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Hindi- 1 25 75 100 5
English- 2 25 75 100 5
o [.CC-2201 | Financial Accounting- 3 25 75 100 5 *‘3
8 CC- 2202 | Business Communication- 4 25 75 100 5 g
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¥ | CC-2204 | Business Regulatory Framework- 6 . 25 75 100 5 A
-E CC- 2205 | Business Environment- 7 25 75 100 5
CC- 2206 | Business Economics- 8 25 75 100 5
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CENTRAL BOARD OF STUDIES-COMMERCE-PROPOSED SYLLABUS

Class Name B.Com. Part- 1 (CCC-2022)
Paper Code Paper 3 CC-2201
Title of Subject Financial Accounting

The course aims to help learners to acquire conceptual knowledge on
Objective financial accounting to impart skills for recording various kinds of business
transactions with G.S.T. and to prepare financial statements

Max Marks -~ 75+25 | Min Marks 25+10

Credit Value 5

Detailed Syllabus

No. of

Units Content of the syllabus
lectures

- | —

Accounting: An introduction: Development,

Definition, Needs, objectives, Branches of Accounting, Basic
Accounting principles concept and conventions

Unit- 1 Accounting standard: National & Intemational 15
Accounting Transaction: Concept of Single and Double entry system,
Books of original Records, journal, ledger, sub division of journal cash
book (including GST Transaction) and Trial balance

Final Accounts: Manufacturing Accounts, Trading Accounts, Profit
Loss Account, Balance Sheet, Adjustment Entries with various
provision and reserves.

Rectifications of Errors: Classification of errors, location of errors,

Unit- 2 Rectification of errors, Suspense account, Effect on profit 15
Depreciation accounting; methods of recording depreciation, methods
for providing depreciation, Depreciation of different assets; Indian
accounting standard and Income Tax,
« Computerized Accounting System (using any popular accounting

“lyegftwvare); Creation of Vouchers;

recording transactions; preparing reports, cash book, bank book, ledger
Unit- 3 accounts, trial balance, Profit and 15
loss account, Balance Sheet, Fund Flow statement, Cash Flow
Statement, Selecting and shutting a Company, Backup and Restore data
of a Company. )




Unit- 4

Accounting for Hire-Purchase Transaction, Journal entries and ledger
account in the books of Hire Venders and Hire purchase for large value
items including Default and repossession.

Consignment: Features, Accounting treatment in the books of the
consignor and consignee.

Accounting for Inland Branches:

Concept of dependent and Independent branches, accounting aspects,
debtor’s system, stock and debtor’s system, branch final accounts
system and wholesale basis system. Preparation of consolidated profit
and loss accounts and balance sheet with adjustment

15

Unit- 5

Joint Venture: Features, Accounting procedures, Joint Bank account,
Records Maintained by Co-venturer of(a) all transactions (b) only his
own transactions. (memorandum joint venture account).

Partnership Account: Dissolution of a partnership firm,

Amalgamation of partnership Firms, Conversion of partnership firm into
limited liability Company

15

. Case study/Skill based activities/field work/project work etc. (for extra credit)

Learning
out come

1. Apply the generally accepted accounting principle while recording transactions with

G.S.T.and preparing financial statement.

2. Demonstrate accounting process under computerized accounting system.
3. prepare cash book and other account necessary while running a business.

4. Evaluate the importance of depreciation
5. prepare dissolution and Amalgamation account of partnership firm:

Suggested Readings:

- =

01. Gupta, R.L. and Radhaswamy. M; Financial Accounting Sultan Chand and Sons , New Delhi.
02. Monga J.R. Ahuja Girish and Sehgal Ashok: Financial Accounting ; Mayur Paper Back, Noida.

.... ,03. Shukla M.C. Grewal T.s. and Gupta , S.C. : Advanced Accounts; S. Chand & Co. New Delhi.

6 04. Singh B.K. Financial Accounting ; Wisdom Publishing House, Varanasi.

) 05. Shukla S.M.; Financial Accounting ; Sahitya Bhawan Publication ; Agra.
06. Karim & Khanuja; Financial Accounting; SBPDPublishing House; Agra.

07. Agrawal & Mangal; Financial Accounting Universal Publication.
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CENTRAL BOARD OF STUDIES-COMMERCE-PROPOSED SYLLABUS

Class Name 1.3, 9rT- 1 (CCC-2022)

Paper Code e 93— 3 (CC-2201)

Title of Subject foea oaieA

39 UIGTHT F Sa¥d B, Awig awied ¥ ST JquRmee SHaER) o,

Objective .. wfEa ver o v9 ff sagral @ dwied W fAiwy fawer g9
¥ 9T Died fawry F<n|

Max Marks — 75+25 | Min. Marks: 25+10

Credit Value 5

Detailed Syllabus

Units Content of the syllabus

No. of
lectures

AWH: Uh U=y — [drq, UfRYY], NEvgddl, Se9d, odid &l
AN, AGTHA B ARG FHgid, GUReY Ta geg

G AFE: AT AGHA 9D (P WGl ARd § oEih
- 1 | A1 TR,

AEThA FGER: Yohd U4 fg ufafie yomelt 1 srawmon, ot sifvorg &
KT, GOl Q1T FEL4on &1 Ao @ Jae 98 (Sh.uw . amer Iika)
Td doue

YR Ud gadl |fed A wiaftest )

- 2 | il w1 HeiRr SrgfEd @ arftewwn, arggfeat @ Ruft, srgfeat
FT QUR, T Gal, T ) TG

Hufead! IR B8N, RO oG 3 AR ATTDY

FRICAGHA @i Yol (b1l Aol Jdrefen |eddy &
' ST §R), aedR & i), @aERt &1 afidgs, Ra IR e,
IFE— 3 | DS, IF g, WEEH, TelUT, @V T4 B @ian, fueer, B yarE
faaRor, Fwd yaE e, a9l & 9Ea e iR g9 e, fad)
HUA B ST §Fary iR g dAn |

15

T yRfedr ok @mEdl, 9 sk (AR 9fEa ofte e @
aegell @ forg faswrar wdig

Iy RRweTg, 9ve U9 R & qeel d dwied @dEr eiadig
TPR— 4 | G B o owieH, f3a vd vads el @Y TR, oRaies
AF AR YO, WA & W WRfea o ok wify @ qen
Il i R H1),

15

HYad Sed (Wrew): e kg uihdl, Sga S W, HE—SeH
BN W OF 91e e (@) 9 @ger &1 (@) W8 @ 9G8R @
FBE- 5 | (@FTHRE HIT VW i)

TS Q@rar - U B & AT, AN B BT YahIeRol, e
&H &1 Gifad SR S H SR




Case study/Skill based activities/field work/project work etc, (for extra credit)

1. SN.UH.2L. Aiea AIerl @ AMoET @ (AR [4awl JaR & ¥ 9
@i Rigla or] ST
W:ﬁ 2. TRGEAEA AW A HefT AR BT W s |
Wﬁﬁ : 3. 9c] T9EE & VHe RIS U I JHIF JAR A | Agg Bl |
4. TE P HE BT oAb BT |
5. AEIEN B4 @ fIued T Taiove G o |
Suggested Readings:

01. Gupta, R.L. and Radhaswamy. M; Financial Accounting Sultan Chand and Sons , New Delhi.
02. Monga J.R. Ahuja Girish and Sehgal Ashok: Financial Accounting ; Mayur Paper Back, Noida.
03. Shukla M.C. Grewal T.s. and Gupta, S.C. : Advanced Accounts; S. Chand & Co New Delhi.

04. Singh B.K. Financial Accounting ; Wisdom Publishing House, Varanasi.
0 05. Shukla §.M.; Financial Accounting ; Sahitya Bhawan Publication ; Agra.
' 06. Karim & Khanuja; Financial Accounting; SBPDPublishing House; Agra.

07. Agrawal & Mangal; Financial Accounting Universal Publication.

HEHl B T U9 SRER

Subject Expert

Chairman HOD PG Department | HOD UG Department
AL | Coob
2 2 2 (=, g
OFfob| 22— » WS Pusam W
3 3 AR A pLubP
T2 M i / Aaf

il

¥y

i

6 Pty

4%&4
z a4




F

hoad

s

CENTRAL BOARD OF STUDIES-COMMERCE-PROPOSED SYLLABUS

Cl'ass Name: B.Com. Part [ (CCC-2022)

IPaper Code/Paper No. [Paper — 4 (CC-2202)

Title of Subject: Business Communication

Objectives:

The course Aims to impart the learner’s skill in reading writing comprehension
and communication in business field especially using electronic media.

Max Marks — 75+25  Min Marks 25+10

Credit Value 5

Detail Syllabus

Units

Content of the Syllabus

No. of Lectures

Unit 1

Introducing Business Communication: — Definition, Concept and
Significance of communication. Basic forms of communications;
communication Models and Process: Principal of Effective
communication; Theories of communication;

Self-Development and Communication Development of Positive personal
attitude. SWOT analysis. Communication: Ethics. Business Language.

15

Unit 2

Corporate communication. Formal and Informal communication
Network;

Grapevine; Miscommunication (Barriers) and improving communication,
Practices in Business communication - Group Discussions. Seminar.
effective listening, - Principle of effective listening, Factor of effective -
listening exercises, Oral. Written and Video session, Audience analysis and
feedback.

15

Unit 3

Writing skill - Business letters — Definition, Concepts, Structure,
lAdvantage,

Disadvantage. need and kinds of business letter. Essentials of Effective
Business letter, Good news and bad New letters, Office memorandum Writing

Resume and letter of Job Application.

15

Unit 4

Report Writing: Introduction to a Proposal, Short report and formal
report,

report preparation.

Oral Presentation Principles of Oral Presentation, Factor effecting
Presentation,

Sales

Presentation, Training Presentation, conducting surveys, Speeches to
Motivate, o

Presentation skill. a

15

Unit 5

[kinesics,

Non- Verbal Aspects of communicating, Body Language: K

Proxemics, Para Language.
Interview skills: Appearing in Interviews; Conducting I interview; mock

Interview.
Modem for ins of Communicating: Fax; E-Mail; video Conferencing; etc.

international Communication for globe business.

15

Case study/Skill based activities/field work/project work as applicable (for extra credit)

earning
Out comes

1- [Know Various forms of Communication, Communication Barriers.

P-  (Comprehend a variety of Business Correspondence and respond Appropriately.

Effectively.

3- | Use appropriate Grammatical Constructions and Vocabulary to Communicate
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Su'égested Reading (Books) :(—

—_—

Balasubramanian: Business Communication: Vikas Publication House, Delhi.

Kaul: Effective Business Communication: Prentice Hall, New Delhi,

Patri VR Essentials of Communication: Greenspan Publication, New Delhi.

Senguin J : Business Communication: The Real World and your career, NewDelhi.

Dr. Mishra, Shukla and Patel: Business Communication: SBPD PublishingHouse, Agra.
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CENTRAL BOARD OF STUDIES-COMMERCE-PROPOSED SYLLABUS

Class Name dHMHE. 9T— 1 (CCC-2022)
Paper Code ¥ 93— 4 (CC-2202)
Title of Subject FIHI® HaR

qraamd & 9red el & @awiie &9 § ygA forms wee iR TER
Objective QWWmﬁlmmﬁWﬁmmﬁWEEW
Max Marks — 75+25 | Min. Marks: 25+10
Credit Value 5

Detailed Syllabus

No. of

Units Content of the syllabus
lectures

TS WY BT UR=: TRAINT, JURVIY Ud HOR & 96, 9aR
e 1 P AT TR, [HUU Aed R SHS Uik, wUwvr @ R,

THfABTE Yd HHRIHS AfdrTa gResor & fawm, SWOT fagemo, 13
HAR Afddl, gaaids v -

TS HeeT § 9 A=IRe g FI=iRe a9y §31: J0dred,
HUO ¥ ¢ TG GUR, AR § AEEIdS GUev- qrfes gk,
THR- 2 | WU | T G- wE g @ fRigia, waeed g @ 15
FHRE— G- 61 FrAE, 9w, falea vd Rkl w=, s favemor va
gfogfe |

TG FIAII— SATAP T3—  GIRHTST, IRV, T Gd 0, &1y |

- awgdal W@ A= yeR @ wawiide 93, T @mike uF B 15

-3 ;ﬁmawwmmw Pratera s, wmwm
T3 |

e s uwag &1 IRE, oY Rre, sfivamie Rue g Rud oeq
Bt AN |
THE- 4 WWWW%&@HWWWW 15

arwmwﬁw$mé%‘cﬁw Y U9 qEd HI9T, SRR |

, HETHR HIEAr TEER | WA BT, EHR $T A= BT,
THE- 5 %mw:ﬁwﬁagﬁmm,%w,é—ﬁa,mm 15
anfe | Aas =aam & oy i oy

Case study/Skill based activities/field work/project work ete. (for extra credit)

IGHHA 1. TR P QAN HU (g HER gl @ SHA B 7 |
ITH DY 2. =1 woeR & WEARG TSER B 9HET U9 SEa w9 ¥ uikar <97
af¥erferat 3. WA € 9§ Hag e @ I Suge ameeive fmter g wrearae &1 wan




Suggested Reading (Books) :—

Balasubramanian: Business Communication: Vikas Publication House, Delhi.
. Kaul: Effective Business Communication: Prentice Hall, New Delhi,

. Senguin J : Business Communication: The Real World and your career, NewDelhi.
. Dr. Mishra, Shukla and Patel: Business Communication: SBPD PublishingHouse, Agra.

1
2
3. Patri VR Essentials of Communication: Greenspan Publication, New Delhi.
4
5

el # M Ud gEN

Chairman

HOD PG Department

HOD UG Department

Subject Expert

1
Wou;w

\

| p=

G ehalt

p—

2| G&—

g’ om&lﬂvj’"- ’ - » RS Pus a= 2’(//l
3 | O 3 M 3<W/ 3 A&;‘uww
4@9/ 4%@%% 4 4 @*X
5 5 ;{’\V 5 5 %/_4/

6 6 6

-




&

[; CENTRAL BOARD OF STUDIES-COMMERCE-PROPOSED SYLLABUS
1

Class Name: B.COM Part-I (CCC-2022)

Paper Code/Paper No: | Paper-5 (CC-2203)

Title of Subject: Business Mathematics

Objectives:

To enable the students to have such minimum knowledge of
mathematics as is applicable to business and economic situations

Max marks: 75 + 25 Min, Marks: 25+10

Credit Value 5

Detail Syllabus

Unit

Content of Syllabus

No. of
Lectures

Unit- 1

Average: Meaning, characteristics, uses, merits & demerits and
limitations

Simple and combined average, change in term value, speed average,
weighted average, algebraic problems! Calculation of average in case
of large number of terms.

Ratio- Meaning and characteristics, comparison of ratios, division of
ratios, calculation of real numbers on basis of ratios, adding or
subtracting the same number in terms of ratio, practical use of ratio in
business and consolidation.

| Proportion- Meaning, Characteristics, Difference in ratio and

proportion, Problems related to Continuous Proportion, Indices
Proportion, Mix ratio. '

Percentage- Meaning and utility, rules related to percentage, number,
election, examination, income expenditure, consumption, mixture,
problems related to population.

15

Unit- 2

Commission and Brokerage- Meaning, types of business agency, cash
and redemption transactions, commission before and after bonus
benefits, problems related to the word prior/ due amount.

Discount- Meaning and types, problems related to trading discount,
cash discount, sequential discount and equivalent discount rate.

Profit and Loss- Cost or purchase price, selling price, profit, loss,
gross profit, concept of gross profit, percentage profit loss, purchase
and sale price, more than one buyer and seller, dishonesty, adulteration,
discount, commissicn related problems.

15

Unit- 3

Matrices-Meaning and definitions, types of matrix, Algebra of matrix,
transposed matrix

Determinants-Meaning and definitions, minor, co-factor, calculation
of values of determinants up to third order, Laplace’s method, Sarru’s
method

Preparation of Invoice-Meaning, Contents, Advantages and types of
Invoice, Methods of preparing Invoice.

15

Unit- 4

Logarithms and Antilogarithms-Meaning, properties, fundamental
laws and types, practical use of logarithm and antilogarithm table
Simple and Compound interest- Principal, amount, concept of real
and nominal rate of interest, difference between simple interest and
compound interest, practical problems related to interest, time, rate,
principal and amount. Calculation of interest by third, tenth and tenth
rule and common multiplier method.

15




I Unit-5 | Vedic_mathematics -Brief history of Vedic mathematics in Indian

knowledge tradition, methods and practice of quick calculation of
addition, multiplication, division, square and square root of numbers
through Vedic mathematics, method of quick verification of answers 15
from Digit Sum.

Simultanecus equations-Meaning, characteristics, methods of solving
equations in two variables- Graphical, Substitution, Elimination and
Cross multiplication.

Keywords/Tags: Vedic mathematics, Logarithms, Simultaneous Equations, Ratio, Proportion,
Discount, Brokerage, Commission, Average, interest

Case study/Skill based activities/field work/project work etc. (for extra credit)

Learning | 2.To solve problems in the areas of business calculus, simple and compound
Out comes interest account, use of compound interest account, loan and consumer credit.

1.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.

3.To discuss effects of various types and methods of interest account.
4. Connect acquired knowledge and skilis with practical problems in economic
practice.

I AN

Suggested Books
1.

Dr. Karim & Agrawal, Business Mathematics SBPD Publishing house, Agra(Both Hindi &
English medium)

Magar Dr. Abhilasha Business Mathematics Himalaya publication Mumbai

Sancheti & Kapoor Business Mathematics Sultan chand and sons New Delhi

Sharma J.K. Business Mathematics K International pvt. Ltd. New Delhi

Kumar Mrityunjay Business Mathematics S. Chand Publishing New Delhi

Agrawal Dr. Mahesh Business Mathematics Ramprasad and sons Bhopal
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CENTRAL BOARD OF STUDIES-COMMERCE-PROPOSED SYLLABUS

Class Name

DM AFT— 1(CCC-2022)

Paper Code

9T UH — 5 (CC-2203)

Title of Subject AT TTIoTd

Objective

AEHNGS TG 09T & egg— 9

eTar wra &rf,

ey @R fofa o9 & |ew 8,

T[eTd B,

« faenfofal & e wfafes & o ol § ¢F awfys T ot A
« iy A= den qeufe fAela Bl 99 3 aifde aRom
- fafr=1 ofeavft wdemeli § gu w9 gt M @ AeEl @Y B PR A

fawdi & WEarHE el B SRIIA g 9 o B ¥ IrHET 8nf |

Max Marks —

75+28 | Min. Marks: 25+10

Credit Value

5

Detailed Syllabus

Units

Content of the syllabus

No. of
lectures

awd ¢ o, ey, Swiffn, 7o 3R Y vd WY |Eeg g
e e, 93 g ¥ gRedy, sitwa nfa, wike sivaa, Sofeda
AR, UG] & W& e 89 9R i @ ToET |

9T : ek UE fARIvaT], Srgun @ gor, ergur # faror, srur
P AR W IS GBI BT AMTUE, FJUR Ya) H WHM HeEdm

P~ 1

SISl W1 Y] HETEl SFI, YR U4 WISk # U B SIaeTRe
IqEN,

FArgaa : 31, R, srua ok WU # oW, | A,
I, s ¥ ek g

wierereren - aef g9 SwAfan s @ w=fuw Fam, W, gAm,
TR, M, @, FUHIT, ST, SEaEE 9 S A

Y, A & 49 U9 9990 HHEE, IE W /90 i Sl ane |
BT T SUER : e Ud bR, AuiRe 981, "6 g, Hive 95 vd
o 97 eX W TR TR |

A= : AT OT1 d 4], Ak g, oM, g, Add M, €
o, @I AU, A o ', B a1 fapa e, A o
mHa O A, I3ar), feae, g, FHeE | 99a 99 |

arerar frameny ufedd anmegg

AM B A, ATE Ud 9RE )

drors &1 FEfor — o, @M, yoR w@ dae 4 Bl [, foe T
@1 faftm

15




TGOS U4 WIS 3, WU, Y (9 U4 "Ed, gIvd U9
girergTors ARYY @1 ARG U

WERY Ud Igfe =Tl ¢ e, s, ol 6 arsifde g e
TR B SGRN

HHRYT 1T U4 Igfa ATl § <R, A, §9d, T, Joru- Ud s
Y gt araeiRe aearg. g, <o @ ey A qun arEre
Y | = @ AT

15

PE— 5

s Tm arRdra o1 wouRr # Afes o @ Ot sfoea aike
TRw & A ¥, W B i, o0, 9w E g el @l R
ToET Y fAffET U9 anr, @i @ SR @ @R o o Ay

o e ¢ 3 Gd HE, 9 w9 H Y@y WHIeRY Bl el
% e AR, sfrerem (R, s Y @ eyl faftat

15

Case study/Skill based activities/field work/project work etc. (fof extra credit)

UIGAHH
IETIT B
gRaferr

R I,

1. QU & ©U N ARG TR & &3 Bl g1 HT H (DG PI givarar
¥l B AR HRAT| AR TUET B
faftra} ok R ¥ S gREE syt @ e B B g |

2. ENUR TVET, WRH AR
R ST RO B & ¥ OARmal B 8 B @ fTg |

3. g O @ I yeRi v fafti & wwmal R == e

4. fita 9 3R Berd & anfdfe aer § aaEEiie aawmEl | @A |

e, O W & YER 3R
N T B SYANT, 97

Suggested Readings:

(= Y R SR U N R

Dr. Karim & Agrawal, Business Mathematics SBPD Publishing house, Agra
Magar Dr. Abhilasha Business Mathematics Himalaya publication Mumbai
Sancheti & Kapoor Business Mathematics Sultan chand and sons New Delhi
Sharma J.K. Business Mathematics IK International pvt. Ltd. New Delhi
Kumar Mrityunjay Business Mathematics S. Chand Publishing New Delhi
Agrawal Dr. Mahesh Business Mathematics Ramprasad and sons Bhopal
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H /Q{W ﬂ 1 W 1 % 1( BW@
2 -&Z‘};z?@wg 2 )/ 2 fr%f:”:;m« 2% )
3",.n O 3 @M)( 3 ’ﬁ?@_‘bm\fﬁ’“’ 3 A;éwaw
4 (W 4 SMJ\%W 4 4 ’QM/ A
5 5 ;y 5 5 2@/—’\)/
6 ,,@u&_:ﬁ_ {




CENTRAL BOARD OF STUDIES-COMMERCE-PROPOSED SYLLABUS
| Class Name B.Com — I* Year (CCC-2022)
’ Paper Code/Paper No. | Paper — 6 CC-2204
Title of Subject : Business Regulatory frame work
Objectives: To provide a brief idea about the framework of Indian business laws
Max Marks - 75+ 25 | Min Marks- 25 + 10
Credit Value 5
Detailed Syllabus _
Units Content of the Syllabus No. of
Lectures
Law of contract (1872) —I : Nature of contract classification; offer and
Unit -1 | acceptance.; capacity of parties to contract, free consent, considerations, 15
Legality of object; Agreement declared void.
Special contracts; Indemnity & Guarantee, Bailment and pledge Law of
e,“ Unit-2 | Agency- Meaning, Modes of creating Agency, Types of Agents, 15
A Personal Liability of an Agent and Termination of Agency.
“ Sale of Goods Act (1930): Definition, Sale & Agreement to sell, Types
Unit -3 || of Goods, Conditions & Warranties, Sale by Non-owners, Unpaid Seller, 15
‘| CIF, FOB and Ex-Ship Contracts.
Negotiable Instrument Act (1881) Definition of Negotiable instrument;
;| Feature; promissory note; Bill of exchange cheque; Holder and holder
Unit ! 4 in the due course; crossing of a cheque, types of crossing; Negotiation; 15
J dishonor and discharge of negotiable instrument, Information
technology Act 2000 and cybercrime Act 2012 related to ¢- Business
only.
The consumer protection Act 2019: Main provision, Definition of
consumer, consumer Disputes, Grievances redressal machinery;
Unit - 5 | Indian partnership Act1932, Limited Liabilities partnership Act 2008, 15
; Introduction of Intellectual property Right Act — Copyright, Patent &
. Trademark.
[ Case study/Skill based activities/field work/project work as applicable (for extra credit)
/ | To know the students with the basic concept terms & provisions of
mercantile and business laws.
Learning | 2 | To develop well verse in basic provisions regarding legal framework
out comes governing the business world.
) 3 | Knowing the rights and liability of every citizen regarding consumer
protection act.

Suggested Readings: Book
i. Kuchal M.C. Business Law: Vikas publishing house, Delhi. (English Medium)
2. Lapoor N.D.: Business Law; Sultanchand & Sons, New Delhi. (English Medium)
. 3. Chandha P.R.: Business Law; Galgotia New Delhi. (English Medium)
4. Dr.).K. Vaishnav: Business Law; Sahitya Bhawan Publication Agra (English Medium)
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CENTRAL BOARD OF STUDIES-COMMERCE-PROPOSED SYLLABUS

Class Name M. H— 1 (CCC- 2022)

Paper Code ¥ UA- 6 CC-2204

Title of Subject ayd |i=aT Td ®aNEr

W AR $TF @ el D AGENRS B 5 WS $ | G a9

Objective et B arfrardar 1 wHE |
Max Marks — 75+25 | Min. Marks: 25+10
Credit Value 5
Detailed Syllabus
Units Content of the syllabus No. of
lectures
I AR (1872) : eqaa?qzﬁwqaa?ﬁmw g AR Wit
TEE- 1 | UEER A I IR B e, W GEAR, U, Sied A de, 15
‘ el Bif¥a oEvd | ‘

faftre argam - g1 e (@fof) o v, ey gon PR, Tore
THE— 2 | (AfmRe) @ arfer— oRf, ol iY@ WoR, Tui B TOR, (S 15
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Case study/Skill based activities/field work/project work etc. (for extra credit)
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CENTRAL BOARD OF STUDIES-COMMERCE-PROPOSED SYLLABUS

Class Name

B. Com Part-1 (CCC-2022)

Paper Code/ Paper Paper — 7 (CC-2205)

No.

Title of Subject: Business Environment

Objectives:

1. To acquaint students with the local and global environment of business.

2. To acquaint students with the economic, political and technological environment in
business

3. To acquire in - depth knowledge of govt. policies and legal environment of business.

Max Marks 75+25 Min Marks 25+10

Credit Value

5

A

Detailed Syltabus

Unit

No. of

Content of Syllabus Lecturers

Unit- 1

Business Environment: Type of Environment-internal, external, micro
and macro environment. Competitive structure of industry, environmental
analysis and strategic management. Managing diversity. Scope of 15
business, characteristics of business. Objectives and the uses of study.
Process and limitations of environmental analysis.

Unit- 2

Economic Problem of Growth: Inflation Parallel Economy Industrial
Sickness

Economic Factors of Growth: Foreign Direct Investment (FDI), 15
Foreign Portfolio Investment (FPI), Micro, Small and Medium
Enterprises (MAMEs)

Unit- 3

International Environment: Trends in World Trade & The Problems of
Developing Countries, Foreign Trade & Economic Growth,
International Economic Groups: GATT, WTQO, UNCTAD, World 15
Bank, IMF, TRIPS, TRIMS

Regional Trade Agreements: European Union (EU), ASEAN, SAARC,
NAFTA

Unit- 4

Govt. Policies: Export-Import Policy, Monetary & Fiscal Policy,
Privatization, Liberalization, Globalization, Demonetization, 15
Disinvestment, Foreign Exchange Management Act 2000
Industrial Policy, Industrial Licensing (National & State)

Unit- 5

Economic Planning: Need, Objective, Strategy, Review of Previous
Plan, NITI AAYOG, Gross Domestic Product : Meaning, Characteristics,
calculation and impact in employment & productivity with refence to
India & Chhattisgarh. ’

Economic Environment in Chhattisgarh:

Economic of Chhattisgarh — Its Basic Feature, Population of Chhattisgarh 15
and Its Characteristics. Industry and Industrial Development in
Chhattisgarh Mineral & Mineral Based Industry in Chhattisgarh.
Agriculture in Chhattisgarh. Forest & Forest Produce in Chhattisgarh.
Development of Power in Chhattisgarh. Development of Transport in
Chhattisgarh.

Case

study/Skill based activities/field work/project work as applicable (for extra credit)

fi




I

M\

1. Understand relationship between environment and business Applying the
environment analysis techniques in Practice.

2. The students will be able to demonstrate and develop conceptual framework of
Learning Out comes | business environment and generate interest in international business.

3. Familiarize with the Nature of local business environment and its component.
4. Acquaint students with govt. policies and different roles for the emergence,
upliftment and smooth functioning of business organization.

Suggested Readings:

01. Sheikh Saleem, Business Environment, Pearson

02. Francis, Cherunilan, Business Environment, Himalaya Publishing House

03. Gupta C.B., Business Environment Sultan Chand & Sons

04. Paliwar Veena Keshav, Business Environment, PHI Learning Private Limited, Delhi

05. Singh Ranjeet ,Business Environment, Kalyani Publishers New Delhi

z 6 06. Sinha V.C., Business Environment (Hindi & English), SBPD Publications Agra

07. Upadhyay Sharma Dayal, Business Environment (Hindi), Ramesh Book Depot Jaipur

08. Singh, Dr. S.K., Business Environment (Hindi), Sahitya Bhawan Publication Agra

09. Jain Dr. S.C., Business Environment (Hindi), Kailash Pustak Sadan, Bhopal

10. Joshi Rosy, Kapoor Sangam, Business Environment (Hindi), Kalyani Publishers New Delhi
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CENTRAL BOARD OF STUDIES-COMMERCE-PROPOSED SYLLABUS

Class Name 41 HM. WI— 1 (CCC-2022)

Paper Code U 9 -7 (CC-2205)

Title of Subject IS qaTavel

1. B B AT B WIMTY 3R %96 Iy § YRR B4l |

2. BT B e § e, ot 3R g ararERre ¥ gk
Objective BT |

3. WRPR B AfAl 3R YR B ST A6 B TET F9 I BT |

Max Marks — 75+25 | Min. Marks: 25+10

Credit Value 5

Detailed Syllabus

No. of

Units Content of the syllabus
lectures
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Case study/Skill based activities/field work/project work ete. (for extra credit)
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Suggested Readings:

01.
02.
03.
04.
05.
06.

Sheikh Saleem, Business Environment, Pearson

Francis, Cherunilan, Business Environment, Himalaya Publishing House

Gupta C.B., Business Environment Sultan Chand & Sons

Paliwar Veena Keshav, Business Environment, PHI Learning Private Limited, Delhi
Singh Ranjeet ,Business Environment, Kalyani Publishers New Delhi

Sinha V.C,, Business Environment (Hindi & English), SBPD Publications Agra

07. Upadhyay Sharma Dayal, Business Environment (Hindi), Ramesh Book Depot Jaipur
08. Singh, Dr. S.K., Business Environment (Hindi), Sahitya Bhawan Publication Agra
09. Jain Dr. S.C., Business Environment (Hindi), Kailash Pustak Sadan, Bhopal
10. Joshi Rosy, Kapoor Sangam, Business Environment (Hindi), Kalyani Publishers New Delhi
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CENTRAL BOARD OF STUDIES-COMMERCE-PROPOSED SYLLABUS

Class Name

B.Com.1st Year (CCC-2022)

Paper Code/ Paper No.

Paper- 8 (CC-2206) .

Title of Subjects:

Business Economics

Objectives:

The course aims to acquaint the learners with fundamental economic

theories and their impact on pricing, demand, supply, production,
concepts.

and cost

Max Marks 75 +25

Min Marks: 25 + 10

Credit Value

5

Detailed Sytlabus

Units

y

A

Content of the Syllabus

No. of

Lectures

Unit-I

Introduction: Micro &Macro Economics Meaning, Scope, Importance and
limitations, nature, Distinguish between Micro &Macro Economics
Business Economics Meaning, Definition, objective and nature & Scope,
Role and Responsibilities of a business Economist.

Market Demand Analysis: Meaning of Demand and Determinants of

Demand, Changes in Demand, Demand Function Law of Demand, Types of
Demand and Exceptions of Law of Demand

15

Consumer Behaviour and Elasticity of Demand: Utility Analysis of

Demand, Law of Diminishing marginal utility & Consumer Surplus,

Unit-2 | Indifference Curve technique, Price Line or Budget Line , Concept of
Elasticity of Demand, Importance, Types, Calculations of different concepts
of Elasticity, Methods of measurement of Price Elasticity of Demand

15

Production Analysis: Meaning of Supply and Supply function, Concepts

] of Stock and Flow, Determinants of Supply, Law of Supply, Changes in
Unit-3 | Supply, Production Function: a) Law of Variable Proportions b) Law of -
4 Returns to Scale, Economies and Diseconomies of Scale

15

’ Market Morphology and Equilibrium of the Firm and Industry:

Unit-4

Meaning, Classification and Types of Market, Market structure formed on
the basis of perfect and imperfect competition, Price and output
determination under Perfect Competition, Price and Output determination
under monopoly, Discrimination Monopoly- Features, Price and Output
determination under discriminating Monopoly, Price and Output
determination under Monopolistic Competition, Oligopoly

15

Chhattisgarh Economy- Price Control- Price ceiling and price floor, Study
Unit-5 | of Chhattisgarh economy, Prospects of economy development, Economic
Survey of Chhattisgarh

15

Case study/Skill based activities/field work/project work ete. (for extra credit)

h
¥




Y.

Examine how different economic systems function and evaluate implications of
various economic decisions;
Examine how consumers try to maximize their satisfaction by spending on

. 2 : A
Learning different goods;
Out 3 Analyze the relationship between inputs used in production and the resulting
comes: outputs and costs;
4 Analyze and interpret market mechanism and behaviour of firms and response of

firms to different market situations
5 | Examine various facets of pricing under different market situations.

Suggested Readings:

1. Ahuja, H. L. (2019). Theory of Micro Economics. New Delhi: Sultan Chand Publishing
House.
2. Koutsoyannis, A. (1975). Modern Microeconomics. London: Palgrave Macmillan.
3. Chaturvedi, D. D., & Gupta, S. L. (2010). Business Economics Theory & Applications.
e New Delhi: International Book House Pvt. Ltd.
4. Kennedy, M. J. (2010}. Micro Econgmics: Mumbai: Himalaya Publishing House.
Websites: *

1. Relevant study material of ICAL: www.icai.org.
2. https://www.icsi.edu/media/website/Business%20Economic
3. https://www.businesseconomics.com/
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CENTRAL BOARD OF STUDIES-COMMERCE-PROPOSED SYLLABUS

Class Name A PM. AFT— 1 (CCC-2022)

Paper Code Ueq UA— 8 (CC-22086)

Title of Subject S Adere

Objective

MY, TTEH SR AT IAIRONAT GR ITH TG F GRIDT BT |

Max Marks — 75+25 | Min. Marks: 25+10

Credit Value 5

Detailed Syllabus

Units

Content of the syllabus

No. of

lectures
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Case study/Skill based activities/field work/project work etc. (for extra credit)
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Suggested Readings:

01. Dr. V.C. Sinha (2022): Business Economics; SBPD Publishing House
02. M.L. Jhingan (2016); Microeconomics, Vrinda Publication Delhi

03. Dr. Jay Prakash Mishra (2017); SBPD Publishing House, Agra

04. Dr. J.K. Jain; Business Economics, Madhya Pradesh Hindi Granth Academy; Bhopal.

Websites:

1. Relevant study material of ICAl: www.icai.org.
2. https:/fwww.icsi.edu/media/website/Business%20Economic
3. https://www.businesseconomics.com/
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l 7

Scheme of B.Com. (Computer Application)

P I

Total
. Theory/ | Total Marks
Year Course Code Subject Name Practical | Credit
pom s Max | Min
BCOMCA-IT Computer fundamental and Theory 4 50 17
) Information Technology
First | pcoOMCA 2T | PC Software and Multimedia | Theory | 4 so0 | 17
- BCOMCA-1P LABI: PC Softwarcand | p,yieq1 | 2 s0 | 17
Multimedia
BCOMCA-3T E-Commerce Theory 4 50 17
Second BCOMCA-4T Computerlzec}r :;lc;ountmg with Theory 4 50 17
BCOMCA-2P LAB 2: Tally Practical 2 50 17
BCOMCA-5T Programming in Visual Basic Theory 4 50 17
Third BCOMCA-6T Relational Dastabase Management Theory 4 50 17
ystem
- = BCOMCA-3P |LAB 3: Visual Basic and RDBMS| Practical 2 50 17
Total 30 450

Note: There shall be four extra credits in all the years of under graduation for internship/apprenticeship.

The certificate of extra credits would be provided by the concern university and is not mandatory.
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Part A: Introduction

Progra

m; Certificate Course | Class: B. Comd Year- CA | Year: 2022 | Session:2022-2023

b

Course Code BCOMCA-IT

2

Course Title Computer Fundamentals and Information
Technology

3

Course Type Theory

4

Pre-requisite

(if any) No

B P T

-Course At the end of this course, the students will be able to:

Learning. e Understand the history and types of computers and various

Outcomes

(CLO) input/output devices.

Understand the concept of memory and its types.

Understand the concept of information technology.

Understand the basic components and storage of computer system..
Understand the concept of software and computer languages.

Credit Value Theory: 4

Total Marks Max. Marks: 50 | Min Passing Marks: 17

Part B: Content of the Course

Total No. of Periods: 60

Unit

Topics

No. of
Periods

Fundamental of Computer: History of computer, Generation of computer, Types
of Computers, Block diagram of CPU, Digital and Analog computers and its
evolution. Major components of digital computers, types of digital computers,
Microprocessors, Single chip Microcomputer, Large and small computers, Users
interface, hardware, software and firmware, multiprogramming, multiuser system,
Dumb smart and intelligent terminals,

Number system & Computer Codes: Number systems: Decimal number system.
Binary number system. Octal and Hexadecimal number system. 1's and 2's
complement. Codes: ASCII, EBCDI codes, gray code and BCD.

12

Computer Peripherals: Introduction to Input Devices: Categorizing Input
Hardware, Keyboard, Direct Entry- Card Readers Scanning Devices - O.M.R.
Character Readers, Thumb Scanner, MICR Smart Cards, Voice Input Devices
"Pointing Devices - Mouse Light Pen, Touch Screen. Computer Qutput Devices:
Output Fundamentals, Hardcopy Output Devices, Impact Printers, Non-Impact
Printers, Plotters, Computer output Microfilm/Microfiche (COM) System,
Softcopy Output Devices, Cathode Ray Tube, Flat Screen Technologies,
Projectors, Speakers

12

11

Basic Components and Storage: Central Processing Unit: The Microprocessor,
control unit, A.L.U., Registers, Buses, Main Memory, Main Memory (RAM) for
microcomputers, Read Only Memory (ROM). Storage Devices: Storage
Fundamentals, Primary and Secondary Storage, Data Storage and Retrieval
Methods — Sequential, Direct & Indexed Sequential, Tape Storage and Retrieval
Methods Tape storage Devices, characteristics and limitations, Direct access
Storage and Microcomputers - Hard Disks, Disk Cartridges, Direct Access Storage
Devices for large Computer systems, Mass storage systems and Optical Disks, CD
ROM.

12

v

Computer Software and languages: System Software: System software Vs.
Application Software, Types of System Software, Introduction and Types of
‘Operating Systems, Boot Loader, Diagnostic programs, BIOS, Utility Programs,

12

P
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Application Software: Microcomputer Software, Interacting with the System,
Trends in PC software, Types of Application Software, Difference between
Program and Packages. Computer Language: Definition, Generations of Computer
languages, Types of Languages, Language Processors: Assembler, Interpreter,
menmslee s o - Compiler, Linker and Loader, Programming constructs, Algorithm and flowchart.
Information Technology: Concept of 1T and information system, Application of
IT (In Business, Education Medicine Science Governance and Agriculture) Impact
of IT on society and industry, Legal and Ethical aspect of IT, Security and Threats
in [T, M-Commerce, Virtual reality, latest trend in IT, future of IT.

12

"IKeywords: Computer, Input /Output Devices, Memory, Software and Computer Languages, IT.

Part C - Learning Resources
Text Books, Reference Books. Other Resources

~~[~~Suggested Readings:

1. Computer Fundamentals, P.K. Sinha, BPB Publication, Sixth Edition.
2. Fundamentals of Computers, V. Rajaraman, PHI Sixth Edition.

3. Computer Fundamentals Architecture and Organization, B. Ram, New Age International
winfewnrs o= Pyublishers, Fifth Edition.

4. Fundamentals of [nformation Technology, Chetan Shrivastava, Kalyan Publishers.
5. Computers Today, Suresh K. Basandra, Galgotia Publications.
6. Fundamentals of Information Technology, Alexis Leon and Mathews Leon, Vikash Publication.

" "“E-Resources:
Introduction to Computer Fundamental:

1. https://'www.w3schools.blog/computer-fundamentals-tutorial

2. hups://vikaspedia.in/education/digital-litercy/it-literacy-courses-in-
wewf oo e o gggociating-with-msup/computer-fundamentals
3. https://www.tutorialspoint.com/computer_fundamentals/index.htm
4. https://vikaspedia.ineducation/digital-litercy/it-literacy- courses-in-

associating-with-msup/computer-fundamentals

5. Concept of IT: https://onlinecourses.swayam2.ac.in/cec20_cs05/preview

ror | fna 1 TR

Part D: Assessment and Evaluation

Suggested Continuous Evaluation Methods:
Maximum Marks: 50

Continuous Comprehensive Evaluation (CCE): As per rule
University Exam(UE): 50 Marks
Internal Assessment:

Continuous Comprehensive Class Test/Assignment/Presentation As per rule
Evaluation (CCE)

4r

U T WERL Le T mama W

Declaration

The syllabus of this subject is framed as per the TOR provided by the department of higher education,
Chhattisgarh.
1. Dr. H.S. Hota - Chairman

e e wav e Prof and Head, Department of Computer Science and Application ))/
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I Atal Bihari Vajpayee Vishwavidyalaya, Bilaspur
2. Dr. Sanjay Kumar
Prof. and Head, SoS in Computer Science,
Pt. Ravishankar Shukla University, Raipur
3. Mr. Jitendra Kumar
"ASstTProf., Dept. of Computer Science and Application
Atal Bihari Vajpayee Vishwavidyalaya, Bilaspur
4.  Mr. H.S.P. Tonde
Asst. Prof. and Head, Dept. of Computer Science, Sant Gahira Guru
University Sarguja, Ambikapur
s oo o9e. Dr. Mamta Singh
Asst. Prof. and Head, Sai College, Bhilai Hemchand Yadav
Vishwavidyalaya, Durg
6.  Mr. Sushil Kumar Sahu
Asst. Prof. and Head, Christ College, Jagdalpur Shaheed Mahendra Karma
Vishwavidyalaya, Bastar
weemmn o= Mr. Vikrant Gupta
Prof. and Head, Batmul Ashram College, Salheana Shaheed Nand Kumar
Patel University, Raigarh
8. Mr. LK. Gavel
Asst. Prof. and Head, Govt. Ghanshyam Singh Gupt, PG College, Balod
cremm e emechand Yadav Vishwavidyalaya, Durg .
9.  Dr. Anil Kumar Sharma
Asst. Prof. and Head, AP.S.GMN.S, Govt. PG College, Kawardha
Hemchand Yadav Vishwavidyalaya, Durg
10. Mr. Vishwnath Tamrakar
Asst. Prof. and Head, Sant Guru Ghasidas Govt. PG College, Kurud, Pt.
et vasieec~ Ravishankar Shukla University, Raipur
11. Ms. Anjeeta Kujur
Asst. Prof. and Head, Govt. RB.RN.E.S. PG College, Jashpur Sant Gahira
Guru University Sarguja, Ambikapur
12.  Mr. Suresh Kumar Thakur
_ Asst. Prof. and Head, Indira Gandhi Govt. PG College, Vaishali Nagar
Hemchand Yadav Vishwavidyalaya, Durg
13. Dr. Ugrasen Suman
Prof. and Head, Dept. of Computer Science
Devi Ahila Vishwavidyalaya, Indore
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Part A: Introduction

™ |7 Program: Certificate Course Class: B. Com.I Year- CA | Year: 2022 Session:2022-2023

I | Course Code BCOMCA-2T

2 | Course Title PC Software and Multimedia

3 Course Type Theory

. .4W.(Pre-re:.quisite

(if any) No

5 | Course At the end of this course, the students will be able to:
Learning. e Understand the MS Word with page setup, formatting text, print
Outcomes documents and mail merge ’
(CLO) e Understand the MS Excel with creating sheets, calculation in cell

R R N ]

and prepare charts.
¢ Understand the sorting & filter in MS Excel.

transaction and animation effects.
o Understand the MS Access and graphics.

e Understand the MS Power point with design templates, slide

6 | Credit Value Theory: 4

7 | Total Marks Max. Marks: 50 I Min Passing Marks: 17

Part B: Content of the Course

Total No. of Periods: 60

Topics

No. of
Periods

g0 e .o

PC PACKAGE: Introduction to PC and Types of PC, Introduction to word
processing software and if's features, creating new document, saving documents,
Opening and printing documents. Home Tab: Setting fonts, Paragraph settings,
various styles (Normal, no spacing, Headingl, Heading2, Title Strong), Find &
replace, Format Printer, Copy paste and pasts special. Insert Tab: Pages, Tables,
pictures, clipart, shapes, header & footer, word art, equation and symbols. Page
Layout Tab: Page setup, page Background, Paragraph (indent and spacing).
Mailing Tab: Create envelops and Labels, Mail merge. Review Tab: Spelling and
grammar check, new comment, Protect document. View Tab: Document views,
zoom, Window (New window, Split, Switch window).

12

I
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WORKING WITH MS-EXCEL: Introducing Excel, Use of Excel sheet, creating
new sheet, Saving, Opening & Printing workbook. Home Tab: Font, Alignment,
Number, Styles and cells and editing, Conditional Formatting. Insert Tab: Table,
Charts {Column Chart, Pie chart, Bar chart, Line chart) and Texts (heading &
Footer, word art, signature line). Page Layout Tab: Page setup options, Scale to
fit (width, height, scale) Formulas Tab: Auto sum (sum, average, min, max).
Logical (IF, and, or, not, true, false), Math & trig (sin, cos, tan, ceiling, floor, fact,
mod, log), watch window. Data Tab: Get external data from MS Access, Sort and
filter options, Data validation, Group and ungroup. Review Tab: Protect sheet,
protect workbook and Share workbook. View Tab: Page break, Page layout,
freezing panes, Split and hide.

12

U I, { §

WORKING WITH MS-POWERPOINT: Introducing power point, Use of
power point presentation, creating new slides saving, Opening and printing. Home
Tab: New slide, Layout, Reset, Delete, setting text direction, align text, convert to
smart art, drawing options. Insert Tab: Table picture, clipart, photo album, smart
art, shapes and chart, movie and sound, hyperlink and action, text box, word art,

12
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object, Design Tab: Page setup option, slide orientation, applying various themes,
selecting background style and formatting it. Animation Tab: Custom animation
for entrance, exit and emphasis, applying slide transition, setting transition speed

.| and sound, animation on rehears timing. Slide show & View Tab: Start slide show

options, setup option. View Tab: Presentation views, colors and window option.

v

RV A o

WORKING WITH MS-ACCESS: Front end and back end of application,
Introduction to DMBS, features of DBMS, creating blank databases, Saving it in
accdb format. Defining data type in MS Access. Home Tab: Datasheet view,
design view, pivot chart view, pivot table view, sort and filter prions. Create Tab:

"Creating tables, creating reports, query wizard. External Data Tab: Importing

data from access and excel sheet, exporting data to excel and MS word. Datasheet
Tab: Relationships, fields and columns options, Data type and formatting options.

12

ANIMATION AND GRAPHICS: Basic concept of 2D/3D Animation, Principle
of animation, application of Multimedia, hardware and Software resources
requirement for animation, introduction of various file formats (. mpeg, gif, jpeg,
mp4, .tif, .flv) Creating a new movie in flash: Get set Up, Input Text, Animate
Text, Drawing and painting with tools, brush, create basic shapes like oval,
Rectangle & Polystar Tools, Tools working with object & filing the object.
Transformation, object properties, dialog box, creating layers, motion tweening,
shape tweening, Mask layers, basic action scripts, importing sound through Flash

12
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Keywords: MS Word, MS Excel, MS Power Point, MS Access, Graphics

Part C - Learning Resources

Text Books, Reference Books. Other Resources

[

‘Suggested Readings:

1. Microsoft Office 2007 Fundamentals, L. Story, D. Walls.
2. MS Office, 8.8. Shrivastava, Firewall Media.
3. Office 2000 made easy, Alan Neibauer, Tata McGraw Hill.

.4. ELASHMX Bible, Robert Reinhart.

5. Sams Teach Yourself Macromedia Flash 8 in 24 Hours, Phillip Kerman
6. How to do everything with Macromedia, Bonnic Blake, Doug Sahlin
7. Multimedia Making it works, Tay Vaughan Tata McGraw Hill

E-learning Resources:

17 Introduction to MS-Word:

e

https://www.w3schools.blog/ms-word-tutorial

2. Introduction to MS-Excel:
https://www.w3schools.com/excel/excel_introduction.php

3. Introduction to MS-Power Point:

o https://www.w3schools.blog/powerpoint-tutorial

4. Introduction to MS-Access:
https://www.w3schools.com/sql/sql_ref msaccess.asp

5. Concept of Animations:

. https://onlinecourses.swayam?2.ac.infugc19_cs09/preview

Part D: Assessment and Evaluation

LY

_Suggested Continuous Evaluation Methods:

Maximum Marks: 50

o
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sity Exam(UE): 50 Marks

Internal Assessment:
Continuous Comprehensive
Evaluation (CCE)

Class Test/Assignment/Presentation

As perrule
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Part A: Introductien

o Program: Certificate Course Class: B. ComeI Year- CA Year: 2022 ggzs:’ionEZ(}ZZ-
1 Course Code BCOMCA-1P
2 Course Title LABI1: PC Software and Multimedia
3 Course Type Practical
Pre-requisite
R . S m(if'any;] No
5 Course At the end of course, Students will be able to:
gii:;‘;%s ¢ Learn Modern office activities and their software requirements.
(CLO) e Create a new Word document and formatting a document using
MS-WORD.
A * e Create an electronic spreadsheet using MS-Excel, familiarize
oneself with Excel’s basicand advance features.
e Create a slide show presentation and explore the Microsoft
Office PowerPointenvironment.
NP P | e Create table, form, query, report using MS-Access
e Know about Animation, First movement of animation with
shadow and light.
e know about the history how the early people think or to add
motion in animation
e nen el et oo Credit Value 2
7 Total Marks | Max. Marks: 50 | Min Passing Marks; 17
Part B: Content of the Course
Total Periods: 30
Tentative Note: This is tentative list; the teachers concern can add more program as

s s e | Practical ‘List

WAy e |

per requirement.

MS Word

1. Prepare a grocery list having four columns (Serial number, the
name of the product,quantity and price) for the month of April, 06.

Font specifications for Title (Grocery List): 14-point Arial font in
bold and italics.

The headings of the columns should be in 12-point and bold.

The rest of the document should be in 10-point Times New
Roman.

Leave a gap of 12-points after the title.

2. Create a telephone directory.

The heading should be 16-point Arial Font in bold.

The rest of the document should use 10-point font size.

Other headings should use 10-point Courier New Font.

The footer should show the page number as well as the date fast
updated.

3. Design a time-table form for your college.

The first line should mention the name of the college in 16-point
Arial Fontand should be bold.

The second line should give the course name/teacher‘s name and
the departmentin 14-point Arial.
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Leave a gap of 12-points.
The rest of the document should use 10-point Times New Roman
font.
¢ The footer should contain your specifications as the designer and
date of creation.
4. XYZ Publications plans to release a new book designed as per your
syllabus. Design the First page of the book as per the given

specifications.
s The title of the book should appear in bold using 20-point Arial
font.

¢ The name of the author and his qualifications should be in the
center of the pagein 16-point Arial font.
e At the bottom of the document should be the name of the publisher
and addressin 16-point Times New Roman.
o The details of the offices of the publisher (only location) should
appear in thefooter.
5. Create the following one page documents.
e Compose a note inviting friends to a get-together at your
house, including a listof things to bring with them.
e Design a certificate in landscape orientation with a border
around the document.
¢ Design a Garage Sale sign.
s Make a sign outlining your rules for your bedroom at home,
using a numberedlist.
6. Create the following documents:
» A newsletter with a headline and 2 columns in portrait
orientation, includingat least one image surrounded by text.
e Use a newsletter format to promote upcoming projects or
events in yourclassroom or college.
7. Convert following text to a table, using comma as delimiter Type the
following as shown (do not bold).

Color, Style, Item
Blue, A980, Van
Red, X023, Car
Green, YL724, Truck
Name, Age, Sex
Bob, 23, M
Linda, 46, F
Tom, 29, M
8. Enter the following data into a table given on the next page.
Salesperson Dolls Trucks Puzzles
Kennedy, Sally 1327 1423 1193
White, Pete 1421 3863 2934
Pillar, James 5214 3247 5467
York, George 2190 1278 1928
Banks, Jennifer 1201 2528 - 1203
Atwater, Kelly 4098 3079 2067
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Pillar, James 5214 3247 5467
York, George 2190 1278 1928
Banks, Jennifer 1201 2528 1203
Atwater, Kelly 4098 3079 2067
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Add a column Region (values: S, N, N, S, S, §) between the
Salesperson and Dolls columnsto the given table Sort your table data
by Region and within Region by Salesperson in ascending order:

In this exercise, you will add a new row to your table, place the word
Total at the bottom of the Salesperson column, and sum the Dolls,
Trucks, and Puzzles columns.

9. Wrapping of text around the image.

MS Excel
1. Enter the Following data in Excel Sheet
REGIONAL SALES PROQJECTION
State Qtr1 Qurl Qtry Qird Qtr Total] Rate Amount
Dethi 2020 [2400 [2100) 3000 15
Punjab | 1100 1300 |1500| 1400 | 20
UP. 3000 [3200 [2600| 2800 17
Haryana| 1800 [000 |2200| 2700 15
Rajasthan| 2100 [2000 | 1800 | 2200 | 20
TOTAL
AVERAGE

(a) Apply Formatting as follow:

i.  Title in TIMES NEW ROMAN

ii. Font Size- 14

iii. Remaining text - ARTAL, Font Size -10

iv. State names and Qtr. Heading Bold, Italic with Gray Fill
Color.
Numbers in two decimal places.
Qtr. Heading in center Alignment.

. Apply Border to whole data.

S s =

(b) Calculate State and Qtr. Total

(c¢) Calculate Average for each quarter

(d) Calculate Amount = Rate * Total.
2. Given the following worksheet

Calculate

A B C D
| Roll No. | Name Marks | Grade
2 1001 Sachin 99
3 1002 Sehwag 65
4 1003 Rahul 41
5 1004 Sourav 89
6 1005 HarBhajan 56

the grade of these students on the basis of following

L
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guidelines:
If Marks Then Grade
>=80 A+
>=60and < 80 A
>= 50 and < 60 B
<50 F
3. Given the following worksheet
A B |c | o | E[F G
I | Salesman| Salesin (Rs.) '
2 No. Qrrl Q2 Qu3 Qtrd | Total| Commission
3 | sool 5000 (8500 | 12000 | 9000
4 | sooz 7000 [4000 | 7500 | 11000
5 | soo3 4000 |9000 | 6500 | 8200
6 | som4 5500 6900 | 4500 | 1000
7| S005 7400 [8500 | 9200 | 8300
8 | so006 5300 [7600 | 9800 | 6100

Calculate the commission earned by the salesmen on the basis of following Candidates:

If  Total Sales Then Commission
< 20000 0% of sales
> 20000 and < 25000 4% of sales
> 25000 and < 30000 5.5% of sales
> 30000 and < 35000 8% of sales
>= 35000 11% of sales

The total sales are sum of sales of all the four quarters.

4. Company XYZ Ltd. pays a monthly salary to its employees who
consist of basic salary, allowances & deductions. The details of
allowances and deductions are as follows:

¢ HRA Dependent on Basic
30% of Basic if Basic <=1000
25% of Basic if Basic>1000 & Basic<=3000
20% of Basic if Basic >3000
¢ DA Fixed for all employees, 30% of Basic
e Conveyance Allowance (CA)
Rs. 50/- if Basic is <=1000
Rs. 75/- if Basic >1000 & Basic<=2000
Rs. 100 if Basic >2000
¢ Entertainment Allowance (EA)
NIL if Basic is <=1000
Rs. 100/- if Basic > 1000
Deductions
e Provident Fund
6% of Basic
¢ Group Insurance Premium
Rs. 40/-  if Basic is <=1500
Rs. 60/- if Basic > 1500 & Basic<=3000
Rs. 80/-  if Basic >3000
Calculate the following:
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Gross Salary= Basic + HRA + DA+ CA+ EA

Total Deduction = Provident Fund + Group Insurance Premium

Net Salary= Gross Salary — Total Deduction

5. Create Payment Table for a fixed Principal amount,

interests and time inthe format below:

variable rate of

No. of Installments] 5% 6% 7% 8%9%
3 XX[XX XX XXX
4 XX[XX XX XXIXX
5 XXXX XX XXIXX
6 XX[XX XX XX[XX

6. Use an array formula to calculate Simple Interest for given principal
amounts given therate of Interest and time

Rate of Interest | 8%

Time 5 Years
Principal Simple Interest
1000 ?

18000 ?

5200 ?

7. The following table gives year wise sale figure of five salesmen in Rs.

Salesman| 2019 2020 2021 2022
S1 10000 12000 20000 50000
S2 15000 18000 50000 60000
83 20000 22000 70000 70000
54 30000 30000 100000 80000
85 40000 45000 125000 90000

(a) Calculate total sale year wise.

{(b) Calculate the net sale made by each salesman
(¢) Calculate the maximum sale made by the salesman
(d) Calculate the commission for each salesman under the condition.
(i) Iftotal sales >4,00,000 give 5% commission on total sale made
by the salesman.
(i} Otherwise give 2% commission.
(e) Draw a bar graph representing the sale made by each salesman.
(f) Draw a pie graph representing the sale made by salesman in 2000.

8. Enter the following data in Excel Sheet

PERSONAL BUDGET FOR FIRST QUARTER
Monthly Income (Net): 1,475

EXPENSES JAN FEB | MARCHQUARTER QUARTER
TOTAL AVERAGEH

Rent 600.000 600.00, 600.00

Telephone 48.25 | 43.50 | 60.00

Utilities 67.27 | 110001 70.00
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Credit Card 200.000 110.00{ 70.00
il 100.00{ 150.00{ 90.00
AV to Insurance] 150.00

Cable TV 40.75 | 40.751 40.75
Monthly Total

Calculate Quarter total and Quarter average.
(a) Calculate Monthly total.
(b) Surplus = Monthly income - Monthly total.
{¢) What would be total surplus if monthly income is 1500,
(d) How much does telephone expense for March differ from quarter
average.
(e) Create a 3D column graph for telephone and utilities.
(f) Create a pie chart for monthly expenses.

9. Enter the following data in Excel Sheet
TOTAL REVENUE EARNED FOR SAM’S BOOKSTALL

Publisher Name]1997 (1998 1999 2000 Taotal

A Rs. Rs. Rs. Rs.
1,000.000  1100.00 1,300.00 800.00

B Rs. Rs. Rs. Rs.
1,500.000  700.00( 1,000.00 | 2,000.00

C Rs. Rs. Rs. Rs.
700.001  900.00] 1,500.00 600.00

D Rs. Rs. Rs. Rs
1,200.000  500.00] 200.00 1,100.00.

(a) Compute the total revenue earned.

(b) Plot the line chart to compare the revenue of all publishers for 4 years.

(c) Chart Title should be _Total Revenue of Sam’s Bookstall (1997-
2000)°

(d) Give appropriate categories and value axis title.

10. Generate 25 random numbers between 0 & 100 and find their sum,
average and count. Howmany no. are in range 50-60.
MS Power Point
1. Do the following task:
i. Start a new blank presentation
ii.  Your first Slide is going to be a Title Slide
iii. Write the Text as in the preview below:
Lighthouse Co Ltd
iv. Make the Font of “Lighthouse™ Arial Black and size 88
v. Insert a second slide this should be with a layout of Bulleted List
vi. Write the Text as in preview below
(a) [Title]: Lighthouse Co Ltd
(b) [Body]:
i.  Mission Statement
il.  Company Objectives
iii.  Managément Team
iv. Employees
v. Sales

Pz L N X - -
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vii. Make the Font Colour of the Points to Green
viii. Insert a third slide this should be an Organization Chart.
Include the following people in the chart:
a. David Brent, General Manager
b. Tim Canterbury, Head of Sales
aaanibts IR ¢. Gareth Keenan, Assistant to the General Manager
d. Dawn Tinsley , Human Resources Manager
iXx. Add a fourth slide this should be a Table Chart.
The chart should look like the following:

New Products Discontinued Products

- Digital Cameras 8mm Cameras
Ultra Slim Video Camera 8x Zoom Video Camera
25” Plasma TVs 217 Black and White TVs
DVD Recorders Video Players
7.1 Dolby Surround Systems | 2 channel stereo systems

Xx. Make the titles New Products and Discontinued Products with a
shadow effect and centred in the cell. Widen columns to fit Text as
above.

xi.  The Fifth slide should be a Chart slide. The chart should be a bar
chart, and include the following data must be used to form the chart:

e vomned, v

January | February | March | April
O Iy [ TVS 20 27 90 75
DVDs 30 38 34 31
Wifi equipment | 45 46 45- 43
Video Recorders | 25 29 15 40
P R xii. Change the colours of the chart so that the series of bars are red,

yellow, pink, and green.
xiti. Add a light coloured background to all slides in the presentation.
xiv. Add also Transition effects between each slides and also different
effects for all text and pictures it the presentation.
xv. Reverse the order of the second and third slides
it B xvi. Save the presentation as Light House Ltd.
2. Do the following:
i.  Load your Presentation Application and start a new presentation
ii. The first slide is a Title Slide. Select the appropriate layout and
enter the title: Annual Food Fair
ili.  Add the sub title: A Celebration of Eating
iv.  Insert a small, red circle at the bottom right of the title slide.
Change the font colour for the whole title and sub title to blue, and
apply a text shadow effect just to the words Food and Fair
vi. Insert a second slide to the presentation, selecting a layout
ML | Y LUTRR appropriate for a series of bullet points, and using the title: The
Menu. Enter the following text:

i. Chocolate Desserts
ii. Cakes and Puddings

[t RN B WAL

<

iii. RoastMeals
iv. Using Pasta Creatively
B vii.  Change the line spacing for these bullet points to 1.5 lines.

o
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viii.
ix.

xi.
Xii.
Xiii.

Xiv,
Xv.

Increase the font size for the words The Menu in the title.

Add a footer with your name and the text: Food Fair so they both
appear on every slide, and number all the slides. (Make sure the
number is not obscured by the red circle on the title slide)

Insert a third slide, which is to be an organisation chart. Use the title
Meet The Team. Enter: Maggie Peet, Manager at the top of the
chart, and show the following three as reporting to Maggie Peet:
Brian Webb, Bookings; Janine Newton, Publicity; Gregg
Brown, Accounts

Embolden the text in the title of the third slide, and change the font
to Arial.

Apply a light coloured background to all the slides in the
presentation

On the third slide, insert an image suitable for the topic of food
from an image library. Reduce the size of the image and place it
where it will not interfere with text.

Save the presentation as foodfair.

Print the presentation with three slides per page, and close the
presentation.

3. Do the followings:

i.
il

iii.
v,

vi.

vii.

vili.

iX.

XI.

Xil.

Load your Presentation Application and start a new presentation
The first slide is a Title Only Slide. Select the appropriate layout
and enter the title: Cook Family Cruises.
Add a small blue rectangle at the top left of this slide.
Change the font colour for the whole title to red, and apply a text
shadow effect just to the word Cruises,
Insert a second slide to the presentation, selecting a layout
appropriate for a series of bullet points, and using the title: Qur
Itinerary. Enter the following text:

a. Canary Islands

b. Mediterranean

c. Greek Islands
Change the line spacing for these builet points to 2 lines. Increase
the font size of the word Itinerary in the title. Add a footer with
your name and the
text: Cruise Information so they both appear on every slide, and
number all the slides. .
Insert a third slide, which is to be a graph. Use the title Qur Market
Share. Use the following data to produce a pie chart;: Cook 54%;
Jackson 28%; Wilson 12%; Bennett 5%
Embolden the text in the title of the third slide, and change the font
to Arial.
Apply a different background to each slide in the presentation.
On the third slide, insert an image suitable for the topic of holidays
from an image library. Reduce the size of the image and place it
where it will not interfere with text.
Add a 4™ slide containing nothing but the text: Travel with us for
less!!
Save the presentation as holidays.
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Xiii. Print the presentation with 4 slides per page, and close the
presentation.
4, Create an animation looks like the leaf is falling in a tree.
5. Create an animation looks like demolish a world trade center in
America.
MS Access
1. Create a database named “college” and perform the following tasks:

a. Create a table named “student™ having following fields

- b. Class, Rollno and Name with these Information i.e.,

Field Name, Data type and Description Fill at least 5 records.
c. Prepare a query to display all records and Name should be in
ascending order.
2. Create the employee table in MS-Access with the referential integrity-
foreign key.
Multimedia Animation and Photoshop
1. Create a Flash movie to draw the symbol of an animal and apply
motion between.
2. Create a Flash movie to create a minimum of five layers (Water,
fish, bubbles, plants etc.) of an aquarium and apply motion

Lo e i between.

3. Create a Flash movie to create mask.

4, Create a Flash movie to create Fade In/Fade Out in four pictures.

5 Create a Flash movie to create the symbol of a wheel and scale
and rotate it. .

6. Import an image in Photoshop and change its background using
marquee and lasso tools.

7. Import an image in Photoshop and copy it using heal brush tool”

Keywords: MS Word, MS Excel, MS Power Point, MS-Access, Animations and Graphics.

Part C - Learning Resource

Text Books, Reference Books, Other Resources

Suggested Readings:
1. Microsoft Office 2007 Fundamentals, L. Story, D. Walls.
2. MS Office, S.S. Shrivastava, Firewall Media.
3. Office 2000 made easy, Alan Neibauer, Tata McGraw Hill,
4. FLASHMX Bible, Robert Reinhart.
5. Sams Teach Yourself Macromedia Flash 8 in 24 Hours, Phillip Kerman
6. How to do everything with Macromedia, Bonnic Blake, Doug Sahlin
7. Multimedia Making it works, Tay Vaughan Tata McGraw Hill

E-Resources
l.

Introduction to MS-Word:

https://www.w3schools.blog/ms-word-tutorial

Introduction to MS-Excel:
https://www.w3schools.com/excel/excel_introduction.php

Introduction to MS-Power Point: https://www.w3schools.blog/powerpoint-tutorial




<A BINZ L e[

Part D: Assessment and Evaluation

Suggested Continuous Evaluation Methods:

Maximum Marks: 50
Continuous Comprehensive Evaluation (CCE): As per rule
wreesms o niversity Exam(UE): 50 Marks
Internal Assessment:
Continuous Comprehensive | Class Test/Assignment/Presentation As per rule
Evaluation (CCE)

Declaration

The syllabus of this subject is framed as per the TOR provided by the department of higher
education, Chhattisgarh.

1. Dr. H.S. Hota -
rowmeans o« Prof. and Head, Department of Computer Science and Application Chairma Bt
Atal Bihari Vajpayee Vishwavidyalaya, Bilaspur Ao
2. Dr. Sanjay Kumar - Member
Prof. and Head, SoS in Computer Science, (Present Online)
Pt. Ravishankar Shukla University, Raipur
it onan 3. Mr. Jitendra Kumar - Member
Asst. Prof., Dept. of Computer Science and Application (Present Online)
Atal Bihari Vajpayee Vishwavidyalaya, Bilaspur
4. Mr. H.S.P. Tonde - Member
Asst, Prof. and Head, Dept. of Computer Science, Sant Gahira Guru (Present Online)
. University Sarguja, Ambikapur
sy e wener o §ee e PDr. Mamta Singh - Member
Asst. Prof. and Head, Sai College, Bhilai Hemchand Yadav (Present Online)
Vishwavidyalaya, Durg
6. Mr. Sushil Kumar Sahu - Member
Asst. Prof. and Head, Christ College, Jagdalpur Shaheed Mahendra (Present .
oo Jo8IMa Vishwavidyalaya, Bastar Online) ¥4

7. Mr. Vikrant Gupta
Prof. and Head, Batmul Ashram College, Salheana Shaheed Nand
Kumar Patel University, Raigarh
§. Mr. LK. Gavel
Asst. Prof. and Head, Govt. Ghanshyam Singh Gupt, PG College,
e oo Balod Hemchand Yadav Vishwavidyalaya, Durg
9. Dr. Anil Kumar Sharma
Asst. Prof. and Head, A P.S.G.M.N.S§, Govt. PG College, Kawardha
Hemchand Yadav Vishwavidyalaya, Durg
10. Mr. Vishwnath Tamrakar - Member
Asst. Prof. and Head, Sant Guru Ghasidas Govt. PG College, ;
* Kurud, Pt. Ravishankar Shukla University, Raipur |
11. Ms. Anjeeta Kujur - Member
Asst. Prof. and Head, Govt. RB.RN.E.S. PG College, Jashpur Sant (Present Online)
Gabhira Guru University Sarguja, Ambikapur
12. Mr. Suresh Kumar Thakur - Member
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Asst. Prof. and Head, Indira Gandhi Govt. PG College, Vaishali (Present Online) -
Nagar Hemchand Yadav Vishwavidyalaya, Durg
13. Dr. Ugrasen Suman - Member
S s Prof. and Head, Dept. of Computer Science (Present Online)
Devi Ahila Vishwavidyalaya, Indore
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