: Part A introduction
| Programme : Certificate Class:B.COM.1™ Year :

R Cocere: Session 2021-22
CourseCode C1-COMA1T

;qurse]jtle Financial Accounting =~
Course Type Core

Pre-requisite
Course - S poacalss L . ' :
Learning: Succ‘zssfu;lv completion of this course, the student will be able to:
sl A > -Acquire, conceptual knowledge of basics of accounting
. gennfy gvent‘s that need to be recorded in the accounting records
e.Velopthesklllofrecqrdxngﬁnancialtransaciionsandpréparatidnbfrepom in
accordance with GAAP
Describe thqrol_e_ of accounting information and itslimitations .
» Equip with the knowledge of accounting process and prepatation offin &
accounts of sole trader ' s
« Identify and analyze the reasons for the difference between cash book and
~_pass book balances
» Recognize circumstances providing for increased exposure to errors and
frauds
6 | Credit Value 6
7| Total Marks Max marks ;25475  Minimum Passing Marks 33
Part B: content of the course

uil S jwine

Not requiredopen for all

® -

: : Total No. of Lectures (in hours per weekK)- 3, Total lectures: 90
unjt topic ' No. of lectures

1. | Accounts ;- Indian History . Definition , Objectives ,Basic Concept:and Principals of -
Double Entry System Journal Entry ;Ledger, Subsidiary books ,Trial Balarice 2 15
Introduction of Indian Accounting Standard Final Accounts

2. : 15
Accounting for Depreciation (According to Accounting Standard -6)
Branch Accounts ,

3. | Royalty Accounts, Departmental Accounts : | 15

4. | Accounting of Non Profit Organisation , , Investment Account 4 15
Consignment Accounts

5, | Partnership Accounts :- Dissolution of Partnership (with Insolvency), Amalgamation 15

of Partnership Firms,Conversion of Partnership firm in to joint stock Company

6. Comp’uterized Accourits by using any popular ‘accounting._.softWare.creat{ing-a 5 15
company, configure and features setting, creating af;coungxng ledgers and groups,
creating stock items and groups, vouchers eptry,(ynth maintenance 'Of«VQuchefS ) ,
generating report - cash book, ledger accounts, trial balance ; profit and loss account

and balance sheet

Keywordsffags:ﬁnancial Alc, Depreciation, Accounting Standard,branch a/c, royalty Alc

,partnership a/c,Computerized Accoqnts.
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Part A introduction.

Programme : Certificate  Class:
S s .B.COM.J_“ Yez’r
Subject: COMMERCE {Business regulatory Framewo::)mon 2021-22

1 | CourseCode C1 COMA 27

2 Course Title B =

Z Sourse Tme Cg:;ness regulatory Framework (PAPER 2)

4 Pre-requist v

. cours: té - Not required (open for all)
o of:::;colr;e of this course is to provide the students with practical legal knov/edge
o it oles Ofrih usiness laxtv issues. To Understand the Essentials of A Valid Contract, The

e Act, Consideration And The Various Modes Of Discharge Of A Contract

To Explain the Various Laws with Regard to The Sale of Goods and Performance of 2
Sale Contract and Remedial Measures,to Familiarize the Students with The Various
Law with Regard to Consumer Protection in India And the Functions of Various
Consumer Forumsand,to Understand the Meaning and The Various Legistations with
Regard to The Cyber Laws

6 Credit Value 6

7 Total Marks Max marks : 25+75 Minimum Passing Marks 33

Part B: content of the course

Total No. of Lectures (in hours per week}- 3, Total lectures: SO
unit ; toplc
1 | Historical background of Business laws in Indig, i
Indian Contract Act 1872 -GENERAL LAWAS
5 | Contact relating to [ndemnity and Guarantee
3 | Negotiable instrument Act 1881 -General Introduction
Negotiable instrument(amendment) Act 2002

to. of lectures

4 | General introduction of Consumer Protection Act 1986 and 2018, ]

FEMA
5 | Indian Partnership Act 193

2-General introduction

Limited Liability partnership Act 2008

.Kéywordsfl' ags:The name of all act is the key word.

o




Formmes e o
Format fo, Syllabus of Theory Paper

: i ‘ g A B Parm‘{(“j’f“““ - SR
Subject:Commerce et A Xeari [ Vear [ Session:2021-2022
1 | Course Code Cl- COMA 31 R
2| Course Ti Al
1 oo lide BUSINESS ORGANIZ |
ourse Type (Core 1 : ZATION AND COMMUNICATION.
Course/Elective/Generic Gy
Elective/Vacationall.....)
‘; I(;‘;‘:;;l‘lfmc g" any) Not required) open for all
carning out - : o
CLOY g outcomes Af;cr completion of this course it is expected that:the-student shall
un 'crstand the basics of the business and will,_nh]c'{qﬁmb‘ibc how any
busmcss' can be organized successfullys “The_chapters related
?ommuntcal;on shall be able to clucidate haw'comimunication plays an
important role i i jos= v
T EreaiEValne . po ole in modemn business scncxl:mo.:;.:.
_7,? ,T(:t_gl_l.\' Iarks _ | Max. Marks: 25+75 J”M'm P;{ﬁi‘ng Marks:33
Y NS .~ Part B- Content of the Course
Total No. of Lectures-Tutorials-Practical (in hours per week)iz .~
L-T-P: , £ =
Unit | Topics . BE % No. of
R Lectures
1 | INTRODUCTION: R 15

Indian traditional businesses and their organizational structures. Concepts of Business,
Trade, Industry and Commerce “Classification - Relationship between Trade.
Industry and Commerce - Business: Ofganization- — Concepl, Characteristics,
[mportance and Objectives . Functions of Business and Social Responsibility of a

-

business - Steps to Start an Entérprise.*
2 | FORMS OF BUSINESS ORGANIZATION: Business Organization - Classification - | 15
Factors Influencing the G_ljf’iq_?'df Suitable Form of Organization - Sole Proprietorship
and Partnership — Mezmiing; Definition - Characteristics - Advgntages. .CO-Opcrativc
Organization— Mezriing;Eunctions and Limitations of Co-operatives Societies.
3 ORGANIZATION OF *COMPANIES: Concepts, Meaning, Formgtior.x, Characteristics 415
arid Signiﬁc_a;r—ﬁa of:Private Company and Public Company. Maultinational Companies
WC,S)‘m_'atmg?éhallcnges of their organization in [ndia. .
3 | COMMUNICAT [ON: Definition, Nature, Importance, Objectives of Com_mumcatxon. 15
b ,’z:;ﬁ'on theories and process- It}formahon thcory, Interaction .thcfn-y,
| ansaction theory, Elements of commupicatlon process. Barriers to Communication:
;,L?lﬁgﬁigfic%arricrs, Psyc_bologic;ilBBafners, Interpersonal Barriers, Cultural Barriers,
P ] izational Barriers.
5 &lﬁg gjg;f;:&gtgiz[riHWriﬁng techniques and Guidelines: 'Lctter writing - Basic 15
Principles, Purpose, Types of busipass letters, chO{t writing, types of reports,
Drafting of report. Oral Communication: Speeghcs for qlffcrcnt occasions, Guidelines
Job Interviews, Type of information.

v:!!_

' fective listening, ' i
for effective listening ton E-mail, Video Conferencing, International 15

of communicat ¥
6 Ic\:'f;’g:n’?m igzzi for Global Business. [nformation Technology: Form of technology,

s in modern communication system. Role of Social Media in modern business.
uses in modern COF

Key*vordsfr ags: ﬂ%/‘.’)’ M

(DR. PAVAN MISHRA)
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A Introduch 9]
CERTIFICATE ction

Year: lycar | session :2021-2022

S. Office

Course Title S1-COAP2G
/—\

Course Type _M. 8. Office

~veis Blective

ourse Code

= Subject : M.

pre-requisite(If any) St dens should have a bas; o of - :
mouse, keyboard 4 basic understanding of Computer peripherals like
: 22Y00ard, monitor, screen, etc. and their basic operations.

On the completion of this course student will be able — }

Course
Learning
Qutcomes
(CLO)

To Create and manage professional documents using word.
Analyze, manage and present data using excel.

(?1'eflte and manage presentation using power point.

rI‘o nsert a table, picture, or drawing into the document.

To prepare the document to be sent as a circular letter.

;. | Credit Value 2
7. | Total Marks Max. Marks: 25+75 | Min. Passing Marks: 33

Part B: Content Of the Course
M. S. Office

_ Total No. of Lectures =30 (1 hour/lecture per week) :1-0-0

Unit Topics No. of Lectures
I [MS Word: Introduction, Features & area of use. Working with MS 6

Word: Ribbon tabs-Home, Insert, Page Layout, References, Mailings,
Review and View, Using word to create a new document, open, save and
print a document, edit and format text, change the page layout,
background and borders, insert headers and footers, insert and edit tables,
insert clip art and pictures to documents. Formatting Fonts in word, Drop
Cap in word, Applying Text effects, Using Character Spacing, Borders
and Colors, Inserting Header and Footer, Using Date and Time option in
Word. Creating project abstract Features to be C(.)vered:-Fm:matt_ing
Styles, Inserting table, Bullets and Numbering, Changing Text Direction,
Cell alignment, Footnote, Hyperlink, Symbols, Spell Check , Track
Changes |

T - be covered:- "i‘ﬂblc of Content 0
Creating a Newsletter : Features to be COVEIedh- 2% i

Newspaper columns, Images from files and clipart, Drawing toolbar and

. o , Y10 (T

Word Art, Formatting Images, Textboxes and Paragt a_lzhs _
Creating a Feedback form - Features to be covered- Forms, Text Fields,
Inserting objects g : :
Mail Meree : creating custom document; creating main document,
Creating data source , editing data source, openmgi.a.dala so_urc{e, sorting
: % o . Al 3 Kta source, editing m SUIME
ﬂ@gta source, finding a record in data SQUICE, g main document,

o Jp By ool
/ ( e y DN GRS A




sorling merged documenls, filtering
| documents, merging opq letterhe dec
\ single main documeny, e

VIS Excel @ Introductje : —

g furns, Nemi on 1o Excel interface  Under i

columns, Naming Cells, Working erstanding rows and 6
Formatting s W

I‘Q &) A H \
S;Ld d.o\(:uments_, printing merged
ng different data sources with a

excel work book. Ne ith excel workbook and sheets
Formatting Text: Font Size F(;I’nlStt \l\ ]9 pen, Close, Save, Save As
e Lt ’ YIC, Font Color, Use 1} i
and Underline Wrap ex - > , Use the Bold, ltalic,
rother formats. MOZHL{ }_L\t, Merge and Centre Currency, Accounting and
ith Functioﬁq Cr ying C_olumns, Rows & Cells, Perform Calculations
\I;lm and Time IFLE:::S{S Slmpll? Formulas Setting up your own formula
¢ tunchions, Fiancial Functi : S
P e unctions  Log -
Lookup and Reference, Functions Qpical Eyctions

Calculations - Features to be covered:- Cell Referencing, Formulae in
excel — average, standard deviation, Charts, Renamincvwand Inserting]
WO"‘_(S‘,] eetsl Hyper linking, Count function, Malhema?ical Functions,
Statistical Functions, Text Functions. Sort and Filter Data with Excel

Sort fmfj filtering data Using number filter, Text filter, Custom filtering,
Removing fil

, t'ers from columns, Conditional formatting.
Wte Effective Charts to Present Data Visually Inserting Column, Pie 6
chart etc. Create an effective chart with Chart Tool, Design, Format,

and Layout options, Adding chart title, Changing layouts, Chart styles,
Editing chart data range Editing data series, Protecting and Sharing the
work book Protecting a workbook with a password, Allow user to edit
ranges, Track changes, Working with Comments.

Insert Excel Objects and Charts in Word, Use Macros to Automate Tasks
Creating and Recording Macros, Assigning Macros to the work sheets,
Saving Macro enabled workbook. ,

Performance Analysis - Features to be covered:- Split cells, freeze
panes, group and outline, Sorting, Boolean and logical operators,
lConditional formatting Crieket Score Card creation - Features to be
]covered:-l’ivot Tables, Interactive Buttons, Importing Data, Data
Protection, Data Validation

R Aot

Creating  PowerPoint  Presentations: Making presentation which 0
= ' . . : i ath \ 1 n
demonstrate use of IHyperlinks, Inserting —Images, Clip Art, Audio,
Video, Objects, Tables and Charts ' .
Create Master Layouts (slide, template, and notes), Types ol views
(basic, presentation, slide slotter, notes ctc), Inserting — Bad‘%msu‘l?g’
: Al < Hi clides. Aut ntent wizard 1de -
textures, Design Templates, Hidden slides. Auto €0l et

Transition, Custom Animation, Auto Rechearsing

o
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Year: 2021 | session:2021-2022

rse Ti0€ . S1-COMR

]

0! . TY € i M S

st M5 Office (Pracs

| )/ 0 cquisite(If any) Gor e lracltlcal)
4/ pre Learning tric Elective
q ) —

Jurse On the compleq I
(C)utcomes (CLO) T Pletion of this course student will be abie
°  To use kevhoar )
se keyboard shortcuts to perform tasks
. . )

I 0 Ll.e(”( d t 3 ]
lll .

* To edit and f;
¢ ormat text, che :
a0d bordons , change the page layout, background
* To if i
modify power point custom template presentation.
o Tr irmeat Al )
To insert clip art and pictures to documents.
o To navigate the start menu to locate programs, files, and
settings & create files and folders.
To create a word document with customized template.
7| Credit Value 2
1] Total Marks Max. Marks: 25+75 | Min. Passing Marks: 33

Part- B Content Of the Course
M S Office (Practical)
Total No. of Labs =30 labs each of 2 hours duration (1 lab per week)
Practical Lab will be conducted based on the theory Syllabus 4\

List of Practical
I. Creatc a document and apply different formatting options.

2 Desien a Greeting Card using Word Art for different festivals.

3. Create your Bio-data and use page borders and shading. 30 YA

. = er. De ile etc.
4, Create a document and msert header and footer, page il

1t. set the margins, oricntation, SI1Z€, column, water

(9 ]

To create a documel

mark, page color and page borders.

| 6. Inserta table into the document.

our class subjects.

1. Prepare a mark sheet of y

L

iz 214 5
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—8. Apply the Creating

operatior SVing Ting
I 1S to & printing secur;
= ]g

an exce|
4 s r M
Preadsheeys. & protecting

a bar Cha -
It :
g & pie Chart fo,
institute. " analysis op g
\7

9. Prepare

€ year results of your

0. Work on the f; i
I K on the .Io]lowmg eXercise
) on g Workb
ook:

an eXisting St

% Copy 1eet

b. Rename the old Sheet

c. Insertanp
e 7 PEt g :
W Sheet intg ap eXisting Workbool
4 N

d. Delete the renamed Sheey
11. Prepare an Atte
pare an Attendance sheet of 10 students for any 6 subjects of your

syllabus. Calc
yllz alculate their {ota] altendance, total percentage of attendance

of each student & average of attendance

’) Vet . 'Ok e <) 1
12. Create a worksheet on Students list of any 4 faculties and perform

following database functions on it.
a. Sort data by Name
b. TFilter data by Class
c. Subtotal of no. of students by Class.

13. Apply themes and layouts to power point slides and insert pictures,

graphics, shapes, and tables into presentations.

14, In power point slide make use of adding ransitions and animation &

Working with master slides.

erform computations using available data

5. Create a excel worksheet and p
' . © e O 1 from menus.
and using mathcmzltlcal functions chosen trot




Program: Certificate

ik 1}"t.‘t:\'.ll.l.('.l,"q_(]llCti()ll

(_{LA«/ -L-— -~ J

4 B

Year: First Year Sessions 2021-22

Cou.r's.e Code —

Course Title

V1-COA-DTPT

Desk Top Publishing

Course Type

Vocational

’re-requisite (if any)

Open for All

Course Learning
utcomes (CLO)

After studying this Course the Student will be able to

Understand basics of computer and its related terminology.
Write, Edit & Print documents using MS-WORD & EXCEL.
Understand various software used for.Desktop Publishing and
would be able to create and design documents with text and
graphics like newspaper ad, wedding cards, visiting cards,

greeting cards etc.
Using PageMaker, CorelDraw & Photoshop. Understand Colour

concept in Printing

txpected Job Role /
arcer opportunities

Credit Value

After studying this Course the Student will be able to pursue his/her

career as a/an:
e Graphic designer

Multimedia Editor

Logo Designer

Office Assistant

Desktop Publishing Operator




T i

: § ',('/';’l}p' il e AL T YT ey s

18 pliss $511 ’“’, At v i oy on

, : "}'ugziﬁf‘:”’,"b;’;’%;( UMU]]L;{;[';”“O 73 _.~,~'jf'7;7~(-7r~_. .
anrea A Practieal (f TA Ly IR Ol A G s R T T A T

ia] NO,E’,{EMUFL;. ¥ Practical (in hour S A i

1 - g AL

)

14
:

506 Yeeli

———————C

/r‘""* . w‘”»“i'”(' (’“A'J,:lm’!"‘/}q Ctf 5
Ty TR vy 5 acticul [ . - e e ) )
Od ]a His prEssian g«;:::,‘v.“.'ﬁvj j":;.»’jvf'h.”.-.&ﬂ%ﬂ,!;..T'TF'”_"Trt::-il—l-j-:f‘”,rg”'"?mlfﬁ
it R sy BIE e e s
e IS i VN el T et I 7o
Compulcr Fundamentaly - (;,,h“’j’;jl'-i’;-;:;:.c;;..z..z,;;; . et I}o,,
| of CO’”P””{; Block D”‘[’-ifiim of u (4 ;‘Jf ("(’)fflpu[;;r’ /':(.]W.mf?‘i/!' p dvantags - O(/!J“g”“
' r, System Soff Computer. Degeriation of 19 antage 3
poqﬁptl't.cr, »‘y.)tun \‘Sofwmrc and /“Pplic}t}l_{uﬁ.U.W’npmm of Different parts of a
/‘——""’" i - — dididlid s “()fl‘//;”c "/](}('[ o oy e Intrf)d(}(,t]()n to
. pageMaker Introduction o »V:;,;i_.(:‘.'}mz.._.;“;ﬂ,{f{_i_q Spreadsheet, M8 Paint
g > ¥ , [ J {( '\/C ffl « ~~’ ) ot 5. L
pageMaker Guides & rulers, Draving ‘tu | /r",»{/” 8, conceply and  applications  of 12
photo Shop -History & introductic ; :}’ 8. Fills & outlines,
f ‘. ) TR N o ) : . , )
shapes.  Photo cditing fingerting star’ti,,,"“ f{lt; réxf.nu, the tools, Drawing lines &
v i 2o oo 5] Vi1 ,*{;’tﬁn(; i ‘ ! 1 esss
- Understanding Design principles and color theory A
10

Coral Draw - Drawing ~|
or ray/ - I'w)/lngminca she e :
. L d' Cf . ," § ": " 4

il e of various tools such N NAPes erting-pictures, objects, tables, tem Jates,
se s tools such as Pick tools, Zo - s Wemp
etangle tool, Text tool, Fill 8, Zoom tools, Free hznd tool, square tool,
(e - cte N ’ ‘001 ete. and all fonts used in designing of monograrms,
ogos, posters, stickers, grecting cards, wedding cards, visiting cards, ctc

an Princinles g ~ille 8, VIgItng y
1?5512“ “{”CIP]% & (jolor Harmony Introduction to colors — Primary and
gecondary in both RGB & CMYK gchemes/modes.

Tl R AT
_______ Hiligi b s 4(' lﬁ%%g;;fg/g;;i;; /.

1. Using windows explorer and other windows elemen

5. Creating and opening a document in page maker 30

3. Formatting and editing a document

4, Saving and printing & given document

5. Insertion of text and graphics in a given document from external source

6.  Using columns utility, to give the document column look

7 Using various fonts and styles to make document more beautiful

3. Use of page maker O rmake transparencics

9. Saving and printing 2 file that has been created

10, Formatting a given file by using undo/redo, repeat, cut, COPY, paste, delete,

duplicate and clone utilities o : . '
11, Inserting objects in the drawing, aligning, ordering, grouping and ungrouping
of those objects
12. Use of combine, break apart,
iven drawing

13 Ugse ofmode ei(:iit tools ie.,to line, to curve, to stretch, and rotate

14' Creating special effects 1.€ transform roll-up, eqvelop roll up, add
R ontour ol up, pOWer line, power clip, clear

perspective, extrude roll ups c
i er and paragraph text in a drawing and frame, setting of tabs,

15. To insert charact
) : (noin aragraph text )
indents, bullets and spacii 2 to base line, straighten text and edit

L
16. Filling of text to @ g ath, aligning
text

and thesaurus
Using tools such 25 spell chec o
Uz;ng find and replac® text utility gnd type ass?t  dierent e
Add'g various symbols to a drawing 4nd creating different pattern

ing

weld, intersection, trim and separate tools ina

jven p




