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SYLLABUS FOR

BASIC COMPUTER COURSE (BCC

OBJECTIVE:

The course is designed to aim at imparting a basic level training programme for
the students. After completion of the course the students will be able to use the
computer for basic purposes of preparing his personnel/business letters, viewing
information on Internet (the web), sending mails, various internet banking services etc.

The objective of the course is to empower Lhe students in digital literacy and make them

familiar with the world of information technology (IT).
Course Evaluation: Students will be evaluated on their competency in performing a variety of hands-on
exercises throughout the course. In order to grant marks for a coyrse thestudents must be able to
complete assessment exercises for each part of the course givenby the jnsir 1o The instructor wil

validate each participant’s achievement on the course objectives by signing and awarding individual
idua

certificates of completion.
The evaluation will be 100 marks out of which 60 marks i allotted fo _—
- tions, 10 Marks is allot actical EXamination ang
20 marks is allotted for theory examination® ted for
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DURATION:

36 Hours. (Theory: 10 hr
who can enroll?

S+ Pracy;
IBC[,CBI. X 5)

. “e<hy ..1.04 hrs

The course is open for g 4y, ™ ** Tutorial: 04
eres

€d cqy
TION OF T “Ndidate, e
ALLOCA OTAL HOuRs FO _ Practical
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5 ¢ er ~ 11 _—
Operating Comm T ———— 0 e 5
Und *«E\-%GL\“\”\~ stem — 4
nderstanding Word pro - Based Operating SY5'¢— 15— . |
s, USing Spread shegy — SSsing G e grics L
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| 8. Financial Literacy for bani L 1 e
| Nking Scheme and Application® 0

Total Hours

— 10

Course Outline:

i Knowing computer: What is Computer, Basic Applications of Co
comPuter System, Central Processing (CPU), VDU, Keyboar
input/output Devices, Computer Memory, Caricents ’of o are &6

Computing, Data and lnformation; Applications of IECT; Connecting keyboard, mouse,

and printer to CPU and checking power supply:
2 Operating Computer using GUI Bas
Basics of Popular Operating Systems; The U
Mouse and Moving Icons on the screen,
Menu-selection, Running an Application,

Renaming of files and folders, Opening ar
Short cuts, Basics of O.S Setup; Common utilities.

mputer; Components of

d and MOUSE,
d Software; Concept of

Other

monitor

ed Operating System: What is an Operating System;
ser Interface, Using Mouse; Using right Button of the
Use of Common Icons, Status Bar, Using Menu and
Viewing of File, Folders and Directories, Creating and
1d closing of different Windows; Using help; Creating

3. Understanding Word Processing: Word Processing Basics; Opening and Closing of
documents; Text creation and Manipulation; Formatting of text; Tabe handling; Spell check

language setting and thesaurus; Printing of word document,

4. Using Spread Sheet: Basics of Spreadsheet; Manipulation of cells; Formuylag and Functiops-

Editing of Spread Sheet, printing of Spread Sheet.

5. Introduction to Internet, WWW and Web Browsers: Bgsic of Computer networks-

WAN; Concept of Internet; Applications of In’te’rnet;I Connecting int
Knowing the Internet; Basics of internet connectivity related troublesho()tin
D

Web Browsing softwares, Search Engines; Understanding URL, Omain name; |p s

€-governance website .
6. Communications and collaborati ol

H ~ails: 1Ng
sending and receiving emails; Accessing

Instant Messaging; Netiquettes. . resentatio
7. Making analgl Presentation: Baycf‘d:ghgwi Taking rr)]rinStOt arg;
Preparation and Presentation of Slides; oI OUts of

d Applications;
8. Financial Literacy for Banking Scheme an Why

on; Basics of electronjc p, il
sent emails; Using Emai
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ls; p a ail
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DETAILED SYLLABUS
1. KNOWING COMPUTER

1.0 Introduction ——— e
1.1 Objectives e
1.2 Whatis Computer?

1.2.1  Basic Applica
1.3 Components of Computer System
1.3.1  Central Processing Unil
1.3.2 Keyboard, Mouse |
1.3.3  Other Input devices
1.3.4  Other Output deviges
1.3.5 Computer Memory
1.4 Concept of Hardware and Softy
1.4.1 Hardware
1.4.2 Software

1.4.2.1 Application Software
1.4.2.2° Systems software
1.5  Concept of computing, data and information
1.6 Applications of IECT
1.6.1 e-governance
1.6.2 Entertainment
1.7 Bringing computer to life
1.7.1  Connecting keyboard, mouse, monitor and printer to CPU
1.7.2  Checking power supply
1.8 Summary
1.9 Model Answers

tions of Computer

and vy

are

2. OPERATING COMPUTER USING GUI BASED OPERATING SYSTEM

2.0 Introduction
2.1 Objectives
2.2 Basics of Operating System
2.2.1 Operating system
2.2.2 Basics of popular operat
2.3 The User Interface
2.3.1 Task Bar
2.3.2 lcons
Menu .
izi Running an ApPliC?tf‘:”
2.4 Operating System Simp|? Sef‘l't') i”(
2.4.1  Changing System Da

o Display Properties
2.4.2 Chang(;ng D[;Z'?]li)yve A windows Component
2.4.3 To Add O

~ Principa
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2.4.4 Chan&"”ﬁ Mouse p | 2~
fe

.2.4.5 Adding and meVi"l)m:i,,
2.5 Fileand Directory Managen '8 Pringe
2.5.1 Ci(‘ating‘- ‘ ”.‘hl

2.6 Common utilities Flileg o, d directories
7.7 Summary
2.8 Model Answers
[
g ERSTANDING WORD B e
3. UND G WORD PRQ\C\[‘SS'NG et
3.0 Introduction T /
3.1 Objectives
3.2 Word Processing Basics

3.2.1 Opening Worg p,»o(esSiny .
3.2.2 Menu Bar B Package

3.2.3 Using The Help
324 Using Th
33 Opening andgcloseiniéol;;c?flow Menu Bar
' ments
334 Opening Documents
3.3.2 Save and Save as
333 Page Setup
3.3.4 Print Preview
3.3.5 Printing of Documents
3.4 Text Creation and manipulation
3.4.1 Document Creation
3.4.2 Editing Text
343 Text Selection
3.4.4 Cut, Copy and Paste
3.4.5 Spell check
3.46  Thesaurus
3.5 Formatting the Text
35.1 Font and Size selection
3.5.2  Alignment of Text
353 Paragraph Indenting
3.5.4 Bullets and Numbering
3.5.5 Changing case
3.6 Table Manipulation
3.6.1 Draw Table
3.6.2 Changing cell width and height
3.6.3 Alignment of Text jn cell

3.6.4 Delete / Insertion of row and column
3.6.5 Border and shading
B Summary

3.8 Model Answers

——

4. USING SPREAD SHEET -——--\\\

4.0 Introduction

4.1 Objectives -
4.2 Elements of Electronic Spread she
4.2.1  Opening of Spread Sheet

Page 4
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4.2.2  Addressing of Cells

4.2.3 Prin.ting of Spreaq Sh

4.2.4 . Saving Workbooks eet
43 Manipulation of Cels
2;; E”tering Hext, Numbers and
23 reati anc >
432 CIeating Tex, Number g o

w8 ting Worksheet Data  OlESel

43.4 Insertmg and Deleting Roy,

4.3.5  Changing Cell Height ] s, Column
4.4 Formulas and Function uisith

4.4.1 Using Formulas

4.4.2 Function
4.5 Summary

4.6 Model Answers

5. INTRODUCTION TO INTERNET, WWW AND WEB BROWSERS

——

5.0 Introduction
5.1 Objectives
5.2 Basic of Computer Networks
5.2.1 Local Area Network (LAN)
5.2.2 Wide Area Network (WAN)
53 Internet
5.3.1 Conceptof Internet
5.3.2 Applications of Internet
5.3.3 Connecting to the'nternet
5.3.4 Troubleshooting
5.4 World Wide Web (WWW)
5.5 Web Browsing Softwares
551 Popular Web Browsing Softwares
5.6 Search Engines
56.1 Popular Search Engines / Sea
5.6.2 Accessing Web Browser
5.6.3 Using Favorites Folder
5.6.4 Downloading Web Pages
5.6.5 Printing Web Pages
5.7 Understanding URL

5.8 Surfing the web .
58.1 Using e-governance website

rch for content

5.9 Summary
510 Model Answers

- OMMUNICATIO A BORATION B
6. COMMUNICATIONS AND COLABORATEEE - o

6.0 Introduction

6.1  Objectives

6.2 Basics of E-mail
6.2.1 Whatisan Ele
6.2.2 Email Addressing

6.3 Using E-mails
6.3.1 Openin

ctronic Mail

g gmail account

% ) Page 5
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6.3.2

e an
6.3.3 -reating ang Sendci1 Outhy
6.3.4 &Cplying o an g a ne

Mailbox: Inboyx

: E mat W E-mail
635  Forwardine = Mail mg ]l
6.3.6 otwarding an E~mai|message
R >orting and Searchy message

6.4 Document COllabora“on NB emails
6.5 Instant f\\'1e§saail\£7 and Collabgyar:

6.5.1  Using Instant e ?l alion

6.5.2 Instant megsaging )E’,lns

6.53 Netiquettes Providers
6.6 Summary

6.7 Model Answers

7. MAKING SMALL PRESENTATIONS

7.0 Introduction

71 Objectives

7.2 Basics
7.2.1

722 ngning A PowerPoint Presentation
7.2.3  Saving A Presentation
7.3 Creation of Presentation

Using PowerPoint

7.3.1 Creating a Presentation Using a Template
7.3.2 Creating a Blank Presentation

7.3.3 Cntering and Editing Text

734

Inserting And Deleting Slides in a Presentation
7.4 Preparation of Slides

7.4.1 Inserting Word Table or An Excel Worksheet
7.4.2 Adding Clip Art Pictures

7.43 Inserting Other Objects

7.4.4

Resizing and Scaling an Object

7.5 Presentation of Slides
7.5.1 Viewing A Presentation
7.5.2 ChoosingaSetUp for Presentation
7.53

Printing Slides And Handouts
7.6 Slide Show
7.6.1 Runninga Slide Show
7.6.2 Transition and Slide Timings

7.6.3 Automatinga Slide Show
7.7  Summary

7.8 Model Answers

8. FINANCIAL LITERACY FOR BANKING _S_CHEME AND APPLICATIONS

8.0 Introduction

8.1 Objectives

8.2 Why Savings are needed?
8.2.1 fmergencies
8.2.2 luture Needs
8.2.3 large expenses

' Page 6
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g3 Drawbacks of keeping C

83.1 Unsafe ash ag homa
8.3.2 Lossof Gro
8.3.3 No Credil E\I/;/é:t)i(a[l)l)()rl\lnilv
8.4  WhyBankis needeq? Y
8.4.1 Sccure
8.4.2 Inculcall'\é‘(l)wlll)\‘l’ ol Merest, oy |
: Witof savin, aan
8.43  Remittances Using Chey,
8.4.4  Avoid risk of chit fun(esml.e Pemand praft
8.4.5 Documents Needeg for' Sahukars l
8.5 Banking Products Obening a bank accoun
8.5.1  Types of Accoun : '
8.5.2  Types of Loan ant(: ;Ililzfﬁfolzu
853 Filling up of Cheques, Demand Drafts
8.6 Banking Service Delivery Channels - |
8.6.1 Bank Branch, ATm
8.6:2 Ban‘k Mitra with Micre ATM
8.7 Banking Service Delivery Channels -
8.7.1 Internet Banking lement
8.7.2  National Electronic Fund Transfer (NEFT), Real Time Gross Settle
8.8 Various Schemes
8.8.1  Pradhan MantriJan-Dhan Yojana (PMJDY)
8.8.2  Social Security Schemes
8.8.2.1 Pradhan Mantri Suraksha Bima Yojana (PMSBY)
8.8.2.2 Pradhan Mantri Jeevan Jyotj Bima Yojana (PMJJBY)
8.8.2.3 Atal Pension Yojana (APY)
8.8.2.4  Pradhan Mantri Mudra Yojana (PMMY)
8.8.3  National Pension Scheme
8.8.4  Public Provident Fund (PPF) Scheme
8.9 Bankonyour mobile
8.9.1 Mobile Banking
8.9.2 Mobile Wallets '
8.10 Insurance
8.10.1 Necessity of Insurance
8.10.2  Life Insurance and Non-life Insurance

8.11 Summary

o

8.12 Model Answers

J\beq,& &
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8.3  Drawbacks of ko

Cping
831 Unsafe ©OSharpg,
8.3.2 Logs
3.3.3 Ul(”“W ‘(\l’l\n
8.3.8 N\‘Umliu ™ llmnly
‘ Bibily

84  Why Bank iy heeded) v
8.4.1 Secure .
RS D Mone »Eary Nt
8.4.; NCuleate habi of g; CIest, Goy Loan
843  Remiy Wing

aNceg Using Che

8.4.4  Avoid risk of Chit 1y, | ey emand A
8.4.5  Docume de I\I( s ook
: (
8.5  Banking Products o

8.5.1 lype

8.5.2 Types of Loan
8.5.3 Filling up of Q|
8.6 Banking Service Delivery Channe
8.6.1 Bank Branch, aTm
8.6.2  Bank Mitr
8.7  Banking Sery

(R1§3 nee

“Pehing a hank account
S ol Ac

of /\(.COUMS and Deposiy
and Oye

mand Drafts
Is <

. QA With Micro ATM
ice Delivery

8.7.1  Internet pan, N
. nternet Ban King
8.7.2 National Electronic fyyq Transfer (NEFT), Real Time Gross Settlement (RTGS)
8.8  Various Schemes '

8.8.1  Pradhan Mantri Jan-Dhan Yojana (PMJDY)

8.8.2  Social Security Schemes
8.8.2.1 Pradhan Mantri Suraksha Bima Yojana (PMSBY)
8.8.2.2 Pradhan Mantri Jeevan Jyoti Bima Yojana (PMJJBY)
8.8.2.3 Atal Pension Yojana (APY)
8.8.2.4 Pradhan Mantri Mudra Yojana (PMMY)

8.8.3  National Pension Scheme

8.8.4

Public Provident Fund (PPF) Scheme
8.9  Bankon your mobile

8.9.1 Mobile Banking

8.9.2 Mobile Wallets '
8.10 Insurance

8.10.1  Necessity of Insurance

8.10.2 Life Insurance and Non-life Insurance
8.11 Summary

8.12 Model Answers

\
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NOTICE

Date: 28-06-2019

oursc on Basic

1t is for general information that hs certificate
course on 3 mont rested student

Computer Application will be started from 01-08-2019- All inte it
requested to register themselves at the Computer Cell, Dakshin Kamrup QIS
College, Mirza.
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SN0 Name of Students T hoie——— o
1 Tripti Das\*\—“lﬁuo‘g Batch Year | Programmc
2 Sima l\PL\W on computer
3 Sadhana Malj |2 [2019-2020 | Basic course on computer
i Dipika Nath i 2019-2020 | Basic course on computer
.f Dharitri Kalita 5 30]9-2020 ! Bas!c course on computer
Manika Nath == z ;0I9-2020 , Bus!c course on computer
i Hiramoni Nath - 2019-2020 | Bus!c course on computer
8 T — - 2019-2020 | Bus!c course on computer
9 Rupali Thakuria ; 2019-2020 Bas!c course on computer
10 | Rekha Hazarika - 38:3-3030 Basic course on computer
il 1 Sgbita Mazumdar 11 5019_58;8 ; gizlc course on compuier
2 Trishna Kalita B 20]9-20;0 ) B: Jc course on computer
; Parashmoni Kalita I3 20193020 Basic comrr o ULEr
l:l Jimi Das 14 30192090 ] B: Cour?e on computer
15 Jayashri choudhury 05 20192020 ] Bilbe course on computer
16 [ Rupali Das 16 0192020 B s O COmputer
17) Imratun Nessa 17 30193030 : B':NL course on computer
18 Arjuwara Begum 18 2019-2020 B’fl’:j:%%%gwpmer
‘19 Rose Berrey Sultana 19 20]9_3020ﬁ{;;ii; ;Oume on computer
20 Sumi Das 20 2019-2020 | Basic e COMpUter
_;‘1)  Sunita Kaibarta 21 20!%@%60\"00'"?9[“
S Nayan Moni Das 22 20I9WMEE"";
23 JubiyaraBegum 123 120192020 T Rasic courne g ebuter
—;'-i Suchitra Rabha 24 2019-2020 TRy e, \:i\‘;‘ﬁﬂ Computer |
S — _Nabanita Rabha 12> 20192020 [ Basic oo computer
- - Simashree Sarama 126 [ 2019-2020 | Bug LOUSe on computer

;l ) o O
SIC course on computer

: Pnncipal 09q,%0t
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Itis to C(’l"tlf) that Miss 'S‘MWMH ...................

duration of . 3 mon(hs in the )e.n &R149..., dated: O.’...Qf&::.,‘ﬁm aaalzia...

'

..............

Girlg’ College Cumpu!er Institution.’ ShL has been placed in the [,,m(lL F‘ s

We wish her all success in life,

Principal ==

)

\)\-\ochm\e\h
Instructor
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DAKSHIN KAMRyp GIRLS’ COLLEGE
Computer Centre

Mirza, Kamrup, Assam
India- 781125

Name of the Course:

INTERNET BASIC

(Introduction to the Internet)

(I Month)
"COURSE SYLLABUS

Course Deseription: Introduction to the Internet including E-mail, World Wide Web \\% ]
and how to perform basic research to ac{dress company/business needs, To ( ,WW)~
accessing and navigating the Internet, covering concepts, temms, tools, and .scr /.I‘N‘L‘S i
Internet Service provider (ISP’s), newsgroups, and chat rooms, Learn oy vices such gy
search the Internet successfully using popular browsers ang se: :

. . : i arch 19
Fundamentals of PC Use. including Orientation (o Windows, or equi\rulcnt c‘(DeI'
‘ 'l

0 browse g1
Prerequisiqes:
ence,
Objectives: Every student will be able to:

* Introduction (o Internct.
History of the Internet
Identify resources avail
Define e-mail. newsgroups, chats.
Define Netiquette '
Describe different ways (0 access th
Browsing the Web.

Perform scarches using Internet s e
Save and download from the Int! ntil-ilscs.
How to protect the computer from ¥

able on the Internet
and web

e Internet.

earch tools.
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i T anizations.
Rationale: The Interne i yg and O Bt

SC .
k' bus! ines nlly at home
Y Sing ¢ S efli icic

This course will enable stu(lcm o lﬁl)l/ used i |In “”|ll||5o . [nter! ete
derstand anc

and work.

Tvne & : Y ic.
Pype of Course: One Monl, Certifiey Course on ntermnct B
ate Cours

\ : . : v in performing a varicety ol
Course Evaluation: Studenyg will 1y | | on their competency in pce g
‘ ¢ evaluated on the . e the students
et 1 a course the students
hands-on exercises throygl ant marks 10
{ shoul lhk_‘ Coure Jor (0 gldl
urse, In ordet

) 1 oparl ol
xereises for cach part

S achievement ont

' “he course given by the
must be able 1o complete ASSessimeny the ¢ £
’ ’ L‘ . .
instructor > - course objectives by
instructor. The instructor wi| validate eqgly participant’ L !
¢ I8 ¢

signing and awarding individugl certificates of completion.

The:evaluation will e 60 marks is allotted for practical

100 marks out of which

s allotted for class

examination and 20 marks is allote for theory examinations, 10 Marks is

atiendance. A student securing minimum of 60% (Theory + Practical + Class Attendance) will

be illegible for getting a certificate.

Course Outline:

L Internet and its history
A. Delining and describing the Intemet
B. Brief history
C. Discussing the future of the Internet
1. Internet Resources
A. Email
I, Parts of email
2. Email soltware
3. Web-based email
4, [Email address
5. Listservs
B. Newsgroups
I. Newsgroups names
2. Newsgroups readers
Chat rooms
Conferencing
Games
File transler protocol
Telnet
Gopher '
World Wide Web

OFmOO

- ——

I, Netiquette
A. Behavior on the Intermnet
B. Flame and Spam
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IV.

V.

V1.

V1L

C. Safety

Accessing the Intepng(

A. Typesofaccess

B. Online services

C. Intemet services prov:

o b Providerg
. How and where (o |go|

OK for the service

Browsing the Web

Hypertext and hyperlinks

Using browsers

Uniform resource locator

Following links

Retuming to the home page

Changing the home page

Favorites and Bookmarks

H. Cookies

OMEmOO®>

Searching the Net
A. Search techniques
B. Boolean phrases
C. Search tools
1. Indexes
2. Directories
D. Examples of search tools
E. Savingand cdlownloading

Protecting the computer

A. Viruses

B. Virus protection software
C. Updating the software

D. Scanning files

Student Assessment Checklist:

At the completion of the course €

1.
2
3
4.
D
6
7
8
9
|

0. Discuss how 10 protect the co

ach student will be able to:

Discuss what the Intemet is

Discuss the history of the Internet S
Identify resources available on the lnt;:x \:\VZ A
Define e-mail, newsgroups, chats, an
Discuss Netiquette
Describe different ways
Browse the Web .
Perform searches using Internet ¢¢

- . [pternet
O ad from the Inte i '
Save and dow nload h per A S

to access the Internet

(98]
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NOTICE
Date: 15-11-2019

It is for general information that course on One Month certificate course on
Internet Basic will be started from 03-12-2019. All interested student requested to
revister themselves at the Computer Cell, Dakshin Kamrup Girls” College, Mirza.

Principal
Dakshin Kamrup Girls’ College
Mirza, 781125
Prncipal

’ Kamrup Girty’ Cotege
. Mirza 781124
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Course Name: Internet Course

Programme Duration: From 03-12-2019 to 03-01-2020

S1. No | Nameof . [Roll NOW Programme
| Students I —

1 Meghali | 2019-2020 Internet Course

Thakuria |
2 Jayashri 2 2019-2020 [nternet Course

Choudhury
5 Tarali Das 3 2019-2020 Internet Course
4 | Himadri Nath 4 2019-2020 Internet Course
5 Hiramoni Das__| 5 2019-2020 Internet Course
J i Dipika Nath 6 2019-2020 Internet Course

L
principal oA ,r;b’b$

Dakshin Kamrup Girls' College
Mirza-7 1125
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NOTICE
Date: 28-06-2019

It is for general information that course on 2 months certificate course on
Functional Computer Knowledge course will be started from 01-08-2019. All
interested student requested to register themselves at the Computer Cell, Dakshin

Kamrup Girls’ College, Mirza.

'Plin'cipal
shin Kamrup Girls’ College
Mirza, 781125
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Dak
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NOTICE

Date: 28-06-2019

It is for general information that course on 2 months certificate course on
Functional Computer Knowledge course will be started from 01-08-2019. All
interested student requested to register themselves at the Computer Cell, Dakshin
Kamrup Girls’ College, Mirza.

. Principal
Dakship Kamrup Girlg’ College
Mirza, 781 125

P'mupal
Dakshin Kamnp Glg' Cote
781128 t
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Course Name: Functiona] Computer Knowledge Course

Programme Duration: From 01-08-2019 to 30-09-2019

t SI. Name of Students Roll No | Batch Year Programme
' No ,

| Barasha Mazumdar | 1 2019-2020 Functional Computer Knowledge Course
12 Doli Choudhury 2 2019-2020 Functional Computer Knowledge Course
13 Purabi Bora 3 2019-2020 Functional Computer Knowledge Course
4 Jinti noni Nath 4 2019-2020 Functional Computer Knowledge Course
|5 Purnima Das 5 2019-2020 Functional Computer Knowledge Course

~ 'b$—
Principal £

Dakshin Kamrup Girls'College
Mirza-781125
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DAKSHIN KAMRUP GIRLS’ COLLEGE
Certificate of completion

........................... bearing roll no

........ ol has successfully completed her Functional Computer Knowledge Course:
duration of twe months in the year 2019, dated 2129821910 3229119 from Dakshin Kamrup Girls
d in the grade.. ...
College Computer Institute. She has been place BIAAC. R
. -all success in life
wish her al

| : We -Helt cotuny Koagida

\!’Ca. d‘ I: _L nstructlor
Dakshiy ;f:::ﬁ:glcl] ]\?'LC"; Dakshin Kamrup Gicls’ College

0 irls” College
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SYLLABUS FOR
TALLY.ERP 9 SYLLABUS

1. Basics of Accounting

Type
ar}:g Cs ofAccgunts, Golden Rules of Accounting, Accounting Principles, C

; o.nventlons, Double Entry System of Book Keeping, Mode fies, Or?cepts
Financial Statements, Transactions, Recording Transactilons R R

2. Fundamentals of Tally.ERP9
e Getting Functional with Tally.ERP 9
e Creation / Setting up of Company in Tally.ERP 9

3: Accounting Masters in Tally.ERP 9
e [F11:Features
e F12:Configurations

e Setting up Account Heads

4: Inventory in Tally.ERP9

e Stock Groups

e Stock Categories

e Godowns/ |,ocations

e Unitsof Measure

e Stockltems . .
Masters for National Trageyg

o Creating [nventory

M%ﬁ

~ Principal
Dakshin Kamrup Girls Colleg®

Mirza-781125
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5: Voucher Entry in Tally.Erp ¢

* Accounting Vouchers

Inventory Vouchers

* Invoicing

6: Advanced Accounting in Tally.ERP 9

Bill-wise Details

e CostCentres and Cost Categories

Voucher Class and Cost Centre Class

Multiple Currencies
Bank Reconciliation
Interest Calculations ,

e Budgets & Controls

Scenario Management

7: Advanced Inventory in Tally.ERP9

e Order Processing

e Reorder Levels

e Tracking Numbers

« Batch- ise Details

+ Additional Cost Details
« Bill of Materials (BoM)
. Price Levels and Price Lists
e Stock Valuation

o ZeroValued Entries ‘
Ageing Analysis

Different Actual and Billed Quantities
L]

. Inventory

8: Value Added Tax (VAT) -
o Configuring VAT in Tally.
o Creating Masters

o Entering Pransactions i
ing for Return of Goods
purchase¢ / Sales

e Account

« Rate Difference in

Transactio
ting for |nterstate Tran ns
e Accoun

s S

w, 0q.20%>

) Principaﬁ’
Dakshin Kamrup Girls'College
Mirza-781125



Wﬁﬁ . rosmmm—
) W’* oy sl
o) i = WYYy, el 3 I _

ceredited by NAAC : B Grade
Mirzy - 781125, Kamrup : AsSamm

@ : 9365971719 (M)
< 03623299996
g-mall . dkgemirza988@rediffmail. Com Wf@ RELLEA Website: www.dkgirlscollege.in
ma T B e v — o s s v v
* Exempt Tr

ansacti '
¢ ons under VAT
e  Purch

ases from Unregistereq Dealers
Claiming ITC on Capital Goodls
Inter-State Branch Transfers

* VAT Reports

VAT for Composite Dealers

9: Central Sales Tax (CST)
L]

Basics of Central Sales Tax (csm
Enabling CST in Tally.ERP 9

* Recording Interstate Transactions in Tally.ERP 9

Payment of CST
* CST Reports

10: Point of Sale (PoS)

Features of Point of Sale (PoS) in Tally.ERP 9
Configuring Point of Sale in Tally.ERP 9

Entering POS Transactions

+ POS Reports

11: Job Costing
« Configuring Job Costing In Tally.ERP 9
« Creating Masters for Job Costing
e Recording Transactions

e Job Cosung Reports

13 abilities
12: Multilingual Cap . el
Configuring Tally.ERP 9 for Multilingual Cap‘”‘b“ities
. o
sating Masters .
. CrLaU'l i Pransactions in Multiple l.nngua\g(-s
e LEntering Il
e Transliteration

e Generating Reports

hnological Advanlages()fTally_th,9
13: TechnologIc:

i
N Kampyg Girls'College
If‘{a~781125
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« TallyVault T ‘

e Security Control

o Tally Audit

e Backup and Restore *

e Split Company Data

e Exportand Import of Data

e ODBC Connectivity

e Web Enabled, Print Preview and Online Help
[ ]

Printing of Reports and Cheques

14: Tally.NET and Remote Capabilities
e Overview of Tally.NET
e Configure Tally.NET Features
e Connect Company on Tally.NET
e Create Remote Users
e Authorise Remote Users

e Remole Access

15: Application Management and Controls
. Conceptof Contr ol Centre
o Installing & Activating Tally.ERP 9

e Logging!to Control Centre
e Managing Accounts using Control Centre

16: Online Help and Support

e TFeatures of Support Centre

e
o Accessing the Support centr

e Using support Centre

17: Service Tax

o Basics of Service Tax podal

. Conl'iguring’l‘ully.ERl’ g for Service Tax
. Creating Masters ‘
. [Entering 'l‘r.lnsucli()ns o
. A(;c()umingl()l‘/\LlelnCL’ l‘{LLL.lI -
Accounting (or Opening gervice Tax Credit

SRl

Principal
Dakshin Kamrup Girls College
Mirza-781 125
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* Payment of Servjce Tax

s Service Tax Reports

18: Tax Dedu ted at Source
* Basic concepts of TDS

Configuring TDS in Tally.ERP 9
e Creation of Masters

Processing Transactions

e TDS Reports

19: Tax Collected at Source
* Basic Concepts of TCS
» Conliguring Tally.ERP 9 for TCS
* Creating Masters
e Entering Transactions

* TCS Reports

20: Excise for Dealers

e Basic Concepts .
«  Salient Features of Dealer Excise

« Enabling Dealer Excise in Tally.ERP 9
e Creating Masters

e Entering Transactions

o Excise Reports

e Sales & Purchase Extract

21: Excise for Manufacturers

- )
« Basic Concepts of Excise Duty

v R O
« Conliguring Excise in Tally liRI
e Creation ol Masters

. —
e Processing [ransaction

e Excise Reports

liance
22: Payroll Accounting and Comp

\
WA%@
Pr'mc'\pa_\ ‘ )
Dakshin Kamrup Girls Colled
Mirza-7 81125
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o Configuring Payroll in Tally.ERP 9

» Creating Payroll Masters
o Processing Payroll in Tally.ERP 9

« Accounting for Employer PF Contributions
« Accounting for Employer ESI Contributions
¢ Payment of Professional Tax

+ Generating Payroll Reports

' W2
W

rincip
Dakshin Kamrup Girls College
Mirza-781125
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NOTICE

\_

Date: 20-08-2019

Itis for general information that course on Two
LRP-9 will be started from 05-09-2019. All inte
themselves at the Computer Cell, D

Months certificate course on Tally

akshin Kamrup Girlg’ College, Mirza.

Principal

Dakship Kamrup Girlg’

s’ College
Mirza, 781 125

Prne Apal

Dwksmn Kamrup Gintg' Codeqe
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rested student requested to register
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Course Name: ‘Tally ERPY Course

Programme Duration: From 05-09-2019 to 04-011-2019

Sl Name of Students Roll No Batch Year Programme
No
|1 | Rumi Kalita | 2019-20 Tally ERP9 Course
|2 | Nayantara Nath 2 2019-20 Tally ERP9 Course
13 [Jaysri Das 3 2019-20 Tally ERP9 Course
4 } Doli Choudhury . £ 4 2019-20 Tally ERP9 Course
LS | Purnima Das ) 2019-20 Tally ERP9 Course
16 | Barasha Mazumdar 0 2019-20 Tally ERP9 Course
7 l Anjali Talukdar 7 2019-20 Tally ERP9 Course
8 \ Barnali Talukdar 8 2019-20 Tally ERP9 Course
9 \ Chayamoni Kalita ' 9 2019-20 Tally ERPY Course
10 [Junmoni Begum |1 2019-20 | Tally ERP9 Course
11 | Deiji Das [ R 2019-20 Tally ERPY Course )
12 [ Jintimoni Nath 12 2019-20 Tally ERP9 Course |
13 | Bandana Talukdar 113 2019-20 Tally ERPY Course
- 2
Principal oq,ﬂ&"’
Dakstin Kanup SIS 15 Colleg®

Mirza-781125
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To

The Principal

Dakshin Kamrup Girls™ College
Mirza-781125

Kamrup

Sub: Application for approval of Certificate Course

Sir.

This is to infonm vou that the Carcer Guidance Cell of Dakshin Kamru
is coing to organise a 3 Month Certificate Course on Assistant [air Sty
10 09-12-19 in collaboration with 1P 1. Guwahati for the current students and alumnac ol the

p Girls™ College, Mirza
list from o 09-09-19

college.
. Hereby we request you to grant us approval for the same.

Thanking vou anticipation

Yours sincerely
K AKX~

Dr Minakshi Bairaei

\r}/l
A A (MRt
}JD ‘\\ ;L\ Dr Mitali Kathkatia -

/ B Secretary C.G.Cell
akshin }\amrpp Giirls” college
PuMirzg' Sz =Y
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, | DAKSHIN KAMRyp GIRLS' COLLEGE

Accredited by NAAC : B Grade

Mirza - 781125, Kamrup : Assam
UK

£-mail . dkgemirza1988@rediffmail. Com
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Website: www.dkgirlscollege i

Course Name: Assistant Hajy Stylist
Duration: 09-09-2019 to 09-12-2019

SI. No. | Name TR No | Session Course Name
] Aparajita Thakuria 1 2019-2020 | Assistant Hair Stylist
2 Barasha Rani Das 2 2019-2020 | Assistant Hair Stylist
E Anindita Das 3 2019-2020 | Assistant Hair Stylist
| 4 Barasha Choudhury 4 2019-2020 | Assistant Hair Stylist
5 Sewali Kalita 5 2019-2020 | Assistant Hair Stylist
6 Hiramoni Nath 6 2019-2020 | Assistant Hair Stylist
7 Purabi Nath 7 2019-2020 | Assistant Hair Stylist
8 Anupama Das 9 2019-2020 | Assistant Hair Stylist
9 Arpana Kalita 10 2019-2020 | Assistant Hair Stylist
10 Jonali Das 11 2019-2020 | Assistant Hair Stylist
11 Kabita Nath 12 2019-2020 | Assistant Hair Stylist
12 Babita Kumari 13 2019-2020 | Assistant Hair Stylist
13 Munu Begum 14 2019-2020 Assistant Hair Stylist
| 14 Anushree Sarma 15 2019-2020 | Assistant Hair Stylist
15 Rupanjali Das 16 2019-2020 | Assistant Hair Stylist
16 Jayashree Thakuria 17 2019-2020 | Assistant Hair Stylist
17 Mousumi Thakuria 18 2019-2020 | Assistant Hair Stylist
18 Himashree Thakuria 19 2019-2020 | Assistant Hair Stylist
19 Doli Choudhury 120 2019-2020 Assistant Hair Stylist
() Barasha Mazumdar |21 1 2019- 7070 \ssnstam ant Hair Stylist
pil Anita Das " 22 2019-2020 Assistant Hair St list
22 Kankana Goswami 23 2019-2020 Assistant Hair Stylist
23 Babita Thakuria 24 2019-2020 _Assistant Hair Stylist
24 Kalpana Das 25 2019-2020 wll“‘
25 Momi Kakati 26 | 2019-2020 | Assistant 1air ir Stylist
26 Nibedita Das ___,_,_2_7_ ___1.2019-2020 Assistant [Hair Sty llsl
27 Hemﬂpru;zﬁ)fa—s' 29 2019-2020° i\wﬁ\ list
X Pallabi Das 30 2019-2020 Assistant Hair St /list
29 Moni Thakuria 31 2019-2020 _Aiswwst
30 Malti Saha 32 2019-2020 | Assistant Hair Stylist |

]
Principal 21 09, 23

Dakshin Kamrup Girls'College

Mirza-781125
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THE INSTITUTR OF PROFESSIONAL TRAINING
DAKSHIN KAMRUP GIRLS’ COLLEGE, MIRz,

Certificate

This is to certify that Mr/Ms. /65404[4 «%M

............................................ has
successfully completed the 3 Month Course from 09-09-2019 to 09-12-2019 of Assistant Hair

Stylist conducted by The Institute of Professional Training (Training Partner under Assam Skill
Development Mission)
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