost Effective Quality Education with Focus on Individual Development)

Value Addition Certificate Course
"International Business and Export - Import Mechanism"

Course Content

Module Topic/Content Hours
No.
1 International Business, Principles And Practices 3
2 International Marketing Management, Cross Cultural Aspects, 8
Export-Import Mechanism
3 Introduction to Forex Mechanism 3
+ International Logistics & Supply Chain Management 4
5 Mergers & Acquisition & Corporate Restructuring 6
6 Foreign Exchange Management And Trade Finance International 6

Banking Procedures
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Swami Keshvanand Institute of Technology, Management &
Gramothan

DEPARTMENT OF MANAGEMENT STUDIES
NOTICE

Certificate Course

Date: August 2, 2018

This is to inform all the MBA III Semester students that our department is starting ADD ON
CERTIFICATE COURSE, which is duly approved by Director (Academics), SKIT. Students who are
interested in joining this course are advised to contact in the department. The classes will be held in
department itself between 2:30 pm to 3:30 pm.

Details of Course

Course : Financial Services & Consultancy

Duration : 30 Hours

Certificate will be awarded on the completion of course.

Further, students may note that:

1. It is mandatory for all registered students to attend these classes.

2. 75% attendance is compulsory (Attendance in these classes will be considered towards calculations of
class attendance).

3. Classes will be held in the Seminar hall. (Commence from 08/08/2018 to 21/09/2018).
Copy to:

i. Director

ii. Principal

iii. Registrar

iv. All HODs and Faculty Members
0
> VA
vi. All Notice Board \\f‘* ¥ @f}/ ))//

Dr. Vikas Shrotriya (Coordinator)



Swami Keshvanand Institute of Technology, Management & Gramothan
Ramnagaria, Jagatpura, Jaipur-302017
DEPARTMENT OF MANAGEMENT STUDIES
(Cost Effective Quality Education with Focus on Individual Development)

VYalue Addition Certificate Course

“Financial Consultancy & Services”

Course Content

Module Topic/Content Hours
No.
1 Introduction 1
2 Live Life King Size (Individual Financial Planning) 3
3 Save Tax: Create Wealth (Tax Planning) 6
4 E-Filing of ITR 6
5 Secure Your Dear Ones (Insurance Management) 4
6 Deal with Plastic Money (Debit & Credit Card Management) 3
7 Money Power (Wealth Creation) 3
8 Retirement Planning 2
9 Buy or Wait (Types of Loans & Its Management) 2
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NTRODUCTION — An overview
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ession.1: Entrepreneurial Management-Introduction & Framework

ssion 2: Corporate Entrepreneurship/lntrapreneurship

3. Entrepreneurial Organizations and Strategic Management

sion 4: Managing People and Performance in Entrepreneurial Organizations
sion 5: Innovation and Entrepreneurial Marketing

sion 6¢ Finance & Accounts for Entrepreneurial Managers

¢ssion 7: Managerial Competencies as an Entrepreneurial Manager
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‘Session 9: Risk Management for Entrepreneurs
10: Analysis of Competencies & Assessing Potential Entrepreneurs
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2: Small Business Management
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4: Session on Marble Industry of Rajasthan
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17: Designing & Managing Support Services for Potential Entrepreneurs
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The session conducted by Mr. Alok Kulshreshtha,
s based on the discussion of ‘Importance of Entrepreneurship & Small Bussiness

gement’. The session began with a discussion on generation of ideas and smart
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dreams
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ertificate courses under PROMISE
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anel discussion on “Dow
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hghted the concept of trading overseas and the policies which are laid by the Indian

de system were discussed broad.




Copyright

Campus Connect

Soft-Skills Program
Deployment Guide

Version 3/September'10
e

™

CBIT'IBUS

An INfOS)S” Industry-Academia Partnership Program




Infosys believes that the information in this publication is accurate as of the date of
publication. This document could contain omissions or technical inaccuracies, due to
changing nature of technologies. Infosys reserves the right to revise the document and to
make changes without notice. Infosys acknowledges the proprietary rights in the trademarks
and product names of other companies mentioned in this document.

All rights reserved by  Infosys Limited,
Plot No.44, 3" Cross
Electronics City, Hosur Road
Bangalore - 560100
India.

www .infosys.com

No part of this volume may be used or reproduced in any manner or media whatsoever
without prior permission.

Document Version 3
September 2010

This guide is a publication of Campus Connect core team in collaboration with Professional
Skills Development (PSD) and is produced by the COMMUNICATION DESIGN GROUP of Infosys
Limited.




N .
‘cBnrect

Contents prerbt Senbatorce s it

Contents ]

D T T S———— DL ——

Message from Campus CONNECt T@AM................ccoowvooeoooeoeeeoeeoeeoeoeoo 5
Organization of SS Deployment GUITE .................oocooooooooooeoeeoeeoeoooooo 6
PROTBCE..............ooosrmnmmessrure hvesmssssnasscsssssssiessonsy s esis ssss s sbsasasbass iseasommmimsisoemmeshcbommsonese s s, 7
Abbreviations and ACTONYMS .............. oo 8
AUGIBICE ..ottt et ee s ess e s et ee e e ee s eeeeeeeeo. 8
T N e———e = L. . R 8
Abbreviations and ACIONYMS ...........coc.i i 9
Reading Plan for this QUIAE ...............cocoooviiiooioe oo 10
Chapter 1 : INrodUCHON ............o....ooieieeeceeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeee 12
About the Soft SKills Program...............c.oooowoieiieoiooooe oo 13
Chapter 2 : Soft-Skills DeployMent ProCESS...........o.ovovoveeeeeeeeeeeeeeeeeeeeeeoeeoeooo 16
Soft-Skills Program DeploymMent PrOCESS ...........oc.oovrooeeeeeeoeoeeeeeeeeeoeeoeoeooooooo 17
Roles and/ResSponSIbIlEs: .. i eommssenioeonese smatoeimamnsemses e rcones resesl 18
Infosys Alliance Partner for SOft-SKills..............ccoovoovooooooeeooeeeeeeeeeeo 19
B N R SRy Dt G SR e - S 20
Chapter 3~ Pre-Deployment Tasks ... 23
Pre-Deployment TaSKS ..o e 24
Alliance Partner Engagement (Optional) .............o.ooco.iouieeeeeeeeeee e 26
College Core Team REeVIBWS ......c.c.oooo oo e 32
Pre-Deployment Checklist ..o e 33
Chapter 4 : Deployment TASKS ..ot 34
Laployment Tasks...iwwsassssmmmavmsmsmis s o 35
Syllabus, Reference Material.................ooo i 41
Business Communication SKills (BCS)........oououieioeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeeoeeee 41
Intrapersonal and Interpersonal Relationship SKills (IRS).......c.oooe oo 42
Campus to COmMPANY (C2C) .......viiiiee oot 43
Group Discussions, Interviews and Presentations (GIP) ..........ocoooooooooeeeeoooooo 44
Entrepreneurial Skills Development (ESD) ..........ooooo oo 45
Deployment CheckIiSt ..o 46
Chapter 5 : Post-Deployment TaskS...........coooovovoueioeieeeeeee oot 47
Post-Deployment TASKS ..........ooiuiiiiceeeeee et 48
Guidelines for Issuing Student Certificates ..............o.oo.ooovoooioeieooeeeoeoeoeoee 51
Post-Deployment CheckIist ...................ooeuiiiiicieeeceeee e 52

Soft Skills Deployment Guide 3




cgn..&:ﬁ!i%,?& Contents
APPENTIX A © GIOSSANY ...ttt 54
GIOBBAIY i ioosgiovionsin ot i o e T e P R s ok e ks e 55
Appendix B : Campus Connect OVEIVIEW............c.oovevueeeieiieeieeieeeieeeeeea e g met e 57
ADOUL CaMPUS TOMMBCE .1 it miessiss cavsisssiaimte s eoosessiihss 453 eisshss s s oganisessonbons sty 58
ApPendix G’z FAQS ivarmiinmsinri s iBamisioes siansssasassibsrafesbrnssnsnsonsanssisamsondossasncssinn’ 61
Frequently Asked QUESHONS .........ccovoviiiieeeeeeeeeeeee e 62
ApPeNdIX D ¢ TOMPIAES .o iiiiirmmsisiiissis i e oh st es e Fos s ussbast b sas hesind 64
Soft-Skills Program Announcement Template .................... S TR e SNLNR BISRB 65
Soft-Skills Program Schedule Announcement Template ..........cccccoovrioviiiiiciinnnn, s 66
Campus Connect Soft-Skills Program Rollout Plan Template ............cocovovoveieoiiececenn. 67
Closure REPOrt TEMPIALE .............ooivovooeiieeioeeeee oo e eee s seees e e eneeee 69
Btudent FeedbackiBOmY i it creborresrmsisiesisamnsmms i smrsssessossssesesnsos dsrassssassassason 72
Soft-Skills Improvement Feedback Form - To be filled in by the Faculty ...............c.ccocoeo.o.... 74

Appendix E : Sample Case Studies

Sample Case Study ToFBES ..o munmmmsmnsiiini tahiios frvmiss S astenisisseaibssmapnis 76
Sample Case StUAY FOr IRS ...ttt ettt 80
Sample Case Study & EXErciSes fOor C2C .........oouivoviieeeeeeeeeeeeeeeeeeeeeeee et 86
Sample Case StUdY fOr GIP ...........ocooviiiieeeieiceeecee et 87
Sample Case StUY T8 ESD .........ooooo oot 89
Sample QUIZ QUESHONS ... cocmisrsismiirssyisinssisiois s bnesssasesdoenemmsrrmesseseasaninessssessnessssssensmerent 90
Pre and POSt TOSEQUUIZ ..........ocoeeemrereeeiscisomsmmesssenssetssssasssiorassnsssionsmssssasssssntossmenansmssanssenssanes 91
APPONIXF : COMAOIS . ..o it s sty e e ssstns oo ess s des 97
Directory of Campus Connect Program CONtaCS ...........covoveioeeeeeee oo, 98
Directory of College COoNtaCES.........ccccvciieiiiiiiis ittt etes e seesetenmsasissaesesassssssasessstenssanas 99

4 Soft Skills Deployment Guide




Ry,
campus 4 -
Contents canriect

Messagg».:filz;ﬁi Campus Connectheakm

L e

Dear Professor:

GREETINGS!

We appreciate your participation in the Campus Connect program. One of the core elements
in the Campus Connect initiative is the Soft Skills Program.

Deploying Soft Skills Program in your college just got easier. This guide is a one-stop
document for rolling out Soft Skills program in your college.

This guide is designed to consolidate various details such as —
1. Overview of Soft Skills program

2. The process steps that helps you rollout Soft Skills Program smoothly and
systematically

Guidelines to evolve your college specific practices
Checklists to ensure readiness at each phase of rollout

Contacts

The contents of this guide is a collection of industry best practices for managing training
program roll-out and experiences of Infosys in delivering Soft Skills Training to hundreds of
batches. We strongly believe that proper planning, measurement and periodic reviews are
critical to successful program rollout. Campus Connect initiative aims to share our Soft Skills
program related IP to enable you to deliver the courseware better.

Effective delivery of the Soft-Skills training will lead to making engineering students ‘Industry
Ready’ and take-on challenging projects in IT enterprises.

We would like this to be a dynamic document with improvements being carried-out with your
inputs. Please do share your valuable suggestions to help us make the guide more useful
to you.

We look forward to mutually beneficial relationship with your college. For further information,
please contact your Infosys DC SPoC.

Happy Reading and Actions!
With Best Regards
Team Campus Connect

Soft Skills Deployment Guide 5




campus & = v
L R e N e el - ” =i ant-‘e['& '3

Organization of SS Deployment Guide

The Soft Skills Program Deployment Guide is organized in the same sequence in which you
will plan, announce, deliver and assess students on the Soft Skills training.

| Chapter : - Contents

Preface About this guide, Conventions, Abbreviations Used, Reading
Plan for the guide

Chapter 1 Introduction

Chapter 2 Soft-Skills Deployment Process

Chapter 3 Pre-Deployment Tasks

Chapter 4 Deployment Tasks

Chapter 5 Post-Deployment Tasks

Appendix Glossary

Campus Connect Overview

Frequently Asked Questions

Templates

Samples

The Soft Skills Deployment Guide is provided with additional tabs that will help you keep
batch specific information such as contacts, students list, scores, communication with Infosys
DC SPoC and so on organized in the same binder. Ensure that all key documents are filed
together in this binder.

6 Soft Skills Deployment Guide
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Abbreviations and Acronyms

Welcome to the Campus Connect Soft Skills Deployment Guide. As the name suggests, this
deployment guide is associated with the Campus Connect initiative. This guide is created to
help the College Core Team members involved in rolling out the Soft Skills Program
successfully at Campus Connect partner colleges. Detailed step-by-step instructions will
guide you through the process of deployment. The following features will enable to
understand the deployment process, faster:

* Templates to fillin data. You can create plans, schedules, etc. faster by using the
templates.

e Samples help you interpret the use of templates.
* References to topics provide comprehensive knowledge of the topic.
* A Table of Contents helps you navigate through this guide.

* Glossary and Appendices describe the terminology and concepts associated with the
program rollout.

e An overview of the ‘Campus Connect' initiative to keep you informed about the
different programs under Campus Connect.

* Related topics for each chapter provide one-point references to all topics associated
with the chapter.

(i) Audience

This guide addresses the College Core Team that is charged with the responsibility of
planning and implementing the Soft Skills Program at their College. However, the college
Management members, the faculty, Campus Connect Single Point of Contact (SPoC),
Subject Matter Experts and other staff of the college who are involved in the Soft Skills
Program rollout as well as the regional Campus Connect team members can refer to this
guide to:

¢ Know about the Soft Skills Deployment process
e Learn the detailed steps involved
» l|dentify the resources required for deployment

e Consistently roll-out Soft Skills training for batches each year

(i) Conventions Used

Description
Indicates a note message. The text is highlighted in blue.

Indicates important information. The text is in brown.

Indicates reference to other topics in the guide. The text is in
italics and dark blue.

8 Soft Skills Deployment Guide
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(iii) Abbreviations and Acronyms

| Abbreviation | Expansion

| CC | Campus Connect
Cs Computer Science
DC Development Center
DA Developmental Assignment
DD-MMM-YYYY Date format. For example, 25-Jun-2003
E&R Education and Research
PSD Professional Skills Development
FEP Faculty Enablement Program
HOD Head of the Department
IBU Integrated Business Unit
IPR Intellectual Property Rights
IT Information Technology
MoU Memorandum of Understanding
NDA Non Disclosure Agreement
SME Subject Matter Expert
SPoC Single Point of Contact
SS Soft Skills
Sl.No. Serial Number
TTT Train The Trainer

@ See Glossary for a description of certain terms used in the context of Campus
Connect program.

Soft Skills Deployment Guide 9
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Soft-Skill Deployment Guide

Reading Plan for this guide

The following table identifies the topics that you will need to read based on your role and
practice the same during SS roll-out activities.

Profiles

College
Management, Head
of the department,
College SPoC and
similar members
who wants to know
about the Soft-Skills
Program:.

Get familiarized with the
terminology used in the
context of Campus Connect
programs.

Suggested Topics

Glossary
Abbreviations & Acronyms

Know about the Campus
Connect programs.

About Campus Connect
About the Soft-Skills Program

Get overall picture of the SS
deployment process.

SS Deployment Process
Roles & Responsibilities

Resources

Be familiar with the plans and
reports involved in the process
of SS rollout.

Sample Plans & Reports

College Core Team
member
responsible for SS
rollout.

Get familiar with the
terminology.

Get an overview of the SS
Program.

Know the process and detailed
steps required to plan and
execute the SS rollout.

Develop in-depth
understanding of the process.

Develop ability to apply the
process steps described.

Use the templates available.

All sections of this guide.

Reviewers of the
Soft-Skills program
rollout.

Get familiar with the
terminology, process of
deployment, and refer to
samples.

About the Soft-Skills Program
SS Deployment Process

Glossary

Checklists — Pre-deployment,
Deployment and Post deployment
Sample Plans & Reports

Faculty (SMEs),
who plan the course
schedule and
assessment
instruments

Plan the course schedule and
create student assessment
papers & quiz.

About the Soft-Skills Program
SS Deployment Process
Glossary

Plan the Course Schedule
Course Overviews and syllabus in
the Prepare for Courseware
Delivery topic

Course Plan Sample

Course Plan Template

Student Assessment Guidelines
Sample Case-Studies

10
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Faculty who
delivers the course.

Purpose

Understand the purpose of S

. Suggested Topics
About the Soft-Skills Program

rollout. SS Deployment Process
Glossary
Be thorough with the subject Deployment Tasks

to teach.

Evaluate students’
performance.

Track the effort spent and

progress of the course
delivery.

Infosys Certified
Alliance Partner

Course Delivery, Assessment

Deployment Tasks

Soft Skills Deployment Guide
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AbouttheSoft Skillé Evric;gram

Campus Connect is an industry-academia partnership initiative launched by Infosys. The
Campus Connect initiative aims to enhance the education level of engineering students,
nationwide and thus increase the employability of these engineers. As a part of this initiative
Infosys shares with partner colleges its proven courseware, methodology and education
experiences. Campus Connect thus helps partner colleges groom Industry Ready engineers.

Soft Skills Program (SS) is the training program designed for entry level students who on
completion will be better prepared to work on real-life customer projects. Enabling partner
colleges to deliver SS is the heart of this initiative. The training programs will be administered
at the Campus Connect partner colleges. These programs enhance the IT industry specific
knowledge and skills of the students of engineering colleges.

E‘f_] If you wish to learn more about various programs of Campus Connect initiative, read
the Campus Connect Overview section of this guide.

The Campus Connect (CC) initiative brings this well-tested and successful training
courseware and methodology to the partnering colleges. The courses will be taught directly
by the partner college faculty, who are enabled by the Campus Connect team. Campus
Connect also provides the necessary courseware and support to implement and sustain the
program.

The Course cover the basic knowledge required for software professional. The following is a
list of Courses of the Soft Skills Program, in the same sequence in which they are delivered:

Serial  Course Name - - Course Abbreviation

1 Busness Communication |'I| i . BCS

2 Intrapersonal and Interpersonal Relationship Skills IRS
3 Campus to Compang} Cc2C
4 Group Discussions, Interviews and Presentations GIP
5 Entrepreneurial Skills Development ESD

Business Communication Skills (BCS) - This course provides a functional understanding of
basic English Grammar, language skills to eliminate errors in pronunciation and sentence,
and equips students with the requisite skills to make their communication effective.

Intrapersonal and Interpersonal Relationship Skills (IRS) - This course provides the
students with information and equips them with the requisite skills to enable them to deal with
feelings, understand assertiveness and develop self-confidence. It also enables them to
become good team player and form an effective team.

Campus To Company (C2C) - This course helps the students in understanding the nuances
of Corporate Grooming and Dressing, Corporate Etiquette and some practical tips to handle
himself / herself in a given professional setting. i

Group Discussions, Interviews and Presentations (GIP) - This course helps the students
in understanding the basics underlying group discussions, the group decision — making
process, and how to make effective presentations.

Entrepreneurial Skills Development (ESD) - This course helps students set specific
measurable goals for themselves in their personal and/ or professional life.

Read more about the course objectives, detailed syllabus, and prerequisites of
@ each course in the Syllabus, Reference Material section of this guide.
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% Soft-Skills training is recommended for the students of second and third years of
Engineering i.e spread over 3™ and 5" semesters.

Campus Connect team periodically conducts Soft-Skills Workshops (SS Workshops) to
train the partner college faculty on Soft-Skills course delivery. The faculty experiences the
training system, courseware and methodology as used at Infosys and hence is completely
equipped to roll out the training program at their college.

Campus Connect team typically conducts a Road Show to reach out to the students at the
respective partner college. It is organized as a half-day program at the college campus. The
interactive sessions and presentations during the road show provide students with information
about the Campus Connect initiative in general and Soft-Skills program in particular.

Campus Connect portal is a window to the connected world of learning. Through the portal
students and faculty members could learn about the Campus Connect initiative, enhance
knowledge, share their experiences with other colleges in India & abroad, interact with their
college alumni and learn about various activities of professional interest.

= Visit Campus Connect portal at http: Ilcamgusconnect mfosys com. You need to

=l be a registered user to access the mfonnatlon on this portal. Visit the site for
reglstratlon :

Any changes or updates to the Soft-Skills Program courseware are made available in the
Campus Connect portal.

1. You are encouraged to respect the Intellectual Property Rights (IPR) and Non-
Disclosure Agreement (NDA) related to the Campus Connect programs.

-

2. Refrain from using any trade name, trade mark, symbol or designation
belonging to the Company or Campus Connect, without prior written
approval.

3. Maintain confidentiality about any information, course material, plans,
discussions, strategies or any material which is deemed to be confidential.

4. Do not use the name of the Company and the Campus Connect initiative in
any advertisement, and do not make any public announcement without a
prior written approval from the Company.

14 Soft Skills Deployment Guide
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Soft-Skills Program Deployment Process

Soft-Skills Program training is administered at a Campus Connect partner college.

The process of Soft-skills Rollout is divided into 3 sections — Pre-deployment, Deployment,
and Post-deployment, for the ease of understanding. Pre-deployment involves planning and
preparation for the rollout. Deployment involves course delivery and student performance
assessment. Post-deployment involves reporting and feedback. The following figure depicts
the entire process.

v
«» Create Awareness Pre Assessment (Get the . Collect Student
*‘ﬁg‘ about the program question bank from Feedback
v Infosys SPaC)
V
Understand the Prepare for Courseware Present a Report on
Rallout Process Delivery i Program Completion
e :
Identify Program Deliver Courseware Submit Soft-Skills

| Anchor Feedback Form

Submit Program
Closure Report

Assign Developmental
Assignments (DAs)

| Enable Faculty

| Alliance Partner
| Engagement
(Optional)

Quality Check by
Infosys SPoC

Review/Grade DAs

Plan Batch(es) Assess Student Issue Certificates
P Pe_arformance '
Select Faculty Record Student
Performance
Ko
Annaunce the Post Assessment (Get the
Program question bank from
Infosys SPoC)
Select Students

Announce Course
1 Schedule
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Roles and RésponSIbllltles

(i) College

e —— e S R

Deployment of the Soft-Skills Program at a Campus Connect Partner College involves
different members of the college in different roles as described in the following table.

College SPoC
(Single Point of
Contact)

Description

A designated person at the college
who takes the responsibility of
interfacing with Campus Connect
team. Typically, a Placement Officer
or Training Officer or HOD is
appointed as a College SPoC.

Activities Involved
Contacts regional
Campus Connect team
for any kind of
requests, reviews,
status updates, etc.

Interfaces with the
college core team,
college Management
and Administration to
ensure smooth roll-out
of Campus Connect.

College Core Team
L i

The core team is the backbone to
implement the Campus Connect
initiative. The college identifies a
team of faculty members who will
plan & deliver the training. The core
team works right from the rollout
planning stage through course
completion. The entire set of
activities relating to Campus Connect
are planned and executed by the
college core team.

o

Prepares program
rollout plan.

Updates status
reports.
Prepares course
schedules.

\*— Assess students

performance

Delivers lectures to
students.

- |»-Pians contact sessions

«_—Counsels students

*—Reviews roll-out

effectiveness

The head of the institution provides

related activities that are internal to
the college.

Head of the e Motivates students and
Institution management support to the Core facuity.
Team for a smooth deployment ofthe | , Gyersees the Campus
program. Connect programs
implementation.
e Periodically reviews
Campus Connect plans
and progress.
s Authorized signatory
for certificates.
College The management at the partner « Approves course
Management college has to approve course rollout rollout related

activities that are
internal to the institute.

Decides the criteria to
select students for the
soft-skills program.
Issues course
completion
certificates.

Implements Campus
Connect incentive plan

18
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(ii) Infosys Alliance Partner for Soft-Skills

Infosys has identified some leading Soft-Skills training firms as “Alliance Partners” for soft-
skills. The Alliance Partners clearly understand the rollout process, delivery methodology and
assessment procedure.

The colleges can discuss with the Alliance Partners during the planning stage of the Rollout,

in case they feel the need for external assistance. However, this is not mandatory.

Activities Involved

Alliance Partner
Management

Description

The Alliance Partner
Management needs to have
a clear idea about the rollout
process so that they can
service the colleges that seek
their support.

Understands the Soft-
Skills rollout process as
documented in this guide

Comes out with a plan on
the different services
they can offer to the
colleges (lecture delivery,
contact session handling,
assessment, faculty
enablement etc)

Shares the plan with the
associated DCs and
discusses with them

Keeps in touch with the
associated DCs and
colleges introduced by
the DCs

Alliance Partner Faculty

The Alliance Partner Faculty
conducts lecture sessions or
assessments as requested

Understand the Soft-
Skills training program
structure

by the college. s Prepare to deliver

Infosys soft-skills
courseware
¢ Prepare to assess the

students undergoing the
program

(iii) Infosys

Infosys Education & Research (E&R) team at the corporate and regional levels direct and
implement the Campus Connect programs. Some of the roles are described below: Apart
from the above mentioned roles applicable at the college, several employees of Infosys
provide implementation support.

Role Description Activities Involved

Infosys The DC SPoC is a member of E&R .
Development Center | located at the Infosys development the partner college for
SPoC (Single Point center which is associated with the Campus Connect roll-
of Contact) college for Campus Connect support. out.

e Services requests such
as Seminars, Industry
visits, courseware
queries and review of
case-studies.

 Coordinates with local

DC team for Campus
Connect roll-out help.

Provides guidance to

Soft Skills Deployment Guide 19
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(iv) Resources

The resources required for deployment of the Soft-Skills Program at your college include:

1
2
3.

Trained Faculty to deliver the courses and handle the contact sessions
Backup faculty to handle the courses in case of emergencies

Infrastructure and facilities

(v) Essential Infrastructure & Facilities

For a quality rollout of the Soft-Skills Program, the college needs to plan for and allocate:

1.
2.
3.

® N o o

10.
14
12,
13.

Classrooms to conduct lecture sessions (with overhead projector)
Discussion rooms for contact sessions and group discussions

Dedicated server space to share the courseware, case-studies, projects and Campus
Connect related information

User IDs to access the Campus Connect information from the server or CC portal by
the students and faculty involved with Campus Connect programs

Multiple copies of the course material — either in print or on CDs
Reference Books for Additional Reading
Projector for making effective presentations

Flip charts, white board markers, white board erasers, and so on required in the
classroom

Internet connection with a minimum of 64KB bandwidth to access material from the
CC portal and download the course material.

Exclusive telephone connections for the faculty involved with Soft-Skills deployment
Email IDs, mobile phones (optional) for the faculty working on Soft-Skills deployment
Speaker-phone for teleconferencing/ discussion with Infosys team

Online lab to conduct assessments

(vi) Desirable Infrastructure & Facilities

Other infrastructure that will significantly improve the effectiveness of course delivery
includes:

1.

o o s~ o

An exclusive CC notice board to share Campus Connect related announcements and
news

A separate book section in the college library for Campus Connect reference books,
course material, and so on.

Dedicated conference room / discussion room / lecture hall / seminar hall
A special intranet site or pages in the college website to cover CC.
Banners, posters, etc. on Campus Connect, to improve visibility of the programs.

Special student journals on Campus Connect activities at the college

20
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7. Customized notepads for students and faculty who attend the Soft-Skills Program

Related Topics:

Pre-deployment Tasks

Deployment Tasks

Post-deployment Tasks

Soft Skills Deployment Guide
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Pre-Deployment Tasks

The following sections detail each pre-deployment task.

(a) Create Awareness about the program

Road Shows are to be conducted by the Campus Connect team to communicate the
value and benefits of the program to the partner college faculty and students.
Campus Connect road show, when conducted before Soft-Skills training kick-off,

would provide benefits in understanding:
1. Campus Connect objectives

24 Soft Skills Deployment Guide
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2. Campus Connect Offerings and their benefits
3. Benefits of Soft-Skills training, its duration, and content
4. Enrollment Criteria, student assessment and issue of certificates
5. Resources available for the faculty and students while implementing

programs

It is not compulsory to conduct a road show but it is good to have the road show
organized before beginning the soft-skills rollout for the benefit and visibility of the
program rollout.

(b) Understand the Rollout Process

The rollout process needs to be understood in detail. Key steps here are:
1. Familiarize yourself with this guide

2. Have discussions / presentations to synchronize the understanding with other
faculty members

3. Identify the points of doubt/concern and have clarification sessions with
Infosys SPoC

4. ldentify the soft-skills program Anchor

(c) Identify the Soft-Skills Program Anchor

Once the program is understood at a high level by the college management and the
faculty members, an Anchor should be identified to take the program forward. The
Anchor can be one of the following:

1. Campus Connect Single Point of Contact in the college
2. Faculty members who have attended the Soft-Skills workshop at Infosys

3. Faculty members who have the interest, expertise and time to conduct the
program.

The Anchor will have to go in to the details, plan and execute the rollout.

(d) Enable Faculty

Campus Connect team periodically conducts Soft Skills Workshops (SS
Workshops) to enable the partner college faculty members on SS course delivery. It
is a one week residential program at one of the Infosys Development Centers which
provides a walkthrough of the soft skills courseware and the delivery methodology
and equips the faculty to roll out the same at their college.

The training provides insight into practical aspects such as case studies solving,
concept implementation in addition to an overview of the five modules of Soft Skills
courseware.

This includes a walkthrough of the Participant Manual to help the participating faculty
record their experiences and take away from the session. The Facilitator Manual is
also shared with the participants at the end of the workshop.

For this SS Workshop, colleges are required to send nominations for their faculty
members who are proficient in communication and life skills, have a passion to
interact with students and engage them in creative interactions and have a strong
sense of commitment towards the initiatives.

For more clarification on selection of the faculty, please refer ‘Select Faculty' section.
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Refer the Select Faculty section for more details.

(e) Alliance Partner Engagement (Optional)

Soft skills roll-out among Campus Connect partner colleges may be classified into
two categories; Direct and Partner Centric. For successful rollout of the program, it is
important that each of the stakeholders understand their role, collaboration points and
value-add they bring-in. This section describes the sequence of steps in developing
a soft skills roll-out framework and ensuring smooth implementation of the same. It is
to be noted that each Campus Connect partner college may adapt different model to
start with and move to more stable model specific to the partner college.

In the Direct approach the target partner college will utilize their own Infosys trained
faculty for planning and delivering soft skills development training program, much like
the Infosys technical Foundation Program. The following steps describe the typical
engagement model for Partner Centric approach:

Step 1: Understanding Partner College needs — This step is primarily handled by
Infosys DC SPoC as this member is responsible for specific college relationship
management. The DC SPoC will leverage segmentation model to service the needs
of advanced colleges on priority. In this step the DC SPoC will meet with decision
makers, faculty and few students to understand the current situation with reference to
soft skills training in the target partner college. It may turnout that the target college
has already a program in place or already taking help of local training vendor or is
actively considering the demand for soft skills training. Understanding overall training
needs, mapping to college plans, budget, and faculty preparedness only can result in
an effective action plan preparation. The deliverable from DC SPoC at this step will
be document outlining the college needs, after confirming that the target college is
indeed interested to address the students' soft skills training issue.

Step 2: Alliance Partner introduction — In this step, Infosys DC SPoC will brief the
regional certified Alliance Partner(s) about the college opportunity and collaboratively
develop service offering suggestions. Infosys DC SPoC will introduce minimum of
two partners to the target college and will remain neutral in the process of alliance
partner selection by college. During this step CC Partner College may develop their
own evaluation criteria to evaluate alliance partner suitability and chose the one
appropriate their context.

Step 3: Overall Soft skills roll-out plan presentation — In this step the selected
alliance partner will interact with the target college and develop a proposal,
implementation plan, and measures of success together with commercial terms. This
could be an iterative process and may need partners to make budgetary estimates,
service description, reference checks. The target college will need to sign-off and
accept the proposal before any training delivery. The actual plan will be the basis for
all further reviews, where DC SPoC will participate. The plan may involve active
participation and contribution of target college faculty in the roll-out process. Some
target colleges may opt to conduct soft skills training for a pilot batch before rolling-
out to large number of students. -

Step 4: Soft skills development program announcement — In this step all
stakeholders will collaborate to define target college specific schedule, develop case
studies bank, set up assessment framework and allocate necessary resources. The
college will also institute a student selection process and enrol students. The details
of soft skills development program will be shared with students. Special attention will
be given to developing newer case studies, project specifications, student
assignments and projects that are relevant to target college context and can be
implemented in the context of the target college.

Step 5. Soft skills program delivery and Assessment — In this step Alliance
Partner independently or in collaboration with target college faculty will deliver the soft

26
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skills training program. The methodology will utilize extensive team interactions, case
study based learning, journaling of learnings, reading of select books and class room
facilitations. Alliance partner may assist in customizing Infosys suggested
assessment model and also conduct student assessments. During this phase the
college Core Team will need to collect feedback from students and conduct several
reviews to ensure training effectiveness. Infosys DC SPoC and Alliance Partner will
participate and help in situation analysis and development of corrective measures.

Some of the partner colleges may leverage the Infosys trained faculty members to
conduct student assessments, review student journals and assess project status as
well as mentor students. The college takes responsibility to make payments to the
Alliance Partner per agreed commercial terms.

Infosys DC SPoC

Perspective Alliance Partner College

Value-Add = Relationship = Effective » Infosys trained
management delivery faculty
= Soft skills e = Infrastructure
courseware Familiarity with and resources
Deployment Lr;fiﬁ:ys SoR *  Management
framework CoMTSENA support
Faculty training Additional . E:Jndanec;!;l
CC Portal service geting
et and |+ parans e |* St
RNy Caselets, 9
Incentives and project = Management
learning definitions review
e Resource = Feedback
Partner network augmentation analysis
Role Relationship Training = Training
delivery delivery
= Delivery
support
Measure of Student Session = Placement
success placement effectiveness change
el Lowest Cost = College
Improved per student attractiveness
attitude

The contact details of the Alliance Partners associated with your region can
be obtained from the Infosys Campus Connect SPoC.

(f) Plan Batch (es)

If you have more than 50 student registrations, you will need to group the students
into batches and plan to conduct classes for each batch separately. You may discuss
with the college Management and decide on the number of students per batch and
the number of batches, based on:

1. The number of students registered

2. The size of classrooms, discussion rooms
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3. The availability of faculty

The minimum batch size at the end of the soft-skills training should not be
less than 50. You are recommended to plan a batch with average size of
50.

(g) Select Faculty

(h) The success of soft skills program rollout will depend on effective planning by the

core team members and for successful execution, core team should carefully select
faculties.

The college core team may select the faculties having following demonstrable skills:
Passion to interact with students and engage them in creative interactions
Can facilitate learning through blended learning techniques

Can be from humanities background but know how to use computer

Good communication and interpersonal skills

Flair for writing and content generation

Interest to learn and apply new concepts and techniques

Passion for high quality standards

Strong sense of commitment towards the initiatives

2ok =0 Ee i L e

Certified by Infosys or enabled by Soft Skills Alliance Partner to rollout soft
skills program

For the soft skills program rollouts identify the faculty members who will be available during
the rollout period. In case the assigned faculty is not available, plan for the backup faculty to
ensure continuity in the course.

(i) Announce the Program

When the college Management decides to implement the Soft-Skills Program rollout,
the information needs to be shared with the college students and the faculty
members. The Soft- Skl"s tralnmg program is typically conducted for the selected
students during the 3™ and/or 4™ semester of the Engineering degree education. The
College Core Team needs to review the following elements before announcing the
Campus Connect Soft-Skills training.

Courses offered — Provides a list of courses offered by the program.

Broad schedule - Indicates the period of the program, and planned start and end
dates or weeks of the month.

Benefits of taking the course — Informs the benefits of attending the program, so
that students can make informed decision to attend the training courses.

Enrollment procedure — Specifies the eligibility criteria for student registrations. It
helps to receive more relevant response.

Contact information — Provides the name and designation of the person who will
receive responses from students.

28
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You may choose to announce the Soft-Skills training using channels such as:
Display the training announcement on the college notice board
Update college website with the training announcement
In-classroom briefing of the training program by faculty members

Address by Head of Institution to relevant students

LU

Posters on display along with contact information of the anchor

Students may have questions related to the Soft-Skills program. You may refer to
the frequently asked questions bank for ready reference to answer some common
questions. You could also read the Campus Connect overview section of this guide
and Campus Connect collateral for further details. Infosys DC SPoC will be able to
assist you if you need further clarifications.

@ You can use the Soft-Skills-Announcement Template provided in the

Templates appendix for a printed announcement.

@ Refer the Frequentiy Asked Questions in the Appendix of this guide.

(j) Select Students

Subsequent to the formal announcement of soft skills training, many students are
likely to respond with an interest to attend the training. The College Core Team may
have to select the candidates using pre-defined criteria and choose the right students
for the program.

Your institute can define a set of guidelines to select students for enroliment to the
soft skills training. You may need to finalize the selection criteria with the college
Management's consultation. Following are some criteria used by partner colleges that
have rolled out the soft skills Program. You may choose some of these for evolving
student selection criteria for your college:

Aptitude Test — Conduct an aptitude test and select students based on the scores.

CGPA - Calculate the Cumulative Grade Point Average for each student and select
students based on the CGPA scores.

Cumulative Percentage - Consider the cumulative percentage of marks by students
till the last semester.

Interview - Conduct interviews to decide upon the eligibility of the student. You can
also gauge a student's interest in attending this program through an interview.

Infosys Recruitment — Select all students who were offered employment with
Infosys.

The soft skills program is open for engineering students who are:

1. In the Second Year of engineering course, preferably between 3™ to 5"
Semesters.

Studying any branch of engineering, whether IT related or non-IT related

Try and avoid students who have a backlog of subjects from the previous
semesters.
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(k) Prepare detailed Rollout Plan

A successful deployment of the Soft-Skills Program requires good planning and
execution. When you begin to plan for a rollout, you need to consider some important
elements like:

University Semester Schedule — Consider the semester schedule such as semester
start date, last date for class lectures, start of practical examinations and start of
vacation. You may also take into consideration other key activities of the institute
such as cultural fests, campus recruitment, and so on that fall in the period of planned
Soft-Skills deployment.

Faculty Calendar — Consider the faculty members who need to be available during
the Soft-Skills rollout period. You may have to look at the staff leave calendar and
back-up faculty member to ensure continuity in the event of non-availability of the
assigned faculty.

Preparation Time — Consider the time required by the faculty members to prepare
for the Soft-Skills course delivery before beginning the course.

Resources Availability—Check whether the required resources like classrooms,
discussion rooms, projectors etc. are available during the course rollout period.

A typical Rollout Plan consists of:

1. Names of the faculty members who will deliver the training. You can also provide
the experience details of the faculty.

2. Estimated effort by the faculty. The faculty effort also includes:
a. Estimated preparation time
b. Estimated assessment time

3. Faculty/ Alliance Partner backup. It is good to identify backup faculty to avoid
unforeseen events and to enable the course continue smoothly.

Resources and equipment required
Start and end dates of the training

Allocated date/time of the classes - Exact schedule on weekdays and/or
weekends.

@ See the Rollout Plan Sample provided in the Sample Plans & Reports
appendix.

You may want to discuss the training schedule with the college Management before
publishing it. You can also contact DC SPoC for any help needed on rollout planning.

= It is suggested to have the faculty who takes the course to prepare a
=] e
=l detailed individual course plan.

(!) Review the Rollout Plan with Infosys

When the rollout plan is ready after consulting the college Management, send the
rollout plan to DC SPoC through your College SPoC. Campus Connect team reviews
the plan together with alliance Partner if applicable, to ensure that the time allocated
for each course is appropriate, and that your plan matches with the suggested
training plan. Campus Connect team also records the rollout details from your plan.
This will enable the Campus Connect team to extend any help you require in
deployment.
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(m) Get Resources and Course Material Ready

Ensure that the required resources like class room equipment, presentation material,
lab equipment, etc. are available at the planned training venue. The course material
should be made available to the students. If you have to distribute individual copies of
the study material, ensure that you have sufficient copies of the same. If the students
should access the course material from intranet, ensure that necessary access
permissions are given to the students.

(n)Announce the Course Schedule

Announce the schedule of the program to the selected students. The announcement
should cover the following points:

1. List of students selected

2. Detailed course calendar

Contact You can use the SS Schedule Announcement Template
fsirtistion provided in the Templates appendix to prepare an

announcement quickly.

After preparing the announcement sheet, get an approval from the callege
management on the same. You can then publish the course rollout as per your
college practices.

Related Topics:

Rollout Plan Sample

Rollout Plan Template

SS Announcement Template

SS Schedule Announcement Template
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College Core Team dedicated to Campus Connect program will need to meet together with
alliance partner if applicable, several times during the program rollout to analyze data
collected, frame issues, resolve them and commit an action plan as well as track action plan
to close.

Some of the common features of a College Core Team include:
@ College Core Team will need to plan and arrange to collect data or facts that will be
the basis for review. Examples of such data could be —
o Number of students enrolled into Soft-Skills training
o  Student attendance below minimum threshold (Say 50 in batch of 75)
o Number of students dropped-out

o Average faculty hours invested in preparation, classroom lecture, contact .
sessions and assessment

o Topics ranked as BEST and POOR by students
o Improvement suggestions of faculty and students
o Abnalysis of feedback submitted by students at the end of each course
 J The team needs to objectively consider deviations and frame issues that need

attention and initiate corrective actions. Examples of such objectively framed issues
are —

o Students are unable to meet demands of assignment and Soft-skills training
program.

o Faculty effort is exceeding by 18%
o Student assignment score trend is decreasing from 88% to 60%
o There are no good case-studies to explain “Body Languages” topic
¢ It is strongly recommended that the College Core team adapts the focus discussion

methodology for review and problem solving. The steps are Context Setting,
Brainstorming and Team presentation.

@ The team needs to document the minutes, findings and actions with target date,
responsibility and any resource approval if needed. All actions need to be tracked to
close by the College Core Team.
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Pre-deployment Checklist

This checklist helps you ensure that you have completed all the pre-deployment
tasks before you begin with deployment of the Soft-Skills Program.

Tick each task when complete.

1. Rollout Plan reviewed with DC SPoC and Infosys Soft-skills Alliance
Partner (if applicable)

2. Detailed Batch Schedule ready

Faculty Identified (from your college or from Infosys-identified soft-skills
alliance partners)

Developmental Assignments (DAs) ready
Students List ready
Facilities Allocation Confirmed
a. Classrooms
b. Discussion Rooms
c. Flipcharts, Marker Pens
d. Overhead Projectors
e. Speaker Phones
7. Soft-Skills Program Announcement Notice/ Letter ready
8. Participant Manual for Students ready
9. Facilitator Manual for Faculty ready
10. FAQs for Student Queries ready
11. Course Syllabus Hardcopy ready
12. Campus Connect Presentation & Program Details ready

o AR R T O
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Deploymé;g; Tasks

The series of deployment tasks that will guide you to successfully train a specific batch of
students is given below:

The following sections detail the deployment tasks.

(a) Pre Assessment

Before the course is delivered, a pre test needs to be conducted for the students who would
be attending the courseware. The question bank can be obtained from the Infosys DC SPoC

(b) Prepare for Courseware Delivery

Understand the course design, objectives, prerequisites, syllabus, and references. Read
through the course material and be prepared for course delivery. The course objectives and
syllabi are given at the end of this chapter. The course material for each of the 5 courses
mainly comprises 2 key components, viz, a participant manual and a facilitator manual.

The participant manual contains the courseware and the exercises given topic-wise. This is to
be used as a workbook by the student, filling in his/her understanding of a topic and solving
the exercises given. This can be expanded by including more exercises in the form of case
studies, quizzes and so on. This can be used to evaluate the student at the end of the course.
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The facilitator manual gives a detailed account of how the course is to be conducted. This
contains a detailed table-of-contents, time to be spent in each of the sub-topics, ways to
introduce a topic and classroom exercises to make the class interactive in nature.

The faculty member needs to study the facilitator manual in detail for effective delivery of the
course.

In order to deliver the classroom experience effectively you will need to:
1. Analyze the logical organization and grouping of sub-topics
Amount of time that needs to be allocated for each sub-topic

Questions you will ask the students to introduce a topic

B o

Examples you will provide for clear understanding
Assignments you want different teams to complete

Guidelines you want the students to follow for effective learning

o 22

References you want to provide for further reading

@ See the Syilabus, Reference Material section of this chapter for syliabus and
references of each course.

|§| Access the Campus Connect Portal (http://campusconnect.infosys.com) for
the courseware (Participant and Facilitator manuals) for all the 5 courses.

(c) Deliver Courseware

Once you are thorough with the subject to be delivered, follow the course schedule and
deliver the topics. Ensure that the syllabus is covered entirely, and the assignments are
done by the students as per the course structure.

During courseware delivery, you will play multiples roles such as Instructor, facilitator or
assessor. The facilitator manual gives a detailed structure for each course. The
recommended way to introduce the topics of the course is illustrated below.

The key elements of courseware delivery are:

1. Context Setting - Set the background for introducing the topic by prompting the .

students to respond to some fundamental questions (these questions are also
provided in the facilitator manual. You can add some more).

2. Concept lllustration - Develop the key concepts of the subject by making the
students do some small activities which are provided in the facilitator manual.

3. Case Study - Provide relevant case studies to the students and ask them to
resolve the same and present it to the class. This can be done by grouping the
students in to, say, 5 in a group or so. The participant manual contains some
case studies. You may add some more so that there are enough number of case
studies to work upon.

4. Make the students Document the Learnings - The participant manual is
designed like a work-book in which the students can register their learnings, work
on the case studies, note down the references and come up with an action plan
for the self to improve a particular skill.
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Topic: One Way Communication (Demonstrate the problems of one-way
communication and introduce the concept of “Feedback”)

Step 4. Context Setting

How does commumcatlon start’? <Elicit responses from students> When someone wants to
say something. Let us call him the sender. This sender should have someone to listen to
him. Let us call this second person the receiver.

Once the sender and the receiver are identified, one-way communication can be
established.

. Step 2 - Concept lllustration

Invite Student Participation:

* How effective do you think one way communication is?
» Whatis "Good communication"” and what is “Effective communication”?
s [s there any difference between the two?

Small Activity
A small activity to demonstrate the limitations and shortcomings of one-way communication.

Materials Required: A geometrical figure on a sheet of paper, which should not be shown
or be visible to the participants.

Time required: About 10 minutes.

Procedure: Give the following instructions to the participants. Either the facilitator can do
the dictation, or use a volunteer for the activity.

o | shall be dictating a geometrical figure to you.

o | shall repeat each sentence twice.

o You cannot ask me any questions or clarifications; just draw the diagram as | dictate
it. (Start and end dictation)

o Now how many persons got that right? (Show them the original diagram)

Debrief: Why has your drawing deviated from mine? (Get responses like lack of
clarification, no questioning etc.)

But what do you think was the main problem? Is dictating the best way to reproduce a
geometrical figure? What should | have done? Either hang it up, or project it on a screen.

Develop the concept

Ask the students about “Feedback”, what is it, what is the need for it in communication and
so on to build the subject.

First, you will need to understand logical segmentation of each course. Develop and
note questions to trigger thinking among students. Record analogles metaphors that
make them understand concepts by compare and contrast. Have the assignment
questions ready.
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‘Step 3 -Case Study

Provide situations to illustrate the need for feedback, active listening etc. Split the students in
groups. They can work in groups. After resolving the case, they can present their solutions
and then discuss.

Step 4 - Make the students Document the Learnings

Encourage students to document learning/ references, best practices in the participant
manual, including:

Date, Topic, Faculty references
Key points to remember .
Books, website references

Action plan for further practice or assignment completion date

R R

Questions/ topics that need further deliberation

Students conduct peer review of key findings and notes.

(@]

% Audit student workbooks periodically to assess quality of comments, note making
skills. : = d

#r Please call for College Core Team Review if you have sufficient data that needs to be
discussed and corrective actions need to be taken to improve the situation.

(d) Assign Developmental Assignments (DAs)

Once the course delivery is completed for all the 5 modules, each student needs to work on .
3 Developmental Assignments. A detailed DA Guide is available for reference. The concept

behind Developmental Assignments is to reinforce skill practice as well as achieve change in

exhibited behaviour. The facilitator first assign the DAs to each of the students and plan for

periodic review on the progress of the DAs.

From the facilitator's perspective, Developmental Assignments provide an avenue for
following through on the action plans that participants may have drawn up thus making
learning more long term and meaningful. From the participant's perspective, the
Developmental Assignment provide an opportunity to test the new skills and concepts he/she
has learnt during training sessions.

The faculty and students need not restrict themselves to DAs available in the Guide but can
build their own Assignments to continue the learning journey. However they must determine
the following and secure prior approval from the Campus Connect SPOC.

= Specific Learning from the DA

= Assessment criteria they will employ to grade the DA
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Grading the Developmental Assignments

The DAs can be graded by Individual Review Process or Group Review Process, the
details of which have been provided in the DA Guide.

Students are graded on a 5-point performance evaluation scale, which states the level of
competency the student displays.

Grade Grade Interpretation

Sampling Report-Developmental Assignment

To give an insight into the DA enabled learning journey of the students a Sampling Report
emphasizing representativeness will need to be prepared and submitted by the faculty.

= The sample should ensure all DA's are represented
Sample size must be 10-15% of the population. The Sampling report should record:
1. The DA Process — student engagement (what worked well/did not work so well)
2. DA Quality — highlights

3. Suggestions for enhancing this learning experience

Ensure that all students select and complete The Developmental Assignments.
Help students focus on the topic. Organize for Individual/ Group Review Process.

Assess student presentatlons and record grades. Provide feedback on common
Dos and Don’ts.
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(e) Student Counselling

Counselling is required to make sure that the students are in the correct learning path
and there is no digression from the end goal. They may be requiring some mentoring
and inputs to make an action plan going forward. This is for the students from

under privileged backgrounds or those who are not very proficient in life skills
and are in need for individual quidance to make them come up to the level of

their peer. They require constructive feedback and a plan which they can follow for
improving their skills.

They require help of both a Mentor and a Coach to help them shape up. For
clarification, the role of a Mentor and a Coach is briefly described below:

1. Mentor - The areas where a Mentor focuses are:
a. Shaping the overall personality of a student.
Act as a role model
Provide valuable and constructive feedback
Identify strengths and weakness of each student

Help students identify individual goals

- o a0 o

Assist but not control

Provide the alternatives but not the solution

©«

2. Coach - A Coach on the other hand, emphasises on:
a. Developing interpersonal skills of a student.
Be closely associated with each student and understand his personality
Help them stretch out their limit and excel.
Make each student an achiever.
Make students goal oriented
Gauges his own effectiveness and improves himself

Be Supportive, patient and flexible for his students

T@ ™~ oo ao @O

Be a team player and trusted by his students

In addition to the above, there may be many queries students may have related to the
Soft Skills Program and Campus Connect initiative.

You may refer to the frequently asked questions bank for ready reference on answers
to some common questions. Infosys DC SPoC will be able to assist you if you need
further clarifications.

@ Refer the Frequently Asked Questions topic in this chapter.

(f) Assess Student Performance

During the roll out of the 40 hours of training sessions faculty may administer pre and post
tests at the start and end of each individual module. These are non-gradable tests used just
to help faculty assess the assimilation of concepts by students.

After the rollout of the 40 hours it is recommended that a Comprehensive Post Test is
administered online to the students.
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The syllabus and time allocation for the sub-topics for the 5 courses are given in this
section. The corresponding reference materials (books/ websites) are also given.

The course material (participant and facilitator manuals) is available on the Campus
Connect portal (http://campusconnect.infosys.com) as pdf files for download.

Business Communication Skills (BCS)
o

This course provides the participants with information, and equips them with the requisite
skills to make their communication effective.

Course Objectives

Sk Objective : Demonstrable knowledge 7 skills '
. No.

i 1 Gain a functional Ability to understand basic English

understanding of basic English | grammar and be able to use it correctly in

grammar daily interactions

2 Practice language skills to Ability to construct sentences and
eliminate errors in practice it in daily interactions
pronunciation and sentence
construction

= Understand and enhance Ability to understand and enhance
interpersonal communication communication process
process

4. To introduce the fundamentals | Ability to understand major components

of communication. of communication and difference
between good communication and
effective communication.
3. To introduce role of body Ability to visualize the importance of non-
language in communication. verbal behavior interpretation during
. ’ communication.

6. How should we listen to Ability to understand the speaker’s
people? — Importance of active | thoughts and feeling while listening and
listening. paraphrasing him.

Sources

1. The Seven Habits of Highly Effective People - Stephen R. Covey.
2. Who Moved My Cheese - Dr. Spenser Johnson.

3. Seven Spiritual Laws of Success - Deepak Chopra.

4. I'm OK You are OK — Erric Seghal
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Intrapersowﬁal and lnt;—personal Relationship Skills
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This course provides the participants with information, and equips them with the requisite
skills to enable them to deal with feelings, understand assertiveness, develop self-confidence,
and work in teams.

Course Objectives

Objective

Demonstrable knowledge / skills

I Ability to understand the importance of
Understand the importance of interpersonal skills and develop enriching
and the various skills involved skills while communicating
in developing enriching
interpersonal relationships
Ability to display self confidence in day to

2 Be more aware of his / her own day ir):teractiznsy 4
self — confidence, values

3 Ability to understand emotions and
Understand and handle feelings of self and others
emotions of self and others

4 . Ability to work in teams
Understand the necessity and
importance of working together
as a team

5 o Ability to become an effective team player

Learn how to go about beinga | .4 yori towards a common goal
good team player and form an
effective team

6 i | Ability to check individuals performance in
Have put their team building a team
skills to test in the various
activities to understand where
they stand and improve
themselves with each
succeeding activity.

Sources

1. Emotional Intelligence - David Goleman

2. Working with Emotional Intelligence - David Goleman.

3. Good To Great - Jim Collins

4. Goal - Eliyahu Goldratt.

5. Only the Paranoid Survive - Andrew Grove

6. All the books in the “Chicken Soup for the Soul” series.

42
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Campus to Company (C2C)

I - S

This course assists the participants in understanding the nuances of Corporate  Grooming
and Dressing, Corporate Etiquette, and the Ethical dilemmas presentin business.

Course Objectives

Objective D_emonétrable knowledge / skills

1. ; Knowledge of how to dress, how to
Understand what constitutes behave and how to take decisions in
proper grooming and etiquette corporate environment

in a professional environment

2. Ability to understand how to dress and

Have some practical tips to hehave in a DrofesSHS]
handle himself / herself in a Ve ina proiese e

given professional setting

3. Ability to follow and execute the code of

Have practiced the skills conduct in a professional environment
necessary to demonstrate a

comfort level in executing the
same

Sources
1. EatiQuettes The Main Course on Dining Etiquette™: A step-by-step guide to dining
with confidence in the 21 Century, by David Rothschild

2. “The Complete Idiot’s Guide to Etiquette” by Mary Mitchell — Published by Alpha
Books

3. “Strategic interviewing’ by Richaurd Camp, Mary E. Vielhaber and Jack L. Simonetti
— Published by Wiley India Pwvt. Itd
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Group Discussions, Interviews and Presentations

GIP)

This course assist the participants in understanding the basics underlying group discussions,
the group decision — making process, how to make presentations, and how to handle
interview situations.

Course Objectives

Objective

Understand the skills tested
and participate effectively in
Group Discussions.

Demonstrable knowledge / skills

Ability to understand difference between
structured and unstructured group
discussion. Knowledge to use these
techniques in right context.

Appreciate the nuances of the
Group Decision-making
process

Knowledge of activity that how groups take
decisions and various strategies for
improving group decisions.

Learn the basics of how to
make an effective presentation
and have numerous practice
presentations in small groups
and larger audiences.

Ability to understand the importance of
initial planning, preparation, outlining,
practice and last minute task to make an
effective presentation

Attend any type of interview
with confidence borne out of
knowledge gained and practice
sessions.

Ability to handle interview situations and
create a good impression on the
interviewer

Sources

1. “Effective Group Discussion: Theory and Practice” by Gloria J. Galanes,
Katherine Adams , John K. Brilhart

2. ‘“Effective Presentation”, 3" Edition by Ros Jay, Antony Jay published by Pearson

3. Effective Presentation Skills (A Fifty-Minute Series Book) by Steve Mandel
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Entrepreneurial Skills Development (ESD)

This course assists the participants in setting specific measurable goals for themselves in

their professional and /or professional life.

Course Objectives

'_Objective :

Set specific measurable goals
for themselves in their
personal and/or professional
life

Demonstrable knowledge / skills

Ability to set specific measurable goals
and create plans to achieve the same

Understand the skills and the
intricacies involved in starting
. an entrepreneurial venture

Ability to practice individual goal setting
exercise and practice these skills to set up
an entrepreneurial venture

Sources

1. Even Eagles need a push — by David McNally

Soft Skills Deployment Guide
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—IJI')Neponment Checklist

This checklist helps you ensure you have completed all the deployment tasks,
before you begin with post-deployment activities of the Soft-Skills Program.

Tick each task when complete.

Batch specific Student Teams List
Course Specific Questions for student interaction during courseware delivery C
Brainstorming case studies

Developmental Assignments Faculty Effort Record
Student Score Report

Students Attendance Record

e L I, S o - O 1 B
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PostdoploymentYasks — = =~

The series of post-deployment tasks that will guide you to successfully complete the program:

Collect Student Feedback

Submit Program Closure
- Report

Submit Soft Skills Feedback
Form

Quality Check by Infosys
SPoC

Issue Certificates

The following sections detail the post-deployment tasks.
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(a) Collect Feedback from Students

Students are the best source to assess the effectiveness of the program. Their
feedback will help improve the program. Distribute feedback forms to students and
gather their opinion. You can use the Student Feedback Form available in this guide
or prepare one on your own as per your college practice.

You need not send the feedback forms to DC SPoC. However, if you notice certain
points that should be passed on to the Campus Connect team, you can do so by
writing those comments in Soft-Skills Improvement Feedback form and mailing
to DC SPoC.

@ See the Student Feedback Form provided in the Templates appendix.

It is suggested that the College Core Team reviews the student feedback as well as
discuss suggestions, issues from faculty members as well as defines an action plan
with timelines.

(b) Present a Report on Program Completion

On completion of all the courses (classes, contact sessions, assessment
completed), present a report to your College Management. Share your experiences in
rolling out the Soft-Skills training. Typically, the College Management would be
interested in knowing the following details from you:

Total number of students enrolled and attended the program (% Dropout)

@ Number of batches and number of students in each batch

¢ Student selection criteria used

L Resources provided by Campus Connect team to facilitate the program

® Resources used to rollout the program

¢ Effort spent by the faculty (Preparation, Classroom, Contact Sessions and
Assessment)

L 4 Benefits (tangible or in-tangible) perceived because of the Soft-Skills
Program rollout

® Issues faced during the rollout and how you resolved
® Students’ scores analysis, for example, how many students scored a rating of

above 4 (out of 5) , Batch toppers and % students securing low scores, %
students eligible for Campus Connect certificate etc
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(c) Submit Soft-Skills Feedback Form

The Campus Connect team will be keen to analyze the overall Soft-Skills Program
rollout events, performance and process improvement areas. Prepare the feedback
form, review and share with DC SPoC. Do include assistance you may need in future,
strengths and weaknesses of the current processes and your suggestions for
improvement.

@ See the Soft-Skills Improvement Feedback Form provided in the Templates
appendix.

(d) Submit Program Closure Report
The progress report of the program, as maintained during the course of the program,
needs to be submitted to the Infosys SPoC. The main elements of this report are:
1. Basic details like college name, soft-skills program anchor etc
Batch start date, end date, 40 hours spent in classroom training.
Faculty effort information
Faculty contact information (email, phone)

Student scores for the Comprehensive Post Test (CPA)

2 Es W K

Developmental Assessments Grades
7. DA Sampling Report

The template for the closure report is given in the Templates section of this guide.

(e) Quality Checks by Infosys SPoC

After the closure report is submitted to the Infosys SPoC, a quality check will be
conducted by the Infosys SPoC at a mutually convenient time.

(f) Issue Certificates

Every student who fully attends ALL the Soft-Skills courses will be issued a
certificate. On receiving the closure report from the partner college, the Campus
Connect team verifies the data and processes certificate issue and incentive
disbursement. The incentive is not applicable if the training program has been
conducted entirely by the Alliance Partner. Campus Connect team identifies the
number of students who should receive certificates from the data you provide in the
Closure Report.

Campus Connect provides you the certificates with unique identification numbers.
You will have to follow the guidelines for issuing student certificates and print the
relevant information such as name of the student, roll number, ratings scored, etc., on
the certificates. The certificates should be signed by the authorized signatory of the
partner college or the institute before distribution.

Related Topics:

Student Feedback Form
Soft-Skills Improvement Feedback Form
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Guidelines for Issuing Student Certificates

These guidelines are meant for the college (Head of the institute, College point-of-
contact, core team) for preparing and issuing the certificates to eligible students on
the completion of the Infosys Campus Connect training program. Please read all
the guidelines carefully.

1. General
1. Please note that you have received the following
i. Cover letter
ii. Certificates and jackets for the certificates
iii. Eligible students list

2. The certificates will be given to the college once the college single point-of-
contact, in concurrence with Head of the institute, formally declares the
completion of the training program through a letter/email to Infosys SPOC.

3. The complete list of students and their scores, who have undergone the
training program, have to be reviewed and authorized by the college point-
of-contact / core-team.

4. The complete list of students, who have undergone the training program,
will be shared by the college to Infosys SPOC (as part of the closure report)

5. The certificates will be arranged by Infosys to the college. Each certificate
will have a PIN code mapped to the student in the college.

6. The college name would already be printed in the front page of the
certificate.

7. The certificate will be issued to the students in an event organized by the
college. Recognize and reward the top 5 performers in the batch with the
prizes provided.

8. The certificate will be issued to only those students who have completed all
the courses and successfully completed the assessment.

9. On the bottom right part of the certificate, the certificate will have a
PIN code.

10. For further information, please contact your Infosys SPOC.

Return the damaged certificates by post to the Infosys SPOC for inventory
control and management. Please arrange an email to Infosys SPOC within two
weeks of receiving the certificates about the following:

(a) Total no. of certificates received = << >>

(b) No. of certificates distributed = << >>

(c) No. of certificates damaged= << >>

(d) No. of certificates retained with college= << >>

Notea=b+c+d

jek Extreme care is taken by the partner college while administering and
issuing the certificates.
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This checklist helps you ensure you have completed all the post-deployment tasks
to wind up the Soft-Skills Program.

Tick each task when complete.

Feedback from Students
Soft-Skills Closure Report
Soft-Skills Improvement Feedback
Certificates Receipt

Certificates Preparation

Certificates/ Prize Distribution

e T i Bl T A R

52 Soft Skills Deployment Guide










campus 37{'2 t:.
Organization of SS Deployment Guide s

et e84 e A g e - - e

BCS

Business Communication Skills (BCS) is one of the Soft-Skills Program

courses.
IRS
Intrapersonal and Interpersonal Relationship Skills (IRS) is one of the Soft-
Skills Program courses.
ca2c
Campus to Company (C2C) is one of the Soft-Skills Program courses.
GIP
Group Discussions, Interviews and Presentations (GIP) is one of the Soft-
Skills Program courses.
ESD
Entrepreneurial Skills Development (ESD) is one of the Soft-Skills Program
courses. .
SS
Soft Skills (SS) is an education and training program for the students of
Partner College, consisting five courses.
DC
Development Center (DC) indicates the various developing centers of
Infosys.
E&R
Education and Research (E&R) is one of the departments of Infosys.
AP

Alliance Partner (AP) is an Infosys certified Soft-Skills trainer which can help
the Campus Connect partner colleges roll out the Soft-Skills program by
assisting them at various levels as required by the college.

Soft Skills Workshop

Soft Skills Workshop (SS Workshops) is a three day residential program at
one of the Infosys DC which provides a walkthrough of the Soft-Skills
courseware and the delivery methodology.
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Participant Manual
This manual is designed to help the target audience record their

observations, learning, discussions and key takeaways from the Soft-Skills
workshop and refer to them when required.

Facilitator Manual
This manual is designed to help the faculty members record their

observations, learning, discussions and key takeaways from the roll out of the
Soft-Skills at their institutes and refer to them when required.

Case Study

Case study refers to a scenario/situation definition which the participant
understands and suggests a solution for the same.

Developmental Assignment

Developmental Assignment refers to the project undertaken to strengthen
specific skill set or piece of knowledge absorbed during training.

Assessment
Assessment is the rating given to each Soft-Skills roll out participant based
on his/her performance in the practice sessions.
P
Intellectual Property
MOU
Memorandum of Understanding (MOU) is an agreement signed by Infosys
and the partner college regarding rollout of Campus Connect initiative.
NDA
Non Disclosure Agreement (NDA) is an agreement between Infosys and the
partner college to protect IP and confidential information.
Partner College
The college or education institute that has signed a partner agreement to
implement the Campus Connect programs at the college for mutual benefit.
SPOC

Single Point of Contact (SPoC) is the person (either at a partner college or at
a DC) who represents the college or company for all communications.
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About Campus Connect

Campus Connect is an industry-academia collaboration program to align engineering
students” skills with industry needs. Infosys, in this program shares with academia its mature
technological and life skills training methods, courseware, student project samples and other
learning resources that have been developed, practiced and perfected over the last 15 years.

The Campus Connect program has several sub-components weaved together to create
synergy for effective, fast-paced learning. Currently the program includes — Conclave, Road
Show, Faculty Enablement Program (FEP), Industrial Visits, Sabbatical Projects, Foundation
Program, Student Projects, Seminars, Deep-dive technical workshops, Sponsorships, and
Soft Skills Program.

Following is a brief description of each of the Campus Connect programs.

(a) Conclave

The Conclave event brings together the leading engineering colleges’ management
contacts under one roof to discuss the need and actions for industry-academia
collaboration. A large percentage of colleges get to know about Campus Connect,
commit to collaborate with Campus Connect, and implement Campus Connect
programs at their colleges.

Conclave is a 3-day event hosted and managed by the Campus Connect team. It
works as a socializing and networking event for the college management and alumni.
Topics covered include — Address by Infosys management, Infosys background
presentations, Ideal industry-academia relationship, Current realities of industry and
institutions, Campus Connect offerings, MOU review, College specific action
planning, and Familiarization with the Campus Connect portal.

At the end of the program, there will be a formal communication of the MOU, Point-of-
contacts at the partner college and at the nearest DC, core team at the partner
college, and action plans by the team leads.

(b) Road Show

Road Shows are conducted to communicate the value and benefits of the Campus
Connect program to the partner colleges’ faculty and students. Campus Connect
publicity material is displayed in the colleges. Students and faculty learn about the
Campus Caonnect web portal.

The Campus Connect Road Show is a half-day event organized by the Campus
Connect team at the partner college campus. The Campus Connect team gives
presentations to the faculty and students. The college management addresses the
students and makes announcements, if any, on rollout of the Campus Connect
programs.

(c) Faculty Enablement Program

Faculty Enablement Program (FEP) is open to the faculties of Campus Connect
partnering engineering colleges. The faculties of various engineering colleges are
invited to spend two weeks in the Infosys campus. Here they learn about the
Foundation Program, the best practices of Infosys training, listening to what IT
industry leads has to say, working out a rollout plan for FP, socializing and networking
with other college members and alumni. The participants are honored with
certificates. By the end of the program, the faculties are expected to come up with an
FP rollout plan.
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(d)Industrial Visits

Industrial Visits allow the students to personally look at how the IT enterprises work. It
demystifies the image that students would have on the functioning of IT business
enterprises. A group of nearly 100 students from different disciplines of engineering
education along with the faculty members visit Infosys DC and spend 3 — 6 hours.
They get to know about the company, observe the IT services delivery environment,
the corporate work culture, services offered to global customers and learn about
leading edge technologies through short lectures.

(e) Sabbatical Projects

Sabbatical Projects are offered for the faculties of Campus Connect partnering
engineering colleges in different verticals of the IT industry. Faculties get an
opportunity to leverage their leading-edge technology knowledge to develop state-of-
the-art industry solutions.

The faculty works on a sabbatical project for 2-3 months, full-time, out of an Infosys
DC, and delivers an IT solution or approach that has a significant cost saving or
performance improvement; or enhanced solution usability.

The project requirements and the expectations are well defined at the beginning of
the project and the faculty signs an NDA. Campus Connect sponsors the expenses
incurred by the faculty towards execution of the project, including travel and stay.

The opportunities for sabbatical projects are generated on need-basis and are limited
to 1 or 2 per college per annum.

(f) Foundation Program

Foundation Program is the key component of Campus Connect initiative. It
represents Infosys’ Intellectual Property and experience in training thousands of
entry-level engineers from heterogeneous backgrounds and disciplines to deliver
world-class projects to global customers. The purpose of FP Courseware is to provide
a unique set of teaching aids, and consolidated training material to the college faculty
to help them make students ‘Industry Ready’.

The Foundation Program at Infosys consists of generic courses and stream specific
courses. Campus Connect brings the generic courses to the colleges for the benefit
of students learning advanced courses through professional training methods.

The FP courseware is typically delivered as nearly 80-130 hours of classroom
sessions and extensive hands-on exercises and quizzes.

(g) Student Projects Bank

A Student Projects bank is maintained on the Campus Connect portal so that
students in the final year of engineering can choose a project to take up for the final
semester, learn the typical process of project execution, and use the templates and
guidelines to plan and execute any project of their choice. The project details are
available in three documents - Project Document that describes the project
requirements and specifications, Student Kit that provides guidelines, and Faculty Kit
that provides validation inputs. The Faculty Kit is not available for students.

The projects provided are near real-life projects and cover a wide variety of subjects
including eBusiness, IT Infrastructure and industry applications. The project bank is
periodically updated to include new projects.
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(h) Seminars

Seminars are organized by the Campus Connect team on technical subjects as well
as soft skills at the partner colleges. Professionals from Infosys visit the college and
talk on a given cutting-edge technology or an essential Soft-Skills.

Technical seminars create awareness among the students about the use of IT in
different industries. The expected outcome of the seminars is a measurable increase
in the ability of students to relate IT concepts to IT usage in business. The faculty is
also informed about the latest developments in the area of IT usage.

Seminars on soft skills educate the students on work culture in the IT corporate
industry, importance of grooming inter-personal and communication skills. Topics like
‘How to prepare for an interview’ are also discussed.

(i) Sponsorships

(/)

Campus Connect sponsors certain events, paper presentations, quizzes, etc to
encourage faculty and/or students to enhance the learning in the field of computer
science or IT. The goal of sponsorships is to improve the commitment of faculty,
students and college to continue applied research and utilize the knowledge in
solving business problems.

Sponsorship depends on the need and type of the event. If the faculty's and/or
students’ research paper is selected for presentation in a forthcoming reputed
conference or industry forum, financial assistance is provided. Prizes are sponsored
for certain events like quizzes. The discretion on the type of sponsorship and the
budget lies with Campus Connect.

Soft Skills Program

Soft Skills program involves workshop type of training given to the students and/or
faculty, aimed at improving communication skills, inter-personal skills, teamwork etc.
Soft skills are essential for an individual to grow in a corporate environment where
they have to interact with global customers. These programs are delivered through
alliance partners and are paid programs.

For further details on the Campus Connect initiative, please get in touch with a
Campus Connect contact person. See Directory of CC Program Contacts section of
this guide for a list of Campus Connect contacts.

60

Soft Skills Deployment Guide




Organization of SS Deployment Guide

Soft Skills Deployment Guide




B e o —— e e e e e s e o A BN

Frequen.t"i.y Asked Questions

The following are some typical questions asked by the students, along
with the relevant answers.

Q1. What is covered in the Campus Connect Soft Skills Program?

Answer. In the Campus Connect soft skills program following 5 modules
are covered presently:

1. Business Communication Skills

Intrapersonal and Interpersonal Relationship Skills
Campus to Company

Group Discussions, Interviews and Presentations
Entrepreneurial Skills Development

D

These will be enhanced over time.

Q2. Does attending this program entitle the student for placement in
Infosys?

Answer: No. Infosys placements are decided through the regular recruitment
process

Q3. What are the eligibility criteria to attend this program?

Answer: The program is aimed at the second year of engineering students,
preferably between 3" to 5" Semesters. The exact eligibility criteria to select
students for the program are decided by the partner college.

Q4. Is the program open for students of non-IT engineering branches?

Answer: Yes. Students from |T-related as well as non-IT-related branches
can attend this program.

Q5. Is it recommended for all the Infosys selected students to attend this
program?

Answer: Yes.

Q6. If a student who is yet to be placed attends this program, is it
compulsory for the student to join Infosys?

Answer: No. There is no such restriction.
Q7. Can students who are not selected by Infosys attend the program?
Answer: Yes. They can attend the program.

Q8. Do additional sign-on bonus amount is paid for soft skills program
when the student joins Infosys?

Answer: No. For soft skills program no additional sign-on bonus amount
is paid when the student joins Infosys.

Q9. What if an Infosys selected student does not clear the comprehensive
assessment after joining Infosys?

Answer: The comprehensive assessment is not applicable for soft-skills
courses.

Q10. What are the benefits for students to attend the program?

Answer: Soft skills are very essential for fresh engineering graduate to
be ‘Industry Ready'. In Campus Connect soft skills program, students
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learn and practice industry-oriented soft skills course, and receive a
certificate after completion of the course. These courses are designed to
help students play their role effectively when they join the industry.

Q11. How long will the duration of soft skills training program for students?

Answer: Soft skills training program incorporates 40 hours of classroom
training and 3 Developmental Assignments to be completed within 4
months. A lot of time needs to be spent in practicing the modules in the
day-to-day life.

Q12. What is the recommended window for rolling out this soft skills
program?

Answer: Recommended window for rolling out this program is between sy
and 5™ Semesters, ie, the program should start no earlier than 3 and
finish no later than 5" semesters.

Q13. What is the role of soft skills alliance partner?

Answer: Alliance partner can be involved in college faculty training or soft
skills course delivery. All these are paid services delivered by the alliance
partner and college will enter into contract with the alliance partner based
on mutually agreed commercial terms before the beginning of the rollout.

Q14. Will the student receive a certificate for attending the program?
Answer: Yes. Students will receive participation certificate from Infosys.
Q15. How is the faculty enabled on Soft Skills?

Answer Faculty can be enabled by attending Infosys Soft-Skills
workshop or by taking help on Infosys soft skills alliance partner or Infosys
certified college faculty.

nh © > M
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Soft-Skills P_rwqgran; Announcement Template
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<College Name and Location>

We hereby announce commencement of Campus Connect Soft-Skills Program from
to

Courses offered...

The Soft-Skills Program consists of the following courses:

1. Business Communication Skills

Intrapersonal and Interpersonal Relationship Skills

2

3. Campus to Company

4. Group Discussions, Interviews and Presentations
5

. Entrepreneurial Skills Development

Eligibility criteria...

Students who are in 3™ to 5" Semesters of engineering (any branch, whether IT related or
non-IT related) can attend this program.

The College will select the students based on
------ <Criteria>-------------------

-——-—--<Criteria>--------==-m=m----

Registration....

The students are requested to enroll themselves for the course on or before
. No student will be entertained after the last date of enrolment.

Please contact for registrations.

Soft Skills Deployment Guide 65




campus % b
e !Z‘.,.‘%E?E Soft-Skill Deployment Guide

Soft-Skills Program Schedule Announcement
Template

SR — -

See attachment for a list of students selected for the Soft-Skills Program.

This is to inform all the students who have been selected for the Soft-Skills Program that
the Program is scheduled from fo "

See attachment for a detailed schedule of the courses offered.

For any queries please contact
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Campus Connect Soft-Skills Program Rollout Plan
Template

College Name
Address
City & State

Total no. of

batches Name & Contact
Total no.of Nature of
students Involvement
Fee charged per Hours of
student Involvement

Batch Size
Semester
Start Date
End Date

Facilitator/Alliance
Course Name Date of Coverage | Hours per Day Partner

Add more rows if
required

Assignments &
Comprehensive Post Facilitator/Alliance
Test Date of Coverage | Hours per Day Partner

DA Allocation

DA
Support&Supervision
DA Assessment
Comprehensive Post
4 | Test

5 | Feedback&Interview

b

8]

w

Add more rows if
required

Batch No.

Batch Size
Semester
Start Date
End Date
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 Pro 0 | Name Department/Designation | E-mail ID Phone No.
Campus Connect
SPoC
Soft Skills
Program Anchor
- - P S e T
Name Designation Qualification Experience

Add more rows if
require:

Start Date

End Date

No of faculty

Add more rows if
required

Checklist Item

Course Name

Date of Coverage

Hours per Day

Facilitator

YeslN

Remarks

Infrastructure availability (classroom, projector, audio system etc)

Courseware availability on college intranet

Student registered on Campus Connect Portal

Faculty/Core team members registered on Campus Connect Portal

Plans to generate Development Assignments

Sign off agreement

Sr. No

Author/Artist
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Closure Rhéport T:emplate
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Note: This closure report has to be sent for each batch seperately by the college SPOC or a designated person

Item Detalls R rk
College Name

College Address, City, State

Name of the authorized signatory (for
cortificate)

Title/Role of the authorized signatory
Cheque/DD favouring (Name)

Cheque/DD payable at (Location)
Comments from Infy SPOC (Mandatory)

rogram
Program End Date
Batch Number
Batch Siza

Total hours of course delivery
Total hours of DA

Students charged for attending the Specify the amount in case the students
program (Yes/No) ‘were charged

Rollout Plans reviewed by Infosys (ym)
Alliance Partner Detalls If Involved

[0 R (= [

Add more rows if required

Add more rows if required

Soft Skills Deployment Guide 69




™y
‘Chrnect

e e svbm, dearmmis Bymer g

Soft-Skill Deployment Guide

. 1 Ellgible A
ko | Tuaex xE::hn ("’;;, Lol :ﬁlr'm gl e [l I8 DA Corfeat %:ﬁ?:; ‘I‘r‘"";';f Remarks PIN
0 ) | ester ay (Ve:rﬂo) (YesiNo) | eocruited)

1

2

3

4

5

6

7

8

9

10
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No.

Name of DA

Focus Area of the
DA

No. of students taking
the DA

Percentage of studants taking
the DA

No.

Add more rows if required
o

ran y
selected 10% of total
DAs)

(Student
Engagement)

DA Quality Highlights

§gggesﬂons for Improvement
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Student Feedback Form
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Please provide feedback on the Soft-Skills course you have attended.

Course Name

Month & Year of attending
College

Student Name (Optional)

Provide rating on a scale of 1 to 5 where:

1~ Poor 2 - Satisfactory 3~ Good 4 - Very Good 5 — Excellent

If you find any of the questions incomplete, feel free to provide your comments in the last
section.

How is the quality of the course material provided for the training?

Syilabus

: Course Content

Case-studies

Projects

How effective is the course delivery?
Classroom sessions

Case-studies & Role plays

Activities & Games

Developmental Assignments

How do you rate the resources used for training?
| Classroom Equipment

Discussion Room Equipment

Course Material

Reference Books

| Reference websites
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V'Gampus Connect portal provides | features that assist you in learning. 'Rate the

usefulness of the following features available on the portal:
. Soft-Skills Courseware

Skill Up

News and Event;“

- Alumni Connection

What information would you like to receive periodically from Campus Connect that
will help you in your learning?

Yes / No / Notify Frequency Mode

Technology Updates

List of useful websites

New Campus Connect Initiatives

Would you repo‘i'nmehd this course to other students? Yes ! No

Other Comments:
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Soft-Skills Improvement Feedback Form - To be filied
in by the Faculty

Staying in-touch with Faculty

Campus Connect team continuously looks into ways of improving the program based on your
feedback. Please take few moments to deliberate on the following topics and provide your

suggestions. We value your suggestions and will strive to incorporate in our future releases.
Use addition sheet if needed.

Name . Designation &
Department

College

Address

Telephone : Facsimile

Email Address  : Website

Provide rating on a scale of 1 to 5 where:

1 - Poor 2 - Satisfactory 3~ Good 4 -Very Good 5 —Excellent

If you find any of the questions incomplete, feel free to provide your comments in the |ast
section.

The deployment guide provides you guidance on Soft-Skills Courses rollout. How do
you rate the guide in terms of:

Usefulness of the document

Accuracy of content

| Completeness of content

Language
 Layout and design J

How were your interactions with the DC Contacts in terms of:
Providing relevant information

! Guidance

' Responsiveness

How effective is the program?
 Students’ knowledge improvement

ol
. Networking with other colleges

- Campus recruitments
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. How do you rate the course material provided for the training?
Syllabus

Course Content

Case studies g

Assignments

How do you rate the support from Campus Connect team for rolling out the program?

Plan Review

Course Material supply

Developmental Assignments

Certificate Issue

What are the additional topics you would like to see in the deployment guide?

Other Comments/ Suggestions:
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Sample Case Study for BCS

Body language - Case Study:
interpretation. Make a note about wha

Interpret each of the following non-verbal behavior
t you think it means and how you should respond.

Behaviours

Possible Meaning

Your Response

1. Someone who avoids eye
contact and moves slightly
away from you.

2. The other person clears
his/her throat repeatedly and
fiddles with papers.
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3. Seated on the edge of a
chair, leaning forward and
looking intent.

4. The other person who is
seated leans back, casually
put hands behind head and
stretches.

5. The other person chooses
the higher of two chairs and
leans away from you.

6. The other person nods
slightly and moves a bit
closer to you.

7. The others person frowns
and stares with lips pressed
tightly together.

8. The others person folds
his arms across his chest
and is quite.
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Written Communication - Case Analysis: Select any of the business cases provided
below, and read through them carefully. Based on the information given in the case, write out
your analysis of the situation, with a solution if required of the situation. At the end of each
case, you have been asked to comment on or analyse precise aspects of the case. Please
restrict your response to these aspects.

There is no right or wrong answer/ solution to these cases. Discuss them on the merit of the
information given, and your own thoughts on what happened/ and can be the most
appropriate solution.

You are project manager in-charge of a development project for a client in the Retail Industry.
The client is into manufacturing consumer food products and had approached your company
with multiple needs:

The client is looking at a system
a) which would help plan and schedule production
b) assist in raw material procurement decision making

c) assist in warehousing/stock holding decisions for both raw materials as well as finished
products

d) assist in coordinating factory dispatches in congruence with regional sales forecasting
e) assist in sales forecasting

f)  monitor redistribution stockists with respect to primary and secondary sales, credit
position, off takes, pattern of purchases etc.

* Some pointers for areas which are amenable to cost reduction and your rationale for
the same. If you are making any assumptions in suggesting areas for cost cutting,
please articulate the same

* Some ideas on how the task force should be launched and led.

Caselet 2:

Factory Fruity is engaged in the production of jams, squashes and ketchup. It is the only
manufacturing site for this product range as far as the company is concerned. Set up about
25 years back, this factory was purchased by the current Management as part of the
management's strategy to diversify in to foods — then considered to be a sunrise industry.

The factory is managed by a team of 5 managers, 10 officers, 25 administrative/clerical staff
and about 250 workmen who work in shifts. The manufacturing process followed is a batch
processing, thus enabling the factory to remain closed on Sundays.

In addition to the permanent staffing indicated above, since the production of squash is a
seasonal activity, the factory also has a heavy reliance on temporary workmen in the form of
casual labourers. This happens during 5 of the 12 months in a year.

The factory is essentially responsible for production and dispatches. The production schedule
for the factory comes from the central logistics department situated in the corporate office
which does the planning for both sales and manufacturing.

The procurement of raw material like pulp, chemicals, preservatives, spices as well as
packing material like cartons, labels, bottles etc are all handled by the Central purchase and
Horticultural Department of the Company.

The dispatches of the finished products from the factory take place in truckloads which take
the products to the Carrying and Forwarding Agents and from there the products are
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distributed to the Redistribution Stockists. The purchase of finished products by the
redistribution stockists represents a secondary sale for the Company. Subsequently, when
the redistribution stockists sell these products to the retailers it constitutes primary sale for the
Company.

The shelf life of the product is 12 months. The inventory stocking capacity of the factory is to
the tune of 600 tons in total. Daily dispatches on an average are to the extent of 60 tons.
During the summer months however, dispatches are higher at around 80 tons per day due to
the heightened demand for squash.

At full utilization, the factory on an average can produce 45 tons per day — this figure however
varies given the composition of the total output across jams, ketchups and squashes.

The factory as a measure of customer service efficiency collects data on a weekly basis from
all the company redistribution stockists on the availability of SKUs —s stock keeping units —
each pack, flavour and product combination is an SKU. For every available SKU the factory
gets a score of 1, for every SKU unavailable at the moment of purchase, the factory gets 0.
The scores across a week get totaled and represented as a percentage. This is the Stock
Service Index.

Over the last 5 weeks in the months of May and June, the factory has noticed a sharp decline
in the SSI from 85% to 70%.

Using a structured approach, identify possible problem areas and suggest solutions
for those which seem the most important. Please state all assumptions upfront.
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Sample Case Study for IRS

Assertiveness Skills — Role Plays: Each participant is assigned a role in a given situation
that he/she has to enact.

1. On-site opportunity

There is an on-site opening in a project for a large insurance company in the US. The
company is planning an upgrade from a previous ERP version, which incidentally was
also done by your company. The requirement in US is for a technical consultant, who has

‘worked for a minimum of 1-2 years in Infosys. The duration of the project is expected to
be 3 months.

You are a group of 8 PLs who have nominated suitable candidates for the vacancy,
from your respective teams. From this pool, each of you is completely convinced that your
candidate is the most suitable for the requirement. All your candidates have 1.5 years of
experience in your company and have offshore experience working for this maintenance
project. Your task is to convince the other PLs that your candidate is the most suitable
person to take up the on-site assignment.

Role and skills description of a Technical Consultant:
* He should communicate well and understand the requirements of the clients
* He should have a comprehensive, technical understanding of the ERP package

* He should collaborate effectively with the offshore team, about the technical
requirements of the client.

* He should get along well with onsite counterparts and build an excellent team
* He should be able to do the integration testing

* He should possess good knowledge of the client's operating systems, database &
hardware

Note: The nature of the work requires one to work under tremendous pressure and at
odd hours.

Employee profile:

Participant # 1 — Your candidate, Aryan, is technically competent and has an excellent
grasp on the package. He has the capability to manage most parts of the project single-
handedly. On the other hand, he is overconfident and has a tendency to frequently
interfere with his teammates’ tasks much to their discontent.

Participant # 2 - You represent Ankit, who does not have an expertise in the current
technology but has shown high learnability in the past. He is very popular with the entire
team. He goes out of his way to help other team members even if it means compromising
on his own work. He also has excellent communication skills.

Participant # 3 - You represent Gautam who possesses technical competence and is
a reasonably good team player. He however, wants to do an MBA & is currently preparing
for it. He has also shown keen interest in the opportunity and is confident of completing
the assignment before he decides to quit for higher studies. He has an impressive record
to back up his case.

Participant # 4 — You represent Maria who is very committed and has an excellent
grasp over the technology. She is adept at planning and has never faltered on meeting
deadlines. She works well in a team but is a little uncomfortable while meeting new
people. She is engaged but is yet to finalize her marriage plans.
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Participant # 5 — You represent Akshita, who possesses technical competence and is
very committed to her work. She has reasonably good team and communication skills.
She, however, does not take initiative or explore different possibilities. Infosys is her first
job and she is very keen to work in this area.

Participant # 6 — You represent Anamika, a senior SE with more than 2 years of
experience at Infosys. She has excellent social and customer interfacing skills, but tends
to get a little high-handed with her team members, who resent it sometimes. You attribute
this behaviour to her technical expertise and seniority in the team.

Participant # 7 — You represent Lalitha, who has been a reliable and technically
competent member of your team. She has strongly felt and expressed the need to take
on more responsibilities and you feel this is a good opportunity to retain and motivate her
to stay back in your team for some more time.

Participant # 8 — You represent Abhishek, who is technically very sound and is often
sought out by his team members for help with their work. Abhishek is a very good team
player. But in formal and social contexts, he is usually reserved and prefers to involve
himself in only technical discussions.

Working in night shift

You are a team of 6 persons working on a 24*7-maintenance project. One week from now
3 of you would be required to work in the night shift. The PL has asked you to discuss
amongst yourselves and decide who among you will do this. Each of you would be given
your role description. You will meet with your entire team for a 30 min meeting at the end
of which the team collectively needs to decide which 3 would work in the night shift.

Role Descriptions:

Anu- You are 3 months old in the organization. This is the first time you have come to
Bangalore. You do not have any relatives or friends in the city. In these 3 months owing
to the work pressure, you have not had too many opportunities to get to know the city and
its people much. Your residence is 30 km from the office and there are no early morning
buses plying on that route. Also, you are currently staying in a ladies’ hostel where you
have signed an agreement to strictly adhere to the hostel rules and regulation (one of
them being to be back in the hostel by 11 pm) failing which you could be asked to vacate
the hostel within a week.

Girish- You live in a nuclear family with your wife and an 8 yr old daughter. Of late,
your wife has not been keeping well and has been advised to take complete bed rest.
This has led to a lot of additional responsibility for you. While a nurse is there from 10
a.m. to 6 p.m. you are the only person to take care of any emergency for the rest of the
time. You have already taken 2 weeks off when your wife was in the hospital and hence
are unable to avail of any more leave. Both you and your wives parents stay abroad and
have recently returned after a long trip to India.

Rohit- You stay with your grandfather who is very old and needs to be taken proper
care of. You are the only person to look after him. While during daytime, you can rely on
some of your neighbours to take care of any emergency; there is actually no one during
the night. Your grandfather has become very irritable because of which none of the
caretakers tend to stay for more than a week. The increasing work pressure is making it
difficult for you to change caretakers so frequently.

Saurav- You are the most recent member in this team. The reason you asked to be
moved out of your earlier project was too many late nights, which you believe affected
your health. You, therefore, accepted this project even though it meant compromising on
the technology you would get to work on. Your health has started showing improvement
and you believe that by regulating your work schedule it will get even better.
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Vinita- You have got married just 6 months back and are currently living in a joint
family. Your husband’s family is very rich and your in-laws are not particularly keen that
you continue working. However, you have continued to work thanks to your husband's
support. You are not quite sure how open your husband would be to your working in night
shift.

Radhika- Both you and your husband work for IT companies in Bangalore. You have two
children aged 8 yrs & 5 yrs respectively. A regular pattern for your husband is to come
home everyday by 9 p.m. and be on telecons with his on-site team from 10 to 12 in the
night. His team is currently working on a very critical project. Since most of the onsite
members are not very experienced his daily interaction with them has become even more
crucial for the success of the project. You have no other support to take care of your
family.

3. Release for a new project

You are a part of an 8-member team working on a key maintenance project on
Java for the last 1 year. A new software development project is in the pipeline in
your IBU. The project is based on Oracle and promises to be a very challenging
and interesting one. All the team members are very keen on working on the project.
However, only 2 of you would be released. The others will have to continue working
on the old project at least for another year. The PM has asked the team members to
decide amongst themselves the 2 people who should be released. Assume any one
role based the profile given below and discuss with your group why you think you
should be released for the project.

Rohan - You are a developer and have 4 yrs of work experience in Infosys. During this
tenure you have worked on different technologies predominantly in development projects.
Your work has always been appreciated. You, therefore, are confident that your
experience and ability to learn new technologies are strong enough reasons for you to be
moved to the project.

Renuka - You are also a developer who has been in Infosys for the past 2 yrs. You
have good knowledge of Oracle but have not worked on it before. You possess very good
decision-making and crisis handling abilities. There have been quite a few occasions
when your inputs have really been of great help to your PM.

Nikhil —You are an SE, 1 % yrs old in the organization and during these years have
gained expertise both in Java and Oracle. You, therefore, feel that compared to your
other team members you stand the greatest chance of release. However, you are a
critical resource for the current project by virtue of your expertise in Java.

Nishant — You are a PA have 4 yrs of work experience of which 1 yr has been in
Infosys. You have led quite a few projects including one based on Oracle.

Abhishek - You are a developer and have 2 % yrs of work experience at Infosys. You
have been a star performer and have shown tremendous potential for growth. You have
been very versatile in assuming different roles. You are resilient and have performed
against all odds. You possess very good team skills.

Rohini - You are an SE and have 3 yrs of work experience at Infosys. All along you
have only been working on maintenance projects. You have often expressed your desire
to work on a development project to your PM.

Sunitha - You are an SE with 3 years of work experience and have joined this team
after having worked in multiple projects. The last one has been a project, which used a
database similar to Oracle. You understand the technology very well and personally think
it is the domain that you would want to build expertise in.

Rishi — You are an SE with close to 1-year experience at Infosys during which you have
been shuffled between projects rather frequently. You now seek some stability and
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means to prove your capability. In your current project, you have often felt that the senior
members have dominated the scene, and lack team spirit and the openness to new
ideas.

Dealing with feelings — Case Study:

1. Silver Mine (Adapted from S Lee Owens & Allan Reddy of Tennessee Tech
University)

The New Way Printing Company was organized by Barto Bean in Chicago in 1950. In
addition to Mr Bean, the owner, the company had 2 other employees. The New Way
Printing Company was a commercial printing company which catered to small business
firms in the city.

Over the years the company prospered. In the early 1960s, the company was changed
from the New Way Printing Company to the Key Printing Company. In 1972, Mr Bean
sold the Key Printing Company to Imprint, Inc., of Rockford, lllinois.

Several years later, at the writing of this case, the Key Printing Company employed a
total of 46 officers and employees. Of these 11 worked in the office and 35 worked in the
plant.

Tom & Doris

Tom Watson was 25 years old and had been an employee of the company for four
years. He worked in the plate room of the camera department. Out of the corner of his
eye he saw Doris Templeton (supervisor of the camera department & nine years with the
company) coming towards him. Tom thought to himself, “Now what is wrong?” When
Doris spoke, though she tried to control her voice, Tom could make out that she was

angry.

Doris kept a make-up plate on the desk and proceeded to point out three errors in the
plate. Then she said, “| am getting awfully tired of having to bring back work to you. It
seems to me you could get things right the first time.:

Tom said, “Most of the time | do get them right the first time. Besides one of these
errors is not mine and | could explain the other two.” After a few more exchange of words,
Doris returned to her office.

Tom turned to Bill Scott, another employee, and poured his heart out. He felt that Doris
always tried to find fault with him, looking for an opportunity fo chew him up. In fact, she
was doing it the second time this week.

Silver Recovery

One Saturday night at about 9:00 pm, some two months after this incident, Mary Bella,
Executive Secretary and member of the Board of Directors, received a call. Mary had
been with the company for 20 years. Tom Watson was on the line. He said, “Mrs. Bella |
have quit my job.” Mary, surprised, asked, “Why? What happened?”

“] got fed up. | just couldn’t take Doris any longer.” was Tom’s response. He went
on to say, “Mrs. Bella, there is something going on in the camera department that
you should know about. But first you must promise not to tell who told you.” Mary
promised not to tell.

Tom went on to say. “It's not as if | want to get even with the Camera Department.
Several months ago, in February | think, the employees in the camera department went in
together and purchased a silver reclaiming unit..” Tom went on to explain that the
employees were selling the silver flakes to a silver refining company and were splitting the
money from the sale among themselves. Tom said, “The reason | am telling you this,
even though | received my share, is that | do not think this is right. | think that money
belongs to the Company, not to the employees.” (when film and plates are processed, the
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silver on the film and plates normally go down the sink drain). Mary probed Tom further
and hung up after assuring him that the matter would be looked into.

The Investigation

Mary's investigation revealed that Tom's story was true. She obtained a copy of a one-
year contract signed by Doris, with the Silver Bell refining company of Chicago. In this
contract, Silver Bell had agreed to install without charge, on a loan basis, a silver
reclaiming machine, and Doris agreed to sell to Silver Bell the reclaimed silver flakes at
the designated market price.

Mary also found that the sale of accumulated flakes happened two to four times a year.
She found evidence of sales amounting to $287 and no evidence of any proceeds being
turned over to the company.

Things became complicated when Mary found that the East Plant Manager, Harry Hall,
who had been with the company for 16 years, knew about this for some time and was
even willing to assume responsibility for the whole affair.

One evening Mary decided to discuss the problem with her husband. “I have not yet
reported my findings to the President,” she said. * | feel strongly that it is my duty to do so;
but it may result in Doris and Hall losing their jobs,” Mary said. Mary’s husband pointed
out that on the other hand if she reported it and they were not fired, they would be
extremely upset with her and may even seek revenge. .....

What do you think is the issue in this case?

What was the motivation for Tom Watson’s action? Please state your reasons
What is Mary’s dilemma?

What should Mary do, when and why?

1. Experience of Poor Customer Service

Think of an incident when you received really poor services. Recall what happened, why
were you so dissatisfied, the negative actions that were carried out by the people linked
to the experience. Answer following questions.

a) Why was the experience so bad?
b) List down the negative points that you link with that experience?

c) Has the experience affected your subsequent dealings with that person /
organization?

d) List down how could have the service been improved?

Exercise 1: Trust-—ask group to hold onto rope tightly and make a circle (they will do it
very easily). Then ask them to close their eyes and make a square. They will struggle—
not many will speak up--—-one or two take the lead. Finally, it will look like a circle!! In a
team, there has to be a leader and some followers.

Exercise 2: Divide group into two teams. Put blocks of wood /or sugar cubes on table.
Ask team to choose one person who can build the blocks. Ask that person how many
blocks he can build into a tower without even one block falling off and using only one
hand. Once he/she gives a target quantity--—-blindfold him/her and request other team
members to guide for block building without touching the blocks. This exercise shows that
there needs to be clarity in teams.

Stages of Team formation - Case Study:
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New Horizons Pvt. Ltd an organization which commenced operations in 1998, managed
to open 25 new offices at different locations in the country within a short span of 3 years.

Upon being asked about how things were when the company just started, Vikas Tewari,
who joined New Horizons as a management trainee in late 1998 and was now heading
the Mumbai branch said, “In order to do | would like to go back to the inception”.

Initially when he joined there were 6 other management trainees who had also joined at
more or less the same time. There was very little interaction amongst this small group
and people were doing a lot of reading to learn the ropes. “Everyone was more or less a
loner and any attempt to get into a conversation was marked by a forced smile and
sharing of superficial information pertaining to qualification and previous experience”, said
Vikas. “Coming to work was a drag and all | used to do was wait for the day to be over”.

“Over a period of time this initial attitude of holding back started dissolving and people got
more vocal. Ashwin who was one of the trainees who was the most experienced amongst
us did his best to get noticed by the Directors by always being there to take the credit and
suggest changes in the current style of operation. Initially there was lot of hostility with
regards to Ashwin's attitude which gradually changed as we began to see sense in his
suggestions. Soon he became a sort of consultant to all of us. | assumed the role of
presenter where | was asked to make all important presentations to clients”.

“After a while the strength of each person within the group became apparent and all the
members started depending more and more on each other. The focus changed from
doing one’s own job to looking at the group goals. In case any members of the group fell
ill, his responsibility was willingly handled by someone else. The atmosphere became
extremely relaxed and we learnt to depend upon each other. No problem was impossible
to tackle and all problems from yours and mine became ours. | am certain it was at this
stage the organization started to witness phenomenal growth because it was then that we
became a complete team.

List down the various phases that are mentioned in the case study?

What was the situation at the inception of the company?

How did people behave with each other?

After some time what were the changes that happened with respect to Ashwin?

Gradually, how did the team reach a stage of being bound by a common commitment?
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Sample Case Study & Exercises for C2C

Ethics Policy and Principals - Case Study:

a) Name 2 person in your life whom you admire most?

b) What is your relationship with them?

c) Write down against each name the character traits that you admire in the

person?

d) Write down against each name the principles that you think the person lives

by?

e) Wirite down against each name the values you think the person practices?

Case 2: On a scale of 1 to 10 rate the ethical value that are important to you and also state
the reason. Rating 1 would be given to the ethical value that is most important to you and 10
to the least. Leave out those values which are not important to you as of now.

a)
b)
c)
d)
e)
f)
9)

h)
i)
)
k)
)

Success :

Wisdom :

Wealth :

Love :

Adventure :

Honesty :

Freedom :

Health :

Sense of Achievement :

Power :

Contributions to others :

Happiness :

Compassion :

= Technical knowledge

= Process orientation & domain knowledge

=  Communication skills

= Confidence

= Body language

= Dressing sense.
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Group Decisions — Case Studies:

1.

Your Project Lead has convened a meeting for group review of Impact analysis done
for a particular change request. He begins the meeting by an overview of the change
request. During this process, other team members also join in and a discussion on
the same ensues. At the end of the stipulated 45 min for the meeting, one of the
participants decides to take leave, as he has to go for another meeting. At this, the
Project Lead adjourns the meeting and postpones the group review for a later
meeting.

What do you think went wrong How can it be avoided/ improved?
here?
You receive a meeting requester for a meeting to discuss . Since
you have been involved with , which was very remotely connected to

the concerned issue you were not sure if your presence was required in the meeting.
Since you are fairly new to the team, you completely relied on the judgement of your
ML/PL regarding your presence for the meeting and decided to go. Once the meeting
began, you realized that the issue under discussion was completely unrelated to your
work. You did not have enough knowledge or understanding on the same to be able
to follow the discussion. You sit through the meeting.

What do you think went wrong How can it be avoided/ improved?
here?

You receive the final agenda for a review meeting 3 hrs before the scheduled time. Since

you were tied up in meeting a service request, you did not go through it immediately.
Later it slipped out of your mind and you went for the meeting. There to your surprise
you discovered that some of the agenda items had been changed, one pertaining to
your work. You needed data and figures to discuss/share the information with the rest
of the team. Since you were unaware of this inclusion, you had not come prepared
with the required data. As a consequence, the item had to be dropped and you were
left sitting in the meeting, embarrassed.

What do you think went wrong How can it be avoided/ improved?
here?
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Group Decisions: Divide the student in a group of 8-10 students. Identify a work/organization
related topic, which is of relevance to student and organize a 30 min. group discussion on it.
Some of the topics could be

=  Career paths

= Impact of the outsourcing backlash in US on Indian business.

=  Microsoft products vs. Open Source software products

*  On Track — Was the discussion on track?

*= Participation ~Was the participation healthy? Did everyone get a chance to participate?

= Listening — Did everybody in the group feel that their ideas or points of view have been
heard?

= Shared Leadership — Was there a clear sharing of leadership in roles within the group or
were only a select few carried out the responsibility?

* Results — Did the group achieve the desired goals?

= Overall Satisfaction - Overall, how satisfied is everybody with the meeting?

Presentations: Assign any technical topics (or any non-technical topic also) to student
based on his area of interest. Ask student to make PPT presentation for 10 min. durations
including query-handling session. On a Scale of 1 to 5 student can be evaluated on various
parameters like:

1) Objective of Presentation Stated
2) Creativity in designing PPT

3) Informative

4) Relevance

5) Flow of content

6) Clarity of thought

7) Knowledge on topic

8) Timeline

9) Conclusion

10) Language Fluency

11) Voice Modulation

12) Eye contact and Body Language
13) Query Handling skills

14) Connect with the audience

15) Confidence
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Write about a goal you had set for yourself earlier and succeeded in:

- State why it was successful?

+ How did that make you feel?

« What did you learn from that experience?
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PRE AND POST TEST QUIZ

NAME: COLLEGE:

1. The most important features of communication are
a) clear enunciation and expression.
b) good knowledge of the language.
c) sharing and common understanding.

d) presentation of information.

2. One-way communication is not meaningful because

a) the sender dominates the communication.
. b) the receiver doés not understand the sender.
c) the receiver cannot give a response.

d) both sender and receiver are confused.

3. Good communication occurs when
a) the sender is loud.
b) the sender is clear.
c) the receiver is clear.

d) the receiver understands the sender.

4. Effective communication occurs due to
a) clarity.
b) brevity.
c) mental alertness.

. d) good understanding.

5. In normal speech, the term ‘word lag’ refers to
a) difficulty in pronouncing technical words.
b) difference between the speeds of speech and
a) understanding.
b) non-connection of thoughts and speech.

¢) stammering or stuttering.

6. Congruency of communication refers to

a) oneness of words, tone, and body language.

Soft Skills Deployment Guide
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b)
c)

d)

proper reference to the subject under consideration.
political impact of the communication.

homogeneity of the entire message.

A

7. The contribution of body language to any conversation is

a)
b)
c)

d)

negligible.
appreciable.
significant.

very important.

a)
b)
c)

d)

8. While actively listening to a person you

try to understand what he is saying.
offer him advice on all the doubts he has.
solve any problems that he may raise.

console and advice him on his failures.

9. Feedback given to a person consists of

a) giving a response to his action or behaviour.

b) telling him the effects of his action or behaviour.

c) correcting his action or behaviour.

d) advising him how to behave in future.

10. When receiving negative feedback in corporate life from

another person who you do not like

a)
b)
c)
d)

e)

be aggressive so that he doesn’t take you for a ride.
question his motives for giving the feedback.

accept the feedback gracefully.

ignore the feedback since you have done the correct

thing.

11. A large part of data hidden in communication consists of

a) ideas.

b) assumptions.

c) feelings.

d) sensations.

12. When doing a perception check, you are checking out

a) intentions.
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b) motives.
c) reactions.

d) all the above.

13. When you are assertive, you are actually
a) being aggressive.
b) being pushy.
c) aiming for a win-win situation.

d) telling the other person where he gets off.

14. One of the techniques of assertiveness is
a) changing the subject.
b) defusing the situation.
c) responding with emotion.

d) criticizing or questioning.

15. The labeling process in the area of self-confidence conveys
a) a sense of pride regarding my work.
b) a sense of happiness regarding the quality of my
c) decisions.
d) asense of blame that | am always a loser.

e) asense of anger that the other person is out to get
me.

16. A team works very well when
a) all the members are similar in skills, experience,
behaviour.
b) all the members have the same specialization.
c) all the members are different from one another.
d) all the members question one another on every

aspect.

17. One of the characteristics of an effective team is
a) common goals and objectives.

b) strong authoritarian leader.
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¢) common specialization of the members.

d) risk-taking ability of the members.

18. Which one of these is not an objective of group

discussion
a) idea generation.
b) idea sharing.
c¢) having fun.

d) criticizing ideas.

19. One of these is not a personality trait assessed by a GD

a) Reasoning ability.
b) Flexibility.

c) Listening ability.
d) Feedback ability.

20. One of the strategies for improving group decisions is

a) by questionnaires.
b) by seminars.
¢) by brainstorming.

d) by inviting perspectives.

21. The best way to take a group decision is

a) by majority rule.
b) by consensus.
c) by authority rule.
d) by minority rule.

22. The single most important factor for a good presentation is

a) initial planning.
b) preparation.
c) practice.

d) outlining.

23. When handling questions during a presentation, to save time
a) always answer questions without repeating them.

b) answer all questions only after the presentation is

over,

C
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c) tactfully interrupt vague, rambling questions to
clarify things.

d) answer the question as soon as it is asked.

24. When addressing an audience in a formal suit with a 3-
button coat
a) all three buttons of the coat should be buttoned.
b) only the top two buttons should be buttoned.
c) the second and third button should be buttoned.
d) all the buttons should be unbuttoned.

25. The handbag carried by the career woman should match
a) her jacket.
b) her trousers.
c) her blouse.

d) her shoes.

26. When wearing western formals, it is safest to wear
a) strapped sandals.
b) laced closed shoes.
c) costly sports shoes.

d) slip-ons with socks.

27. If it is very hot in a club you have been invited to, and you
want to remove your jacket before sitting for the meal, you
a) ask the headwaiter for permission.
b) ask the Secretary of the club for permission.
c) follow the lead of the host/hostess.

d) remove your jacket without asking anyone.

28. One of these is not a principle while developing your ethics
policy
a) Purpose.
b) Perspective.
c) Pride.
d) Patience.

e) Profit.
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29. An ethical dilemma is characterized by
a) asharp division between right and wrong.
b) a blurred division between right and wrong.
c) real alternatives that are equally justifiable.

d) resolving conflicts where one option is a clear -
choice.

30. Which of the R’s below does not point you in the ethical
direction
a) RESPECT.
b) RECONSIDERATION.
c) RESPONSIBILITY.
d) RESULTS.
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Objective

& To empower listening skills
=@ Hearing vs Listening




Points to Discuss

Listening is a conscious activity based
on three basic skills:

1) Attitude
2) Attention
3) Adjustment

Types of Listening

= 1. Passive listening.

@ 2. Selective listening.

= 3. Evaluative listening
@ 4. Empathetic listening
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Are You a Good Listener or do you just hear ?
. . Do you frequently think of other things when others are
talking to you?

2., Do you doodle, shuffle papers,

window, read the newspaper,
3. . Do you only selectively hear
4. Do you feel most people hav

or watch TV?
ideas that fit your beliefs?
e little to talk about that is

Interesting or important?

s. , Do you listen passively without any facial expressions?

6. . Do you frequently interrupt others as they are speaking?

7., Do you complete sentences or ideas for people when they
pause to think?

8. Do youssilently criticize char

acteristics of the speaker: voice,
looks, manner of speaking?

9. . Do you have to ask peo

ple to repeat what they said because
you have forgotten?

look at the clock or out the

Feedback

= Was the content satisfyin_g?

@ Did the exercise help you in active
listening?

@ Further suggestions for improvement

XXX KR



~ Can you tell if someone Is excited to do something or Is not looking forward to something? While listening,
try to determine a speaker's emotion. How is that emotion expressed?

EXAMPLE
You will see:  Choose the correct letter, A, B, or C. ‘
What is Mark's attitude toward the debate? ®
A He's nervous. i
B He's looking forward to it. ®!
C He's more excited than Jane. 3 :
You will hear: Jane: | can't wait to debate the team from Oxford. .
Mark: I'm more apprehensive than excited. In fact, 'm not looking forward to it at all. @
Common Words That Express Emotion L
afraid ecstatic " nervous o
angry embarrassed pleased >
annoyed exhausted proud 2
ashamed frustrated sad’ .»
bored happy shocked Q%f
confused jealous surprised
disappointed mad unhappy @
disgusted miserable upset
worried o
3
Questions 1-6 o)
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