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Scheme of Examination - (IInd Semester)
S Total Maximum Marks Minimum Marks Total
Nature Sisies Cove | Courie Jogwes el ooy ﬁr::: External | Internal | External Internal Marks
Business
Major BCM201ACT Accounting Regulatory 6 64 60 40 21 14 100
Framework
Business
Minor BCM202MGT | Management Organization & 6 64 60 40 21 14 100
Communication-II
5 Business
GE203ECT Economics Feonarlcel
Banking & Banking &
GE203BIT s e 4 48 60 40 21 14 100
s Business
GE203ACT Accounting Mathematics-II
Introduction and
Physical concept of
GEIEPEY Education Physical
Education-Il
Rural Introduction to 3 36 60 40 21 14 100
Elective GE203RDT Development Extension and
(Any One) & Extension Communication-Il
Computer Data Processing
i Application Software-1l
Introduction and
Physical concept of
GE203PEP | Education Physical
Education-ll
Rural Introduction to 1 36 60 40 | 14 100
GE103RDP Development Extension and
& Extension Communication-Ii
Computer Data Processing
SERGL Application Software-1l
Skill Enh. i = i 3 ! 3 ! . X i
Course
< Language &
Ability Enh. FC102EGT English a2 N 2 32 30 20 11 7 50
Course Yoga & Yoga &
sl Meditation Meditation 2 32 30 20 1 7 50
Project/ + _ i ) E ] . ] n =
internship
TOTAL 20 400
OR
TOTAL [ 20 | [ | s00
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SEMESTER II
SUBJECT - ACCOUNTING
COURSE: BCM201ACT - BUSINESS REGULATORY FRAMEWORK

(TR v <)

MAXIMUM MARKS: 100 (60+40) MINIMUM MARKS: (21+14)
TOTAL CREDITS: 06 TOTAL HOURS: 64

OBJECTIVES
* Studying this course will provide practical knowledge of general business legal issues.
* Knowledge of essentials of valid contract and knowledge of the subject matter of partnership deed will
be acquired by the student.
* Information about various provisions of consumer protection will be available.

TEACHING METHODOLOGY
* To give information about legal methods in the presented course, study will be done through the
prevailing methods.
* Decisions given in legal cases will be explained through case study method.
COURSE LEARNING OUTCOMES (CLO)
* The study of this course will develop moral values in the students.
* With the help of the course, students will be able to know their consumer rights and duties.
® Students will be able to know the necessary rules related to financial documents and cheques.

e Hours

Historical t.)‘acl.cgrouﬁ‘c'l.of Business IaWs.in india.
Unit 1 Indian_ Contract Act 1872- General Laws. 14H
IR H AaIS QieTaa a1 Aaeid TR | ours

AR 3y M 1872 @ fAftre mraem

Contact relating to indemnity and guarantee

i I Td iRy SeT @1 124 § 147 ) it Egurs
Negotiable instrument Act 1881 — General introduction

Unit 3 Negotiable instrument (amendment) Act 2002
Wt e Sifaw 1881 &1 WM e qur Gee 12 Hours

e ol e i 2002 @1 9Reg |

General introduction of consumer protection Act 1986 and 2018, FEMA,
General Introduction to Monopolies and Restrictive Trade Practices Act 1969
Unit 4 MRIEACT .

STHIHT G ST 1986 BT WA URe Ga SURTHT TRET ST 2018 i Hours
mqﬁauwmw,wﬂmwmwwwaﬁrﬁmwsgzﬁr
| gR=y (MRTP ACT)

Unit 5 Indian partnership Act 1932-General introduction
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Limited liability partnership Act 2008
Various provisions and provisions of Competition Act 2002.
Copyright and Monopoly Patent Act.
ARG ATeerd Affram 1932
e <aer areerd affam 2008
nftreget sffam 2002 @ =T wrea v SuEy |
DIURIGT Td UHINPR I R |
Suggested books:
S.No. Author | Book Title | Publisher
1. | #eyee &t U sraredl, Wt @
~__ 2. | I 3BV HAR UG Iarel 41, . | AGEI e THYETE Ug 64, 9T
» LK. International publishing House
~~ 3. | SharmaS.P. Business Law Pvt. Ltd. Mumbai
4. | Gupta Dr. O.P. RSt ogity SBPD Publication, Agra
Framework
Varshney Dr. G.K. DSy Ropylaiory Sahity Bhawan Publication, Agra
Framework
6. | Shukal Dr. S.M., Sahay Dr. S.P. | =@ af~aq Sahity Bhawan Publication, Agra

Suggestive digital platform, web links:

1. http://sdak24.com/tagfbusiness-law-notes-hindi/#g- oogle vignette
2. https://www.gkpad.com/2020/09/bcom-books

3. https://www.geektonight.com/business-law-notes/
4. _hitps://www.researchgate.net/publication/331979132 Text Book on Business law

GUIDELINES & RULES FOR STUDENTS

® The students are expected to follow the following rules for deriving maximum benefits of the course
Don't leave the campus without permission. In case of emergency, written permission from the Course
Coordinator is required. Be punctual and attend all sessions, Lectures and other activities

* Take responsibility of your own work Follow the timetable, home assignments and projects should be
submitted within the stipulated time period.

* A minimum of 75% attendance is compulsory for all the Learners.

Mb-g_ .

-
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SEMESTER II
SUBJECT - MANAGEMENT
COURSE: BCM202MGT - BUSINESS ORGANIZATION & COMMUNICATION-II

(ATTHIRS [69 T4 HaR-IN)

MAXIMUM MARKS: 100 (60+40) MINIMUM MARKS: (21+14)
TOTAL CREDITS: 06 TOTAL HOURS: 64
OBJECTIVES

* By studying this course, students will be able to get information about various forms of organization.
* Through the course, students will be able to get help in choosing the importance of communication
arts and methods and their applications.
e The curriculum will enhance the knowledge and skills of the students with modern communication
—~ techniques.
. TEACHING METHODOLOGY
* New Education Policy 2020 will be fully included in the course presented. Students will get ample
opportunities to get acquainted with both practical and theoretical aspects.
* Practical knowledge of business letters and official forms will be provided on experiment and
conclusion.
* Group discussion and online lectures will be used
COURSE LEARNING OUTCOMES (CLO)
* Through this course, students will be able to gain knowledge of the basics of business.
* Information about the successful operation of the organization will be available.
e Students will be able to use various means of modern communication

. - Topi ... | No.ofLecture
Business communication - definition, nature, importance, objectives,
Unit 1 rinciples and processes. 12 Hours
IS HIR — GRAI, G419, 7ewd Sevd 5@ Rigid 9 wmaT |
Formal elements of communication process, barriers in communication
Unit 2 rocess. 12 Hours
TR Afshar & 3uaRe a@ FaR wlHar 3 o arel 9 |

Written communication, method of writing, instructions, basic principles,
Unit 3 meaning and types. 12 Hours
forRe Wor = P, woma Riara, amerg @ SoR |

Report Writing and Type Project Report, SWOT Application Analysis,
Verbal Communication, Elocution and Interviewing Techniques and
Unit 4 Effective Listening. 14 Hours
WWWWW@W,SWOT&W%&W,WW.
HIYT U9 RICHR Bl U6 F9Td1 51997 1 fafdyar |
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. Unit | | - e - hopic - f Lecture
Modern dimensions of communication skills — email, video conferencing, e-
commerce — types and its utility.
Unit 5 Media management and its role in modern businsss‘. _ . - 14 Hours
AR DIV D AT AT — I7cl, ANSAT BB 3—PAG — UHN d
FHST SUTIFTET |
ATy vd g s § gwe e |
Suggested books:
S.No. Author Book Title Publisher
Business
1. | Dr. Ramesh Mangal Communication (&raais Universal Publications, Agra
TEUR)
: < Business Organization and
2% ]S)l:;:r?aglta Chandel, Dr. Sachin Commuqicz}tion(ﬁaﬁﬂﬁiﬁ Devi Ahilya Prakashan, Indore
|G Ud HHgvT)

GUIDELINES & RULES FOR STUDENTS

* The students are expected to follow the following rules for deriving maximum benefits of the course
Don't leave the campus without permission. In case of emergency, written permission from the
Course Coordinator is required. Be punctual and attend all sessions, Lectures and other activities

* Take responsibility of your own work Follow the timetable, home assignments and projects should
be submitted within the stipulated time period.

* A minimum of 75% attendance is compulsory for all the Learners.

%'&33 E"jx Mk
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SEMESTER 11
SUBJECT - ECONOMICS
COURSE:GE203ECT - BUSINESS ECONOMICS-II (&1a1ii® H’fﬂlﬁ-ﬂ)

MAXIMUM MARKS : 100 (60+40) MINIMUM MARKS : (21+14)
TOTAL CREDITS : 04 TOTAL HOURS : 48
AIMS

The study of economics helps the students to broaden their knowledge. Students can be aware about most of
the interesting and logical facts about the behaviour of human beings. The students increase their knowledge
through the study of various economic theories, important principles, laws and generalisation.

OBJECTIVES
* To obtain knowledge on the nature and scope of Economics.
¢ To understand the aims and objectives of teaching of Economics.
¢ To examine the need and significance of teaching of Economics.
* To explore the values of teaching of Economics.

TEACHING METHODOLOGY

* The Teaching Methodology shall be based on the scientifically proven methods of demonstration
and Modern Strategies.

* The Teaching Methodology for the present course would include Lecture cum Discussion and
demonstration. Teaching will be Bilingual.

* Provide visuals. Support student understanding with visual examples, instructions, and explanations.
Start with lots of scaffolding, and gradually remove it as students’ progress.

* Leverage peer-to-peer support. Assign roles to students working in groups. Individual accountability
and group rewards can increase success of students with learning disabilities. Prepare students for
collaboration by explicitly teaching strategies and language for asking peers for help and offering
support.

COURSE LEARNING OUTCOMES (CLO)
2 On the completion of this course student will be able-
* Students will be able to understand and identify the economic variables in general business atmosphere.
¢ Students will perceive the knowledge about Economics at Micro level and various economic concepts
such as Opportunity cost, Marginal Concepts, Demand Function and Law of Variable Proportion.
Learners will comprehend the relationship between various policies of business.

e Student will accomplish the identical Short Run and Long Run Equilibrium of a firm and industry
and also about different market structure and various pricing techniques

SONIENRS . . .7
Production function and law of return, Return of scale, Equal product curve
analysis, Market and their classification, Theory of cost and concept of

WURATION

UNIT I revenue. 08 Hours
WWEWH%W,WWWIWWWW,
AR U9 SHBI IHI6RYT , AT b1 Rigid 3 &1 araemon | %
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ONTENTS
Price determination under perfect competition and equilibrium of the firm,
Monopoly- price and output determination and monopoly control. Price
determination under output monopoly, Imperfect and monopolistic

UNIT 11 competition- price determination. 10 Hours
Ul wferfiar # Pa el 7 55 @1 9M, (PIReR BT 7 Scre RN

Td TEIteR e, eier & siwifa P fave, agt @ geiiter
aferanf, @ma fefor

Major Theories of Economic Development - Analysis of the theory of Adam
UNIT III Smith, Ricardo, Prof. Mill. 10 Hours
il e @ v Rigia — ved e, Yarel 1 e Srigid & agem |
Rent-concept, Recordian and modern theories of rent, Quasi rent, Wages

concept, nominal and real wages, Theories of wage determination _ 10H
PN M RO, RPTS! B o= Rigid, oFTH BT oMge Rigia |, s s
<7 |

Wage concept, cash and real wages, principles of wage determination,
interest concept and principle of interest, profit nature concept and principle
UNITV of profit_ 10 Hours

OGNl QRN , TE d I Weigyl , Aoigdl ERY B (U@ |, @
IRV Ud &1l & RIgid , &n Wbl 3auRom @ & @ figid |

Suggested Readings:

2. | Kennedy John Fundamf:ntals Shoiaans Himalaya Pub., Nagpur
Economics

3. | Singh Dr. S.K. Business Economics Sahitya Bhawan Publication, Agra

4. | Sinha Dr. V.C. & Dr. Pushpa Business Economics | SBPD Publication, Agra

5. | Bhatiya H.L. Micro Economics Modern Publisher, New Delhi

ouggested Digital Platforms, Weblinks:

https://www.icsi.edu/media/website/ Business%20Economics%20(FndProg).pdf
http://www.ddegjust.ac.in/studymaterial/bba/bba-103 .pdf
https://old.mu.ac.in/wp-content/upload/2020/01/FYBCOM-BUSSIN ES-ECO-I-ENg.pdf
http://elibrary.vssdcollege.ac.in/web/data/books-com-sc/bcom 1/ BUSINESS%20ECONOMICS.pdf

AW

GUIDELINES & RULES FOR STUDENTS:

* The students are expected to follow the following rules for deriving maximum benefits of the course.
* Don't leave the campus without permission. In case of emergency, written permission from the
Course Coordinator is required. Be punctual and attend all sessions, Lectures and other activities.

¢ Take responsibility of your own work Follow the timetable, home assignments and projects should
be submitted within the stipulated time period.

* A minimum of 75% attendance is compulsory for all the Learners.
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SEMESTER 11
SUBJECT - BANKING & INSURANCE _
COURSE:GE203BIT — BANKING & INSURANCE-II (31®&®5vr Tg §H1-11)
MAXIMUM MARKS : 100 (60+40) MINIMUM MARKS : (21+14)
TOTAL CREDITS : 04 TOTAL HOURS : 48
AIMS

The main objective is to provide an understanding of company accounts. Students understand the objective
of preparation of financial statements to the users of financial statements. It includes accounting of Banking,
Insurance companies.
OBJECTIVES
To make the students understand the various services offered and various risks faced by banks.
To make them aware of various banking innovations after nationalization.
To give them an overview about insurance industry.
To make the students understand various principles, provisions that govern the Life General
Insurance Contracts.
TEACHING METHODOLOGY
¢ The Teaching Methodology shall be based on the scientifically proven methods of demonstration
and Modern Strategies.
» The Teaching Methodology for the present course would include Lecture cum Discussion and
demonstration. Teaching will be Bilingual.
* Provide visuals. Support student understanding with visual examples, instructions, and explanations.
Start with lots of scaffolding, and gradually remove it as students’ progress.
* Leverage peer-to-peer support. Assign roles to students working in groups. Individual accountability
and group rewards can increase success of students with learning disabilities. Prepare students for

collaboration by explicitly teaching strategies and language for asking peers for help and offering
support.

COURSE LEARNING OUTCOMES (CLO)
On the completion of this course student will be able-

® To understand Banking and insurance services for the economic growth of a country and importance
for the entire business procedure.

* To understand the banking system, banking procedure, practical banking etc.
* To understand the insurance system, insurance procedure, regulation of banking and insurance.
¢ They also shall be capable to earn employment in the field of banking and insurance.
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IRDA: Functions and role to regulate insurance in India.
INITL o’ o @1 .~ o o wa 3 & P & g v

Life Insurance: Historical background, Meaning, Objectives, Importance,
Essential elements. Life insurance policy and its types. Insurance proposal
to policy procedure. Conditions of life insurance policies. Claim filing
UNIT 1T rocedure and settlement of claim. 10 Hours
Siieq 4 — QRS g, U, Hed avad aw, oiad 9 9F ool
D YBR, T Rard A 4 o wfear | sfes § ust @ e, qmar wega
B B Hfsar den grEl @1 frer|
UNIT III Life Insurance Corporation of India: Functions, Progress and Evaluation. 10 Hours
ARG Sfla= 491 s —3afd aen geares

General Insurance: Meaning, Objectives & Importance. Kinds of general
A insurance and its features. Basic principles of general insurance. Procedure to
apply general insurance policies. Claim filling procedure and settlement of] 10 Hours
UNIT IV claims.

WA 91 — 39, SUTY, AU HE, WA R B UBR a0 SHd ]
T G B el Rigla, aa @ oS @ smdes ufshar, < sgE
PR DI Hfshar R qrEl BT FeRT|
General Insurance Corporation of India: Functions, progress, and
structure. Performance of private sector companies in general insurance

UNITV sector. 10 Hours
ARG |G 97 e — &, 99ifa Ud aveen, 9Ee 9T 8T § o e
B BUHEN BT He9H |

Suggested Readings:

Dr. O.P. Gupta & Dr. Sudhi . :
2. te G e g Banking & Insurance Sahitya Bhawan Publication, Agra
Kumar Sharma
™ 3. | Dr.R.L. Nolakhha Principles of Insurance R.B.D. Publication, Jaipur
Dr. K.P.M. Sund & Dr. : :
4. ’ — 8 Banking Theory, Law & Practice S.Chand & Sons, New Delhi
P.N. Varshney

Suggested Digital Platforms, Weblinks:

http://www.universityofcalicut.info/SDE/Banking onl19May2016.pdf
http://www.gdcboysang.ac.in/About/droid/uploads/! BI5thSemBcom.pdf

https://ebooks.lpude.in/management/bba/term 5/DMGT303 BANKING AND INSURANCE.pdf
https://www.subhshiv.in/2021/03/Bima-avm-bank-ke-prakar-notes-PDF .html

L=

GUIDELINES & RULES FOR STUDENTS:

The students are expected to follow the following rules for deriving maximum benefits of the course.
Don't leave the campus without permission. In case of emergency, written permission from the
Course Coordinator is required. Be punctual and attend all sessions, Lectures and other activities.

* Take responsibility of your own work Follow the timetable, home assignments and projects should
be submitted within the stipulated time period.

* A minimum of 75% attendance is compulsory for all the Learners.
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SEMESTER II
SUBJECT - ACCOUNTING
COURSE:GE203ACT - BUSINESS MATHEMATICS-II (&a9iiy® TfOr-10)

MAXIMUM MARKS : 100 (60+40) MINIMUM MARKS : (21+14)
TOTAL CREDITS : 04 TOTAL HOURS : 48

AIMS
This course provides complete skill to understand basic knowledge of Business mathematics and applications
of Vedic mathematics and their use in Business and Finance.

OBJECTIVES

*  After completing the course, student will be able to solve business and finance problems.

® To Connect acquired knowledge and skills with practical problems based on addition, multiplication,
division square and square root applied in business and in economic practices.

To discuss and practice of (BODMAS).
To Understand and use methods of quick verification of answers and mathematical expressions and
relationships in a variety of contexts.

* Demonstrate understanding of basic mathematics rules for sign in Algebra and solving equations and
practice.

TEACHING METHODOLOGY

* The Teaching Methodology shall be based on the scientifically proven methods of demonstration
and Modern Strategies.

* The Teaching Methodology for the present course would include Lecture cum Discussion and
demonstration. Teaching will be Bilingual.

* Provide visuals. Support student understanding with visual examples, instructions, and explanations.
Start with lots of scaffolding, and gradually remove it as students’ progress.

* Leverage peer-to-peer support. Assign roles to students working in groups. Individual accountability
and group rewards can increase success of students with learning disabilities. Prepare students for
collaboration by explicitly teaching strategies and language for asking peers for help and offering
support.

COURSE LEARNING OUTCOMES (CLO)
On the completion of this course student will be able-
* To apply basic terms of integration in solving practical problems field of as of business.

® To explain basic methods of business calculus, types and methods of interest account and their basic
applications in practice.

* To solve problems in the areas of business calculus, simple and compound interest account, use of
compound interest account, loan and consumer credit.
To discuss effects of various types and methods of interest account.

* Connect acquired knowledge and skills with practice problems in economic practice.

R
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o CO s At S
UNIT 1 Theory of indices (preliminary knowledge only formulae). 08 Hours
Ui & Rigid (RS 9 dad 33) |
Logarithms and Antilogarithms-principles and calculations, percentage.
UNIT II . — 10 Hours
SAYITH Gd Hfrerg T Rigia g oA, e
UNIT III Ratio, Proportion, Discount, Brokerage. 10 Hours
3T, U, g€, Taral |
UNIT IV Commission, Average, Profit and loss 10 Hours
BN, 3iid, A SR 81
Simple interest, Compound interest.
UNITV e = 10 Hours
Suggested Readings:
1% Gupta Dwalok Business Mathematics SBPD Publication, Agra
2. | Mangal Dr. Ramesh Business Mathematics Universal Publications, Indore
3. | Magar Dr. Abhilasha Business Mathematics Himalaya Publication, Mumbai
4. | Sharma J.K. Business Mathematics I.illl?itematlonal sl Bl

Suggested Digital Platforms, Weblinks:

1. https://www.gkpad.com/2020/09/bcom-books/

2. http://www.ignouhelp.in/ignou-bcoc- 134-study-material/

3. https://icmai.in/upload/Students/Syllabus-2012/Study Material New/Foundation-Paperd-Revised.pdf

_ 4. _https://www.youtube.com/watch?v=eyLsbv8E4K o&list=PLVLoWQFkZbhUFSIAjbWPVv mIAAX8BBD]

GUIDELINES & RULES FOR STUDENTS:

The students are expected to follow the following rules for deriving maximum benefits of the course.

* Don't leave the campus without permission. In case of emergency, written permission from the
Course Coordinator is required. Be punctual and attend all sessions, Lectures and other activities.

¢ Take responsibility of your own work Follow the timetable, home assignments and projects should
be submitted within the stipulated time period.

¢ A minimum of 75% attendance is compulsory for all the Learners.

4

\ M2 (et
&, v T
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SEMESTER 11
SUBJECT - COMPUTER APPLICATION
COURSE : GE203ECT - DATA PROCESSING SOFTWARE-II

MAXIMUM MARKS : 100 (60+40) MINIMUM MARKS : (21+14)
TOTAL CREDITS : 03 TOTAL HOURS : 36
AIMS

It focuses on such computer literacy that prepares students for life-long learning of computer
concepts and skills. Student discovers why computers are essential component in education,
business and society in this course.

OBJECTIVES
* To understand basics of computer and working with OS.
e To develop working skills with office tools.
e To acquire basic programming skills.
¢ To understand the basic concept of various Application of software.

TEACHING METHODOLOGY

e The Teaching Methodology shall be based on the scientifically proven methods of
demonstration and Modern Strategies.

e The Teaching Methodology for the present course would include Lecture cum Discussion
and demonstration. Teaching will be Bilingual.

e Provide visuals. Support student understanding with visual examples, instructions, and
explanations. Start with lots of scaffolding, and gradually remove it as students’ progress.

e Leverage peer-to-peer support. Assign roles to students working in groups. Individual
accountability and group rewards can increase success of students with learning disabilities.
Prepare students for collaboration by explicitly teaching strategies and language for asking
peers for help and offering support.

COURSE LEARNING OUTCOMES (CLO)
On the completion of this course student will be able-

¢ To understand the basic concept of various Application of software.
To gain knowledge of MS Word, Excel, Access and Power point.
To apply acquired knowledge in office automation tasks.
To study various methods of formatting of documentation and use of spreadsheets.
To develop and enhance presentation skills using power point.

e
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UNIT 1

Creating Excel worksheets: Entenng and Edmng cell entries: Excel
Application windows workbooks and worksheets, Moving the cell pointer,
Entering Text and numbers, revising text and numbers. working with
numbers. Creating formulae, Formatting numbers. Changing worksheet
Layout, adjusting column width and row height inserting and deleting rows
and columns, Inserting and Deleting cells, moving and copying cell contents,
naming worksheets, selecting worksheets, copying and moving worksheets,
inserting and Deleting worksheets, other formatting options, Aligning Text,
border and colure, Printing in Excel, print preview, changing page setup,
checking worksheet spelling.

09 Hours

UNIT II

Advanced Techniques in Excel: Using functions and reference: use of
functions, Entering functions, relative and absolute cell reference. Create
Named ranges, creating easy to understand charts, pie charts, series charts,
creating charts, moving, sizing and printing chart objects, Editing and
formatting charts, adding a data series, deleting a data series, modifying and
formatting charts, macros. creation of pivot table to analyses worksheet
data.

09 Hours

UNIT III

MS Access: Concepts & terms: database tables relational database, records,
fields. controls & objects, queries, forms, reports, properties wizards,
macros, MS Access requirements, starting & quitting MS Access, MS
Access workspace, tool & views.

04 Hours

UNIT IV

Database: Creating database & table with & without wizard, field name,
data types & properties adding & deleting fields, renaming fields & their

caption, resizing fields, freezing columns, primary key field & indexing
fields.

05 Hours

UNIT V

MS Access Forms: Form wizard, saving & modifying forms Entering &
editing data, finding, sorting & displaying data creating queries, using select
queries and wild cards.

MS Reports: Creating reports, previewing reports, printing reports,
modifying & saving reports relational databases. definition. purpose,
creation, viewing deleting Expressions, create pivot Table or pivot chart
views in an Access desktop database.

Google Workspace: Google Drive, Google Meet & Chat, Docs, Sheets,
Slides.

09 Hours

1.

SNt D

Suggested Readings:

Writers Guide to Microsoft word Kari Holloway

PC Software, Gaurav Agrawal & Prof. Priyanka Singla, Shiva Prakashan, Indore
Access 2016 Bible. Michael Alexander, Richard Kusieika

Excel 2019 Greg. Harvey

Microsoft Power point Made Easy: Chris Smith.

Suggested Digital Platforms, Weblinks:

https://www.webucator.com/how-to/how-use-mail-merge-microsoft-word.cfm
https://tutorialpandit.com/category/microsoft-office/

https://www.youtube.com/watch?v=xM35XZAZvYs0

https://www.youtube.com/watch?v=Zv3XMBb3V6A
http://www.digimat.in/nptel/courses/video/121106007/L12.htm|
https://support.microsoft.com/en-us/office/create-a- pwottable-to-anaEvze-worksheet data-a9a84538- bfe9 40a9-
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Syllabus — B.COM | (Open Elective) Year— Academic Session 2023-24
(Under NEP 2020 & As per Ordinance 14A)
SEMESTER II

SUBJECT - COMPUTER APPLICATION
COURSE : GE203ECP - DATA PROCESSING SOFTWARE-II

MAXIMUM MARKS : 100 (60+40) MINIMUM MARKS : (21+14)
TOTAL CREDITS : 01 TOTAL HOURS : 36
= Jome.. - .
- Creating editing saving printing, securing & protecting operations of an excel
spreadsheets.

- To prepare different types of charts in Excel.
To create students data for identity card along with photo. sign, etc. and print it.

- To create bar chart & pie chart in Excel for analysis of five years results of your
institute.

- To prepare an attendance sheet of 10 students for any 6 subjects of your syllabi. To

calculate their total attendance, total percentage of attendance of each student &
average of attendance.

36 Hours
- To create pivot table using multiple sources of date in Excel.
- To design a table, form and report in Access.

- To design queries and macro in Access.

- To get external data from elsewhere and move to access.

- Access data base, generate report and label.

- To encrypt data base with pass word in Access.

- Work on Google Drive, Meet & Chat, Docs, Sheets, Slides.

GUIDELINES & RULES FOR STUDENTS:

* The students are expected to follow the following rules for deriving maximum benefits of the course,

* Don't leave the campus without permission. In case of emergency, written permission from the
Course Coordinator is required. Be punctual and attend all sessions, Lectures and other activities.

® Take responsibility of your own work Follow the timetable, home assignments and projects should
be submitted within the stipulated time period.

* A minimum of 75% attendance is compulsory for all the Learners,
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