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Faculty of Commerce &

ABOUT US Management

College has undergone significant K_l Somaiya College of Arts
transformations, introducing new academic

ACADEMIC YEAR : 2018-19 programs to provide students with broader Commerce & SCIEI’ICE,

exposure and choices. Kopargaon
Aims of the Commerce & Management

CONTACT US faculty is to impart commerce education to

develop professional skills among the
Prof. (Dr.) S.R. Pagare - students. The Department of Commerce,

successfully conducts Autonomous
Contact - 9822191868 Certificate Courses in Tally, Tax Advisor

Prof. R.A. Jadhav Computer Concepts and Soft Skills, for the
Contact- 7057328879 undergraduate and post graduate students.
Faculty of Commerce & Management

K.J. Somaiya College of Arts, Commerce

& Science, Kopargoan



01 Basicof Accounting

03

COURSE CONTENTS

Types of Account, Golden Rules Of
Accounting,Accounting principles,Concepts and
convention,Mode of Accounting,Financial

Statement,Transactions,Recording Transactions.

Fundamental of Tally.ERP 9

- Getting Functional with Tally. ERP 9

- creation /Setting up of Company in Tally
ERP 9.

Accounting Master In Tally. ERP 9
- F 11- Features

- F12 - Configuration
-Setting Up Account Heads.

Inventory In Tally.ERP 9
Stock Groups , Stock Categories
Godowns / location , Units of Measure
- Stock Items, - creating Inventory
laster for National Traders.

—

e

07

Voucher Entry In Tally.ERP 9

- Accounting vouchers
-Inventory Vouches
- Inventary Vauches

Power point presentation

Getting started in PowerPoint, Creating
a presentation, Creating &editing
slides,previewing a slide show,Adding

picture& graph,Adding sound & video,

Adding auto shape, Animating.

Introduction to Computer

Network
Introduction, impartance of
networking,computer network (
LAN,WAN, MAN), networking topology.




KOPARGAON TALUKA EDUCATION SOCIETY'S
«_J.SOMAIYA COLLEGE OF ARTS, COMMERCE & SCIENCE.

Faculty of Commerce

Certificate Course In "Office Automation."

Duration: 3 Months

Obijectives:

On successful completion of the course the students will be able to do the
following: '

To provide an in- depth training in use of office automation packages, internet
etc. :

To understand the basics of Operating system.
To understand how to use software packages in day to day activities.
Learn the essential and use software packages in day to day activities.

Learn the essential and use of Internet.

Content

Basic of Accounting :

Types of Account, Gloden Rules Of Accounting,Accounting
principles,Concepts and convention,Mode of Accounting,Financial
Statement, Transactions,Recording Transactions. : cie

‘Fundamental of Tally.ERP 9

- Getting Functional with Tally.ERP 9
- creation /Setting up of Company in Tally ERP 9,
Accounting Master In Tally.ERP 9

-F 11- Features

- F12 - Configuration T
"‘"-....__‘
wing Up Account Heads. b |
| : E
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-F11-Features
-F12-Configuration

-Setting Up Account Heads

Invent In Tally ERP

-Stock Groups

_Stock Categories — God owns /location
-Units of Measure

-Stock Items

_creating Inventory Master for National Traders.
Accounting vouchers

[nventory Voucher

Inventory Vouches

Power point p resentation

Getting started in PowerPoint, Creating a presentation, Creating Ending si .
y > st ; g Ending sides reviewi ¢
show Adding picture& graph Adding sound & video, Adding auto shape Al*limatil:;mg —

Introduc ion to Computer Network

[ntroduction, importance of networking computer network (LAN W
AN MAN), n :
» networking

Topology

mS —-WORD .

Crcati'ng and Managing_ Documents, Formatting Test, Paragraphs, and Sect;

and Lists , Manage options and settings for documents ’ eclions , Creating Tables
- EXCEL

MS- BEALLL

Create Worksheets and Workbooks,

Format Workshe
Custom Workbook Elements. sheets and Workbooks Create and Modify
7 an
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SYLLABUS — PRACTICAL

SU(.}GESTED HANDS ON EXERCISES OPERATING SYSTEM

. Starting the Windows

Starting a program, running a program

Running multiple programs and switching between windows
Customizing the Task bar

Recycle bin, restoring the deleted files

_ Creating and removing folders

Making the taskbar wider, arranging icons on the Desktop
Displaying and hiding the taskbar clock

Controlling the size of start menu options

Creating Shortcuts.

_ Installing a screen saver -

Assigning a wallpaper to Desktop

Adding a program o the start menu
Adding a program shortcut in the Desktop
Customizing the mouse settings

. Expanding and collapsing a folder
Recognizing File types using icons
Running a program from ex plorer
Renaming a file or folder

Sorting a folder

_ Displaying the properties for a file or folder

Using cut and paste operations to move a file
Using copy and paste opérations to copy a file
Moving and copying files with mouse

Searching a file or folder by using search command

Tally ERP 9
Company Creation
Group Creation
Creating ledger
Creating Vouchers
[nventory Manager
. Ms-Word
Create as documents
print and save Documents
Design advanced documents
y Mstxa:eI
Creating a basic Excel Worksheet
Managing an excel Workbook
chliﬁcalion calculation in Excel Worksheet
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~36. | CHAVHAN AISHWARYA PANDIT

FACULTY OF COMMERCE & MANAGEMENT
Certificate Course in “Office Automation”
Students List -2018-19

"SR.NO | NAME OF STUDENT

TVARPE RAVINDRA NAVANATH

2. | PANDIT GANESH RAMKISAN
3. | CHANDGUDE VAISHNAVI KRISHNARAO
~ 4. | DESAI GAURI ANIL
~ 5. | KATHE ARVIND SURESH
" 6. | SHAIKH ASIF AJIM
~ 7 | YELWE SRUSHTI AVINASH
8. | TASKAR BHAGYASHRI RAMNATH
~ 9. | BHOSALE DIPALI BABASAHEB
o PAWAR POOJA RAVINDRA
~11. | MALI RAVINDRA BABURAQ
~12. | MANTALA HARSHAL JAGMOHAN
~13. | USARE ASHWINI SUBHASH
" 14. | THORAT PRATIK RAOSAHEB
"15. | KADAM SHUBHANGI DILIP
~16. | PANGAVHANE RAM RAVINDRA
17. | GAIKWAD ADITI RAMESH
—18. | WAKCHAURE VAISHNAVI VIJAY
—19. | RAHANE NITIN MANAIJI
~20. | GAVANDE RUPALI BALASAHEB
“21. | RANSHUR HARSHIKANT SHANTARAM
~22. | SHINDE SHITAL SHANKAR
" 23. | GONDKAR NIKHIL ANII.
24. | DESHMUKH PRASAD VILASRAO
"~ 25, | CHIKANE MADHURI BHAUSAHEB
“26. | BHAGAWAT AKSHAY VITTHAL
~ 7. | KURHADE SHIVANI RAMESH
“‘5{;,“[ OHAL SACHIN BALASAHEB
29. | WABLE ABHUIT RAMESH
~30. | AHER GANESH NITIN
~31. | JAGTAP NILESH SHANKAR
"‘_5,5“ JAGTAP VISHNU DILIP
"33. | MAHIRE AISHWARYA SUNIL T e
~34. | SAYYAD VASIYA UMAR s
35, | LOKHANDE JYOTI SHANTARAM




34. [ SAYYAD VASIYA UMAR
\ 3. LOKHANDE JYOTI SHANTARAM
\ 3. | CHAVHAN AISHWARYA PANDIT
\ 37. | KADAM NIKHIL SOPAN
\ 38. | DABHADE POOJA NAVNATH
'| 39. VISPUTE SHRADDHA ANIL
| SHINDE ABHISHEK MACHHINDRA
| 41. AVHAD DIPAK SANJAY
B 42. GHULE SHAMAL BALASAHEB
43. SINGAR ASHITI VINAYAK
‘ 44. MAHALE VRUSHALI SANTOSH
45. BHAKARE CHAITANYA PRABHAKAR
46 NEWAGE JAYASHRI KAILAS
47. LANGHI RENUKA KUNDLIK
| 48, JADHAV ASHWINI SANTOSH
r 9. SINGAR PRAVIN RAVINDRA
— 50, | NIMSE VISHAL MACHHINDRA
—— =21, | SURBHAIYA VAISHNAVI SANJAY
——352. | SALVE VARSHA BHARAT
——=3. | JADHAV SHIVAM SANTOSH
—— 55, | ABHALE PRAMOD BHARAT
————==. | GHUGARE MADHURI RAMESH
. | VINCHU JYOTI BABASAHEB
(. s—




~ 13 LISARE ASHWINI SUBHASH

K. _RGAON TALUKA EDUCATION SOCIET( )

12, MANTALA HARSHAL
JAGMOHAN

Mo K.J. SOMALY A COLLEGE OF ARTS, COMMERCE AND SCIENCE, KOPARGAON. )
FACULTY OF COMMERCE & MANAGEMENT -
Certificate Course in “Office Automation”
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KOPARGAON TALUKA EDUCATION SOCIETYS,
K.J. SOMAIYA COLLEGE OF ARTS, COMMERCE AND SCIENCE, KOPARGAON
F.Y.B.COM AY 2018 -19

NAME - ROLL NO-
SUB - Certificate Course in Office Automation Marks -20
Ql) Fill in the blanks [10 Marks]

1) It Is Important to Secure Wi-Fi Network
a) True b) Falsec) None Of These
2) Which of the following is the second largest measurement of RAM?
a) Megabyte b) Gigabyte
c) Byte d)  Terabyte
3) Programs stored in ROM are called as
a) Fireware b) Formware
¢) Farmware d) Firmware
4). Cache memory acts between
a) CPUand Hard disk b) RAM and ROM
¢) CPUand RAM d)  All of these
5 We can make use of the wild card entries such as ___ in Windows Explorer.
a) #@ By A
gy B ; d 24
6) Analog computer works on the supply of
a) Physical strength . b)  Natural strength
¢) Magnetic strength d)  Continuous electrical pulses
7) Internal hard disk is
a) Removable but not fixed b) Removable

c) Not fixed d) Fixed
8) The main memory of computer is also called as
a) Hard-disk b)  Primary storage

¢) Secondary storage d) Internal memory
9) How much data can be stored in a CD?
a) 300 MB b) 400 MB
c) 670 MB d) 700 MB
9) CD-ROM stands for
a) Compactable Disc Read Only Memory) b) Compact Data Read Only Memory
¢) Compactable Read Only Memory d) Compact Disc Read Only Memory
10 has the shortest access times.
a) Virtual Memory b) Secondary Memory
c) Cache Memory 'd) All of the above
Q.2) Short Notes (Any Two) ' [10 Marks]
1) Control unit
2) Internet
3) E-Commerce
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Certificate Course in “Office Automation”

Students List -2018-19

' SR.N | NAME OF STUDENT L ,
o Py | 280 fey
| 1. | VARPE RAVINDRA NAVANATH 13 kd) 06
2. | PANDIT GANESH RAMKISAN \2 19 Qb
3. | CHANDGUDE VAISHNAVI \ /) oy
' KRISHNARAO 19
4. | DESAI GAURI ANIL 12 1) 0
5. | KATHE ARVIND SURESH 1) 1K) 0l
6. | SHAIKH ASIF AJIM 10 \1 00
7. | YELWE SRUSHTI AVINASH 0 - 1% OU
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13.| USARE ASHWINI SUBHASH 03 |0 bU
14.) THORAT PRATIK RAOSAHEB 03 0 ol
. 15.] KADAM SHUBHANGI DILIP 07 0 01,
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| 54. | ABHALE PRAMOD BHARAT (A [Me ! B Fag
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K.J.Somaiya College of Arts, Commerce and Science, Ko
FACULTY OF COMMERCE AND MANAGEMENT
BRIEF REPORT OF CERTIFICATE COURSE IN OFFICE AUTOMATION

ACADEMIC YEAR-2018-19

Duririg the academic year 2018-19, 56 students enrolled for the 'Certificate
course in office automation offered by the faculty of Commerce and
Management. The course was conducted during the period from August to
September. The course was designed by the faculty members and was offered
with the practical. The students visited the Commerce laboratories personally
for completion of the course practical's and office Automation packages,
internet etc. ‘

56 Students appeared for the course end exam and 54 successful students were
awarded the course completion certificate.

Period: 40 contact hours

Duration: 3 Months

Total students Enrolled: 56

Number of Successful students (Beneﬁciaries): 54

All participating students were satisfied with the syllabus and the delivery of

thecourse.

Principal
K. J. Somaiya College of Arts
Commerce & Science, Kor?
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Kopargaon Taluka Education Society's

K.J. Somaiya College of Arts, Commerce & Science

Mohanirajnagar, Kopargaon - 423601, Dist, Ahmednagar (MH.)
Affiliated to Savitribai Phule Pune University, Pune ID No. PU/AN/ASC/07(1964)
& : 9146142000, 9146152000 Email ID : kjscollege@rediffmail.com, Website : kjscollege.com

NAAC ACCREDITED 'A' GRADE = AN ISO 9001-2015 CERTIFIED INSTITUTE
SAVITRIBAI PHULE PUNE UNIVERSITY “BEST COLLEGE AWARD”

Principal : Dr. B. S. Yadav (M.Sc..Ph.D.)

Founder President : Late K. B. Rohamare (kx
o O s

“x. MLL.A))
Ref. No. Date ;30 / 41 1202

CERTIFICATE

This is to certify that the Faculty of Commerce and Management has

successfully conducted the certificate course entitled “Office Automation” during

the academic year 2018-19 with 56 students participating in the same. The same

has been verified by the Internal Quality Assurance Cell,

Y

Department of. *mmerce Principal
I Qarsan /I‘\\ (ﬁ‘tﬁo \rnrn 20N K.J. somawa CO"BQQ of Arts

g
C Q\

-ommerce & Science ,Kopargaon
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Faculty of Commerce &

ABOUT US

Management
College has undergone significant K.J. Somaiya College of Arts
transformations, introducing new academic C & .
ACADEMIC YEAR : 2019-20 programs to provide students with broader ommerce S cience,

exposure and choices.

Aims of the Commerce & Management
co NT ACT Us faculty is to impart commerce education to
develop professional skills among the

Prof. (Dr )S.R Pagare students. The Department of Commerce,

successfully conducts Autonomous
Contact - 9822191868 Certificate Courses in Tally, Tax Advisor

Prof. R.A. Jadhav Computer Concepts and Soft Skills, for the
Contact- 7057328879 undergraduate and post graduate students,

Faculty of Commerce & Management
K-Ji Somaiya College of Arts, Commerce

Kopargaon

& Science, Kopargoan

Ds:.’imail.qoo_qle.com/mailfu/O/#inboxlF MfcngWJSJDbprnhWBWXijﬁ‘WSBqZTm?DFOiGCEDF1&messaaePartld=0.4



COURSE CONTENTS

Basic of Accounting
Types of  Account, Golden Rules Of
Accounting,Accounting principles,Concepts and
convention,Mode of Accounting.Financial
statement Transactions,Recording Transactlons.

02 Ffundamental of Tally.ERP 9
- Getting Functional with Tally. ERP S
- creation /Setting up of Company in Tally
ERP S.

03 Accounting Master In Tally. ERP 2
- F11- Features
- F12 - Configuration

Setting Up Account Heads.

. 04 'nventory In Tally.ERP ©
) Stock Groups , Stock Categories
Godowns / \ocation , Units of Measure
- Stock Items, - creating Inventory
_Master for National Traders.
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05 Voucher Entry In Tally.ERP 9

- Accounting vouchers
-Inventory Vouches
- Inventory Vouches

06

07

Power point presentation

Getting started in PowerPoint, Creating

a presentation, Creating &editing
slides,previewing a slide show,Adding
picture& graph.Adding_ soupd & video,
Adding auto shape,Animating.

introduction to Computer
Network

introduction, importance of
networking,computer network (
LAN,WAN,MAN), networking topology.
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KOPARGAON TALUKA EDUCATION SOCIETY'S

K..SOMAIYA COLLEGE OF ARTS, COMMERCE & SCIENCE.

Faculty of Commerce
Certificate Course In "Office Automation."

Duration: 3 Months

Objectives:

On successful completion of the course the students will be able to do the following:
To provide an in- depth training in use of office automation packages, internet etc.
To understand the basics of Operating system.
To understand how to use software packages in day to day activities.
Learn the essential and use software packages in day to day activities.
Learn the essential and use of Internet.

Content

Basic of Accounting :

Types of Account, Gloden Rules Of Accounting,Accounting principles,Concepts and
convention,Made of Accounting,Financial Statement, Transactions,Recording Transactions.

Fundamental of Tally.ERP 9

- Getting Functional with Tally.ERP 9
- creation /Setting up of Company in Tally ERP 9.

Accounting Master In Tally.ERP 9

- F11- Features

- F12 - Configuration
-Setting Up Account Heads.
Inventory In Tally.ERP 9

- Stock Groups

- Stock Categories

- Godowns/ location
- Units of Measure

- Stock Items

- creating Inventory Master for National Traders,

e ~8C qnme "incipﬁge of Arts
P s Cottege, Kops e, Cole n
j, SOMENE K. J. Som2'Y . once. Koparg°

Commerce &




-F11-Features

-F12-Configuration

-Setting Up Account Heads

Inventory In Tally ERP

-Stock Groups

-Stock Categories — God owns /location
-Units of Measure

-Stock Items

-creating Inventory Master for National Traders.

Voucher Entry in Tally ERP 9

Accounting vouchers
Inventory Voucher

[nventory Vouches

Power point presentation

Getting started in PowerPoint, Creating a presentation, Creating Ending sides reviewi i
i ; : ; ng slid
show Adding picture& graph Adding sound & video, Adding auto shape Animating g shide

Intro uction t mputer Network

[ntroduction, importance of networking computer network (LAN WAN MAN), networki
s king

T()pOlOgy

M ~WORD

e vantl d Managing Documents, Formatting Test. Paraot

Creating an ging » ormatting l'est, Paragraphs, and ; s

and Lists » Manage options and settings for documents Sections > Creating Tables

M

ate Worksheets and Workbooks, Format Worksheets J :
1 Workbook Elements. - and Wor kbooks, Create and Modify

Cre

Custon



2

fad

4.

6.

SYLLABUS — PRACTICAL

SUGGESTED HANDS ON EXERCISES OPERATING SYSTEM

. Starting the Windows

Starting a program, running a program

Running multiple programs and switching between windows

Customizing the Task bar
Recycle bin, restoring the deleted files

_ Creating and removing folders
Making the taskbar wider, arranging icons on the Desktop

Displaying and hiding the taskbar clock
Controlling the size of start menu options
Creating Shortcuts.

_ Installing a screen saver

Assigning a wallpaper 10 Desktop

Adding a program to the start menu
Adding a program shortcut in the Desktop
Customizing the mouse settings .

Expanding and collapsing a folder
Recognizing File types using icons
Running a program from explorer

Renaming @ file or folder

gorting a folder

Displ‘c’t)’i“g the properties for a file or folder

Using cut and paste operations to move a file

Using COPY and paste operations to copy a file
Moving and copying files with mouse
gearching @ file or folder.by using search command

Tally ERP9

Company Creation

Group Creation

Creating ledger

Creating Vouchers
|nventory Manager
MS_Wcrd

Create as documents

print and save Documents

Design ddvanced documents

M DR cel
Creating a basic Excel Worksheet

ging an excel Workbook
fication calculation in Excel Worksheet

Mzmﬂ
Modi




KOPARGAON TALUKA EDUCATION SOCIETYS
K.J SOMAIYA COLLEGE OF ARTS, COMMERCE AND SCIENCE

Students List -2019-20

SRNO Name of students
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1. | AUTI BUSHAN BALASAHEB

Eul

BARDE SHUBHECHHA UTTAM

3. | BILLADE GANESH KISHOR

4. | CHIKANE TUSHAR BALASAHEB

F

5. | DAREKAR SHUBHAM DHYANESHWAR

6. | DARGUDE ABHISHEK ANNASAHEB

7. | FULPAGAR HARSHAL ANIL

8. | GAVHANE MAHESH

9. | JADHAV VARSHA DIPAK

10. | JAYBHAYE VANITA NAMDEV
1. | KALKUMBHE SUJATA KISHOR

12. | KAMLE PRATHMESH BALWAT

13. | KATHE SONALI DATTU

4. | KSHIRSAGAR VAISHNAVI VIJAY

15. | NANKAR SAGAR RAJENDRA

16. | PATHARE AMRAPALI BAIU

17. | PARDESHI MONALI RAJU

18. | RUIKAR RAHUL SUNIL

19. | SANT VAISHNAVI DADASAHEB

20. | SHAIKH AMAN YUNUS

21. | SHAIKH FAISAL AYYUB

22. | SHAIKH RESHMA MUBARAK o o e

23. | WAGH NILESH SHARAD

24. [ WALUNIJ KRISHNA SUDHAKAR




WAKCHAURE RUSHALI ANNASAHEB

WAYNDESHKAR AJAY SUDAM

KUNDE SONALI RAMDAS

LOHAKANE ANIKET ASHOK




KOPARGAON TALUKA EDUCATION SOCIETYS,
KJ.SOMAIYA CO. _EGE OF ARTS, COMMERCE AN _SCIENCE, KOPARGAON.
Certificate Course in “Office Automation”
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20. | SHAIKH AMAN YUNUS
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KOPARGAON TALUKA EDUCATION SOCIETY'S

K.J.SOMAIYA COLLEGE OF ARTS, COMMERCE & SCIENCE.

Faculty of Commerce

Notice

All students of F.Y.B.Com division A and B,Are here by informed that examination

of certificate course in "Office Automation " is scheduled on 25-02-2019 from26-

02-2019 all students should be in proper uniform and with college identity card,

y‘\é

'l
B e, Fsgargaoh %’Lﬁ/’
aiya Colliege, thring
K. J. Somaly T g of ATt "
K.J Soma " .a_;zj,x Kopargacd

Commerce & =°




KOPARGAON TALUKA EDUCATION SOCIETYS,
K.J. SOMAIYA COLLEGE OF ARTS, COMMERCE AND SCIENCE, KOPARGAON
F.Y.B.COM AY 2019-20

NAME - ROLL NO-
SUB — Certificate Course in Office Automation Marks -20
Q1) Fill in the blanks [10Marks]

1) LAN. Stands For Local Are Network
a) True b) Falsec) None Of These
2) The Color Picked By The Eye Dropper Appears As A New Color.
a) True b) False ¢) None Of These
3) Wireless Network Has Led To Many Security Threats
a) False b) True c¢) None Of These
4) A Alone Computer Is One Which Is Not Connected To Any Network
a) False b) True <¢) None Of These
5) In Topology Computer Is Directly Linked To A Centre Computer
a) Busb) Node ¢) Star
6) MAN Stands For
a)  Metropolitan Area Number b) - Metro Area Network
c)  Metropolitan Area Network
7) There Are Three Types Of Network
a) False b) True ¢) None Of These
8) Move Tool Is Used To Move Selected Layer Around
a) Trueb) Falsec) None OfThese
9) Eye Dropper Tool Is Used To Select Color
a) True b) False ¢) None Of These
10). There Are Four Different Ways to Crop An Image
a) True b) False ¢) None Of These

Q.2) Short Notes (Any 2) [10 Marks]
1) RAM (Random Access Memory)

2) E- Commerce

3) Internet Explorer




KOPARGAON TALUKA EDUCATION SOCIETYS

K.J SOMAIYA COLLEGE OF ARTS, COMMERCE AND SCIENCE

Certificate course in “Office Automation”

Students List -2019-20
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FACULTY OF COMMERCE AND MANAGEMENT

BRIEF REPORT OF CERTIFICATE COURSE IN OFFICE
AUTOMATION

ACADEMIC YEAR-2019-20

During the academic year 2019-20, 28 students enrolled for the ‘Certificate course
in office automation offered by the faculty of Commerce and Management. The
course was conducted during the period from August to September. The course
was designed by the faculty members and was offered with the practical. The
students visited the Commerce laboratories personally for completion of the course
pl-actical’s and office Automation packages, internet etc.

28 Students appeared for the course end exam and 28 successful students were
awarded the course completion certificate.

period: 40 contact hours
puration: 3 Months
Total students Enrolled: 28

Number of Successful students (Beneficiaries): 28

All participating students were satisfied with the syllabus and the delivery of the

\;k/ :

Faculty Head = rse Co-ordinator
/49" Head mmercé

{ of GO aon
eraﬁaminc ollege. Kopard
matye ;

COUTSC-

IQAC Co-ordhator Plincingl

Co ordinator i
J. Somaiya College
I%?;rgaon, Dist. ANagar

Priricipal
K.J.Someiya College of Arts

Commerce & Science,Kopara®””




Kopargaon Taluka Education Society's

K.J. Somaiya College of Arts, Commerce & Science

Mohanirajnagar, Kopargaon - 423601, Dist. Ahmednagar (MH.)
Affiliated to Savitribai Phule Pune University, Pune ID No. PU/AN/ASC/07(1964)
B : 9146142000, 9146152000 Email ID : kjscollege@rediffmail.com, Website : kjscollege.com

NAAC ACCREDITED 'A' GRADE = AN ISO 9001-2015 CERTIFIED INSTITUTE
SAVITRIBAI PHULE PUNE UNIVERSITY “BEST COLLEGE AWARD"”

princin“ : Dr. B. S. Yadav (M.Sc..Ph.D.) Founder President : Late K. B. Rohamare (Ex. M.L.A.)

/1’1;;;:_ Date 30%4? /200728~

CERTIFICATE

This is to certify that the Faculty of Commerce and Management has
successfully conducted the certificate course entitled “Office Automation” during
the academic year 2019-20 with 28 students participating in the same. The same

has been verified by the Internal Quality Assurance Cell.

he ljrincipal

Department cf Commerce cipal

neR: e Princi
K. J. Somaiya Collage, Kopargaon K.J.Somalya College of Arts

“ommerce & Sclence,Kopargaon
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CERTIFICATE
COURSE IN
OFFICE

AUTOMATION

Faculty of Commerce &

Management
College has undergone significant K.J. Somaiya College of Arts
transformations, introducing new academic -
ACADEMIC YEAR : 2020-21 programs to provide students with broader commerce & Scrence,
expasure and choices, Kopa rgaon
Aims of the Commerce & Management
CONTACT Us faculty is to impart commerce education to
develop professional skills among the
students. The Department of Commerce,
Prof. (Dr.) S.R. Pagare - successfully  conducts  Autonomous
Contact - 9822191868 Certificate Courses in Tally, Tax Advisor
Prof. R.A. Jadhav

Computer Concepts and Soft Skills, for the

Contact - 7057328879 undergraduate and post graduate students.

aculty of Commerce & Management

-J. Somaiya College of Arts, Commerce
R Science, Kopargoan

Imailannnla com/mailiu/O0/inhes Er e o~ e



COURSE CONTENTS

01 Basicof Accounting

Types of Account, Golden Rules Of
Accounting Accounting principles,Concepts and
convention Mode of Accounting,Financial

Statement,Transactions,Recording Transactions.

02 Fundamental of Tally.ERP 9
- Getting Functional with Tally. ERP ©
- creation /Setting up of Company in Tally
ERP 9.

Accounting Master In Tally. ERP 9
- £ 11- Features

- F12 - Configuration
-Setting Up Account Heads.

03

Inventory In Tally.ERP ©
Stock Groups , Stock Categories
Godowns / location , Units of Measure
- Stock items, - creating Inventory
Master for National Trad

%\ 04
)

D,

05 Voucher Entry In Tally.ERP 9

- Accounting vouchers
-Inventory Vouches
- Inventory Vouches

Power point presentation

Getting started in PowerPoint, Creating
a presentation, Creating &editing
slides,previewing a slide show,Adding
picture& graph,Adding sound & video,
Adding auto shape,Animating.

06

07

Introduction to Computer

Network
Introduction, importance of
networking,computer network (

LAN, WAN,MAN), networking topology.




Faculty of commerce
Ceﬁificate course in “Office Automation”
Duration: 3 Months-
Objectives

On successful completion of the course the students will be able to do the

following:

To provided an depth training in use the of Office automation packages,
internet etc.

To understand the basics of operating system.
To understand how to use the software packages in day to day activities
Learn the essential and use the software packages in day to day activities

Learn the essential and use of internet.

Content

Basic of Accounting :

Types of Account, Golden Rules of Accounting, Accounting principles ¢ ;
and convention, mode of Accounting ,financial statement , Trans N oncept
Recording Transactions ? actions,

fundamental of Tally .ERP 9

Getting Functional with Tally .ERP 9

Creation / setting up of company in Tally .ERP 9

Accounting master in Tally



W

" _F11-Features

-F12-Configuration .

-Setting Up Account Heads

Inventory In Tally ERP 9

-Stock Groups

-Stock Categories — God owns /location
-Units of Measure

-Stock Items

—creating Inventory Master for National Traders.

Voucher Entry in Tally ERP 9

Accounting vouchers
[nventory Voucher
Inventory Vouches

Power point presentation

Gelting stgrled _in PowerPoint, Creating a presentation, Creating Ending sides revie
show Adding picture& graph Adding sound & video, Adding auto shape Animatin;V

ing slide

Introduction t uter Network
[ntroduction, importance of networking computer network (LAN WAN
' MAN), networki
> orking
Topology

MS “WORD
Creati’ng and Mana_ging Documents, Formatting Test, Paragraphs, and Sect;
and Lists , Manage options and settings for documents ’ CClions , Creating Tables

Create Worksheets and Workbooks,

Format Worksheets
Custom Workbook Elements. ests and Wor kbOokS, Create and Modify



SYLLABUS — PRACTICAL

SUGGESTED HANDS ON EXERCISES OPERATING SYSTEM

|. Starting the Windows
Starting a program, running a program
Running multiple programs and switching between windows
Customizing the Task bar
Recycle bin, restoring the deleted files

Creating and removing folders

Making the taskbar wider, arrat
ing the taskbar clock

£ start menu options

3=}

1ging icons on the Desktop

Displaying and hid
Controlling the siz€ 0
Creating Shortcuts.

Installing a screen saver -

Assigning a wallpaper to Desktop

Adding a program 10 the start menu
Adding a program shortcut in the Desktop
Customizing the mousé settings

d

4. Expanding and collapsing a folder
Recognizing File types using icons
Running a program from explorer
Renaming a file or folder
Sorting a folder

Displaying the properties for a file or folder

Using cut and paste operations to move a file
Using copy and paste operations to copy a file
Moving and copying files with mouse

gearching a file or folder by using search command

h

6. Tally ERP 9
Company Creation
Group Creation
Creating ledger
Crealing Vouchers
[nventory Manager
i Ms—Word
Create as documents
print and save Documents

Design advanced documents

g Ms _Excel
Creating @ basic Excel Worksheet

Vanaging an excel Workbook
. = tion calculation in Exc
Modificati¢ ation in Excel Worksheet
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KOPARGAON TALUKA EDUCATION SOCIETYS
K.] SOMAIYA COLLEGE OF ARTS, COMMERCE AND SCIENCE
Faculty of co‘mm erce
Certificate course in “Office Automation”

Students List -2020-21

Sr.No Name of Students
1. | ADHAV PRASANNA SATISH
2. | AHER MAYURI NITIN
3. | AUTADE VINAYAK VASANT
4. | AVHAD ANKITA ANANT
5. | BACHCHHAV PRAJAKTA PRABHAKAR
6. | BADHE KRUSHNA DATTATRAY
7. | BAGAL KOMAL DNYANESHWAR
8. | BAGUL MANGESH BALU
9. | BANKAR GAURAV ASHOK
10. | BARDE SARALA BABASAHEB
11. | BEG FARDIN SULTAN
12. | BORASE DIPALI DILIP
13. | BORASE VAISHNAVI EKNATH
14. | CHAUDHARI MAHENDRA SAINATH
15. | CHAUDHARI POOJA NANASAHEB
16. | CHAUDHARI PRATIKSHA NAVNATH
17. | CHAUDHARI RUTUJA DADASAHEB
18. | CHAVAN ARCHANA CHANDRAKANT
19. | CHAVAN SAURABH ANIL
20. | CHAVAN UMA RAJENDRA
21. | CHAVAN VIJAY SANJAY ‘
22. | CHAVHAN UMESH BALASAHEB
23. | CHHAJLANE TANUJA SUBHASH
24. | CHINE POONAM VASANT
—25. | CHINE PRITI ARUN i
26. | CHINE ROSHAN DATTATRAY
27. CHINE VAISHANAVI KAILAS
78. | DABHADE YOGITA VILAS
29. | DAGADE SIDDHI NILESH
—30. | DALVI AJINKYA PRAKASH
i DARGUDE NIKITA DHARMRA]
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DAVANGE POOJA SANJAY

33. | DESAI POOJA ANIL

34. | DESAI TUSHAR SUDAM

35. | DESHMUKH GAYATRI BAPUSAHEB

36. | DHUMAL HARSHADA SANTOSH

37. | DIGHE VAISHALI SAMBHAJI

38. | DIWANE VAISHNAVI SUNIL

39. | DOLAS JANHAVI JALINDAR

40. | GADE HARSHWARDHAN KAILAS

41. | GANGAVE DIPALI RAMESH

42. | GANGURDE KAILAS SOMNATH

43. | GARUD RESHMA YOGESH

44. | GARUD SHREYAS RAJENDRA

45. | GARUD VISHAKA RAVINDRA

46. | GAVADE VAISHNAVI KAILAS

47. | GAVANDI AMOL RAMDAS

48. | GIDHAD AMOL VILAS

49. | GITE AMOL HAUSHIRAM

50. | GITE SHUBHAM SAINATH

51. | GODASE MEGHA BHAUSAHER

52. | GODSE RAJASHREE YOGESH

53. | GUIAR AVINASH BALKRUSHNA

54. | GUNJAL SHANKAR NAVNATH
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KOPARGAON TALUKA EDUCATION SOCIETYS,
K.J. SOMAIYA COLLEGE OF ARTS, COMMERCE AND SCIENCE, KOPARGAON
FACULTY OF COMMERCE & MANAGEMENT
' F.Y.B.COM AY 2020-21

NAME - | ' ROLL NO-
SUB - Certificate Course in Office Automation Marks -20
Q1) Fill in the blanks [05 Marks]

1. Which unit is responsible for converting the data received from the user into a computer

understandable format?
a) Memory Unit b) Arithmetic & Logic Unit

¢) Input Unit d) Output Unit

2. The only language which the computer understands is
a) Assembly Language b) Binary Language
¢) BASIC d) C Language

3. The smallest unit of data in computer is
a) Byte " b) Nibble
c) Bit d) KB

4. One nibble is equivalent to how many bits?
a)2 b) 4
c) 8 d) 1

5. Which of the following describes the correct format of an input instruction?
a) IN 82 b) INPUT 8

c) INP 82 d) 82 INP

(Q.2) Short Notes (Any 3) [15 Marks]
1) Random Access Memory (RAM) , :
2) Magnetic Ink Card Reader (MICR)
3) Internet
4) E-Commerce
5) Web Browser
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) Faculty of Certificate course in “Office Automation”
Students List -2020-21
S Name of Students Pg% O‘Um ey w
No : 20 ‘D

I. | ADHAV PRASANNA SATISH 1 109 |ob | A1

3. | AHER MAYURINITIN T ED

3. | AUTADE VINAYAK VASANT 1N (12 |3 | 28

2. | AVHAD ANKITA ANANT lf I'L 09 ¢

5. | BACHCHHAV PRAJAKTA PRABHAKAR 3 13 [ax] 2%

6. | BADHE KRUSHNA DATTATRAY PEENEARS

7 | BAGAL KOMAL DNYANESHWAR {1 REEY

8. | BAGUL MANGESH BALU I (6 |of | A\

9. | BANKAR GAURAV ASHOK |0 Q1oYW | 23
~10. | BARDE SARALA BABASAHEB 04 NEER B\
1. | BEG FARDIN SULTAN o |16 1ok 2C

< 3. | BORASE DIPALI DILIP \\ L |63 42
= "{3. | BORASE VAISHNAVI EKNATH 12 13 62| of

14. | CHAUDHARI MAHENDRA SAINATH E 2 lawl 29

5. | CHAUDHARI POOJA NANASAHEB 0 [1a |ou| §)

6. | CHAUDHARI PRATIKSHA NAVNATH 04 | {2 |ou| 2S

{7. | CHAUDHARI RUTUJA DADASAHEB 0f Y low| 2D

1S, | CHAVAN ARCHANA CHANDRAKANT 09 W eyl o3

[9. | CHAVAN SAURABH ANIL d |1C Olvlt ,2&

0. | CHAVAN UMA RAJENDRA od |16 || 28
~3]. | CHAVAN VIJAY SANJAY of 19 166 3|

55, | CHAVHAN UMESH BALASAHEB o} 1:(3‘ %l a "
~——353. | CHHAIJLANE TANUJA SUBHASH A tQ (2]

54, | CHINE POONAM VASANT fL 9jf @g Lo
35, | CHINE PRITIARUN \| \L | Q)
.76, | CHINE ROSHAN DATTATRAY |© 7 IR |ao
'l. —57. | CHINE VAISHANAVI KAILAS 60 | gg B t
—~5g. | DABHADE YOGITA VILAS ng [b\ g | Ay
-39, | DAGADE SIDDHI NILESH o \|, {i\,\ ’)_L
30, | DALVI AJINKYA PRAKASH nb 10 [ew| 23
——31. | DARGUDE NIKITA DHARMRA] ] )"\ oMl 36
—32. | DAVANGE POOJA SANJAY \ 1 0. ME
—33, | DESAI POOJA ANIL 12 Vo o L)’L
—34. | DESAI TUSHAR SUDAM VK Q\Q&M
——35. | DESHMUKH GAYATRI BAPUSAHEB 1 && 7
—35. | DHUMAL HARSHADA SANTOSH B‘_J\ D"\#
57 [ DIGHE VAISHALTSAMBHAJI I LE?‘L
55, | DIWANE VAISHNAVI SUNIL B\\& "
<5 | DOLAS JANHAVIJALINDAR T U 2
2o | GADE HARSHWARDHAN KAILAS ‘*i;k-@“l 2




78,

80.

22.
8.
85.

" GARUD RESHMA YOGESH

. | GIDHAD AMOL VILAS

110N VAISHNAVI LALJI

T KOLHE POOJA ASHOK

| MAGAR ANITA SANJAY

86,

Haag
Department of Commerce

' e~mmaira Collzaaa. Kor
. . comaya e a2, \ehargaon

GANGAVE DIPALI RAMESE . .
| GANGURDE KAILAS SOMSNIATH : )1 @%9 2 g %q
- 13 |0 of 27
| GARUD SHREYAS RAJENDRA 12 D F s "
GARUD VISHAKA RAVINDRA o N
- 0 |13 | ok [ \
| GAVADE VAISHNAVI KAILAS TIEY ol ’1:];(»\ e e
GAVANDI AMOL RAMDAS 0T 131 o0 =t
GITE AMOL HAUSHIRAM “%’) lgl 006)? ©
GITE SHUBHAM SAINATH of 113 vy
GODASE MEGHA BHAUSAHEB op \\2 oF %
1 GODSE RAJASHREE YOGESH qu " Oq- 7
~GUJAR AVINASH BALKRUSHNA T E of R\ N
TGUNJAL SHANKAR NAVNATH o1 M % )__
T GURSAL TUSHAR DNYANESHWAR 11"-\ M O# o¥
TT71ON PRATIKSHA RAJENDRA ﬁ 3 O& &3
TTNGALE NIKHIL VALMIK t}‘)}E \l%_ (Sd:l 'Zgo
T JADHAV PRITIMA KISHOR Y9 3 0 3
JAEI_SHWARYA BABASAHEB i X 63 ] 2
JATHAR KUNAL BHAUSAHEB TG [ okl oY |
-~ TAWALE RUTUJA SUBHASH B . 0L
}(HANDAGIZ PURUSHOTTAM VILAS g 0 :'L Qd]
CHARAT ANJU ASHOK ‘l% S’é (}L R
TTARAT DHANANJAY VIIAY EEIRIY %;% %3%
: CHATIK YASMIN YUNUS I ¥ BE
KIILARI TRIGUNI DADASAHEB 0| 00 0n ?—G}?ﬁi
| KKOLHE RUTUJA SANJAY 131121 04 L
Ba = | ot | b ?
CSHATRIYA ISHA MANOJ B P (AN
T ANIRE OMKAR TULSHIDAS . M O\ 70
T LAHIRE PALLAVI NANASAHEB ‘\“ I 19 a)
5. | LAKARE SARIKA VITTHAL \13 \ 1'0‘ 5314 o !
I LAVIATE SHEKHAR DILIP 2 g |
“LOHAKANE TANVI NIVRUTTI ]’\2. 615\ 04 Q;‘
" L.OLAGE ANIKET SATISH 1 T ()ML; é}L
MAGAR URMILA DIGAMBAR Iolg ]02 of | 20 |
| MAGAR VAISHNAVI SHAM 9 oF |0
[MALAVE VASHALINITIN %Lri %E o7 [ a
“MALI DHANANJAY SADASHIV 3 0 |)
T MANIYAR AAYESHA NADIM 10 \QX\ 2
NVOITE GAYATRI SANJAY ']\’li Q9 | Of | a7 |
“VIORE KAMINI DNYANESHWAR R 0 \Qd’\ 0
M(M_AYUR BAPURAO R \(‘)L‘—EE—}:
MORE ?liIER_AJ DADASAHEB b I%\@L 5
LSl 08 [



Kopargaon Taluka Education Society’s

K.J. Somaiya College of Arts,
Commerce and Science, Kopargaon

(Aftiliated to Savitribai Phule Pune Univers
NAAC Re-accredited with “A” Grade An ISO 90017

y. Pune)

15 Certified Institute

Best College Award by S.6. Fune Universify

7 Mohanirajnagar, Kopargaon, Dist. A]unednagl,f -423 601. (Maharashtra) India.

—s: (Certificate &=

SR e

AT

s

;«Q This is to certify that Mr./Ms./Mrg.

from the class Q has successfilly completed the ceriificate
course entitled L5 /
Y
run by
V7)Y J
the Department of / conducted between

/20 :/ /20 .He/She has been awardedwit);

grade.

Coordinator Certificate Course Chairmgp principal

rincipal
.“ 1 s ﬂ“

¢e & Science,

” Department r. mew
ment ~* Cemmerge
K. J. Somaiya Coiiage, Kopargaon

ST

FHIEO 51

o ey e

‘‘‘‘‘‘



FACULTY OF COMMERCE AND MANAGEMENT

BRIEF REPORT OF CERTIFICATE COURSE IN OFFICE AUTOMATION

ACADEMIC YEAR-2020-21

During the academic year 2020-21, 86 students enrolled for the 'Certificate
course in office automation offered - by the faculty of Commerce and
Management. The course was conducted during the period from August to
September. The course was designed by the faculty members and was offered
with the practical. The students visited the Commerce laboratories personally
for completion of the course practical's and office Automation packages,
internet etc. ' .

86 Students appeared for the course end exam and 83 successful students were
awarded the course completion certificate.

Period: 40 contact hours

Duration’: 3 Months

Total students Enrolled: 86

Number of Successful students (Beneficiaries): 83

All participating students were satisfied with the syllabus and the delivery of the
course.
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= _,M HE’;"&{
Department of Commerce
K. J. Somaiya College, Koparnaon
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K. J. Somaiya College of » -
Commerce & Science, I
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Affiliated to Savitribai Phule Pune University, Pune ID No. PU/AN/ASC/07(1964)
@ : 9146142000, 9146152000 Email ID : kjscollege(@rediffmail. com, Website : kjscollege.com

NAAC ACCREDITED 'A' GRADE = AN ISO 9001-2015 CERTIFIED INSTITUTE
SAVITRIBAI PHULE PUNE UNIVERSITY “BEST COLLEGE AWARD”

Principal : Dr. B. S. Yaday (M.Sc..Ph.D.) Founder President : Late K. B. Rohamare (Ex. MLL.A.)

Ref. No. - Date 2.1/4 /zmozj

CERTIFICATE

This is to certify that the Faculty of Commerce and Management has

successfully conducted the certificate course entitled “Office Automation” durin
g

the academic year 2020-21 with 86 students participating in the same The sam
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has been verified by the Internal Quality Assurance Ce]].
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CERTIFICATE
COURSE IN
OFFICE
AUTOMATION

Faculty of Commerce &
ABOUT Us Management

College has undergone significant K.J. Somaiya College of Arts
transformations, introducing new academic .
ACADEMIC YEAR : 2021-22 programs to provide students with broader commerce & Scuence,

exposure and choices.
Aims of the Commerce & Management

co NTACT Us faculty is to impart commerce education to

develop professional skills among the
students. The Department of Commerce,
Prof. (Dr.) S.R. Pagare - successfully conducts Autonomous

Contact - 9822191868 Certificate Courses in Tally, Tax Advisor
Prof. R.A. Jadhav Computer Concepts and Soft Skills, for the
Contact- 7057328879 undergraduate and post graduate students.
Faculty of Commerce & Management

K.J. Somaiya College of Arts, Commerce

Kopargaon

& Science, Kopargoan
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COURSE CONTENTS

Basic of Accounting

Types of Account,  Golden Rules  Of 05 Voucher Entry In Tally.ERP 9
Accounting,Accounting principles,Concepts and - Accounting vouchers

convention Mode of Accounting Financial

Statement, Transactions,Recording Transactions. '-l ?:\f:rt:gyv\?:tf:::s

02 Fundamental of Tally.ERP 9

- Getting Functional with Tally. ERP 9 06 Power point presentation
_ creation /Setting up of Company in Tally Getting started in PowerPoint, Creating
ERP S. a presentation, Creating &editing
slides,previewing a slide show,Adding
Accounting Master In Tally. ERP 9 pictured graph,Adding sound & video,
03 -F 11- Features Adding auto shape,Animating.
A GoRiIgIasor 07 Introduction to Computer
-Setting Up Account Heads. Network
Introduction, importance of
-;.;. 04 Inventory In Tally,ERP 0 networking,computer network
A Stock Groups , Stock Categories LAN,WAN,MAN), networking topology.

Godowns / location , Units of Measure
- Stock ltems, - creating Inventory
%Q_pnla_der,s



KOPARGAON TALUKA EDUCATION SOCIETYS

K.J SOMAIYA COLLEGE OF ARTS, COMMERCE AND SCIENCE

Faculty of commerce
Certificate course in “Office Automation”
Duration: 3 Months
Objectives

On successful completion of the course the students will be able to do the

following:

To provided an depth training in use the of Office automation packages,

internet etc.

To understand the basics of operating system.

To understand how to use the software packages in day to day activities.
Learn the essential and use the software packages in day to day activities.

Learn the essential and use of internet.

Content

Basic of Accounting :

Types of Account, Golden Rules of Accounting, Accounting Principles Concepts

and convention , mode of Accounting ,financial statement , Transacti
Recording Transactions

ons,

Ey_[,_g_gr_nental of Tally .ERP 9

Getting Functional with Tally .ERP 9

Creation / setting up of company in Tally .ERP 9

Accounting master in Tally



-F11-Features

-F12-Configuration

-Setting Up Account Heads

Anventory In Tally ERP 9

-Stock Groups

-Stock Categories — God owns /location

-Units of Measure

-Stock Items

-creating Inventory Master for National Traders.

Youcher Entry in Tally ERP 9

Accounting vouchers
Inventory Voucher

Inventory Vouches

Power point presentation

Getting started in PowerPoint, Creating a presentation, Creating Ending sides reviewing slide
show Adding picture& graph Adding sound & video, Adding auto shape Animating =

Introduction to Computer Networl

[ntroduction, importance of networking computer network (LAN WAN M AN), networki
. /orking

Topology
MS —-WORD

Creating and Managing Documents, Formatting Test, P
and Lists , Manage options and settings for documents

Create Worksheets and Workbooks,
Custom Workbook Elements_

aragrs ¢ 1
agraphs, and Sectiong | Creating Tables

Format Worksheets ang Workbookg, Create and Modify



SYLLABUS - PRACTICAL

SUGGESTED HANDS ON EXERCISES OPERATING SYSTEM

|. Starting the Windows
Starting a program, running a program
Running multiple programs and switching between windows
Customizing the Task bar
Recycle bin, restoring the deleted files

2. Creating and removing folders
Making the taskbar wider, arranging icons on the Desktop
Displaying and hiding the taskbar clock
Controlling the size of start menu options
Creating Shortcuts.

. Installing a screen saver
Assigning a wallpaper to Desktop
Adding a program to the start menu
Adding a program shorteut in the Desktop
Customizing the mouse settings

el

4. Expanding and collapsing a folder
Recognizing File types using icons
Running a program from-explorer
Renaming a file or folder
Sorting a folder

< Displaying the properties for a file or folder

Using cut and paste operations to move a file
{sing copy and paste operations to copy a file
Moving and copying files with mouse

gearching file or folder by using search command

Tally ERP 9
Company Creation
Group Creation

0.

Creating ledger
Creating Vouchers
[nventory Manager
h/[s_wol‘d
Create a5 documents
print and save Documents
Design advanced documents
o=

oy cel
Y MS ']"‘\ . "
B g a basic Excel Worksheet

(‘]'Cﬂlin

fanaging an excel Workbook
alldz"" i ¥

]\ fication calculation in Excel Worksheet

N; gdi



KOPARGAON TALUKA EDUCATION SOCIETYS
K.J SOMAIYA COLLEGE OF ARTS, COMMERCE AND SCIENCE
Faculty of commerce

Certificate course in “Office Automation”
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NAME - * ROLL NO-
SUB - Certificate Course in Office Automation Marks -20
Q1) Fill in the blanks [20 Marks]
1) A Processor is also known as

a) CPU " b) UPS

ey WP d) PUS

2) which of the following part of the CPU controls the sequence of the instructions?
a) AU b) CU

c) LU ~d) ALU
3) RAM stands for
a) Random Access Memory  b) Random Analysis
c) Read Able Memory d) Random Available Memory
4) ROM stores data
a) Permanently b) Temporarily
c) Partially d) Fully
5)Which of the following is the highest speed slot?
a) ISA b) AGP
¢) PCI d) AGC
6) A video game is played by using card
a) Sound . b) Modem
¢) Graphics d) Network information
7) Barcode Reader is a/an device
a) Output ' b) Input
c¢) Display d) Storage

8) Which is used in security system and criminal investigations
a) Fingerprint Reader b) Robots

¢) Sound card d) Barcode Reader
9) Which is also known as mechanical agent
a) Computer b) Barcode Reader
c¢) Processor d) Robots
10) is the set of instruction given to the computer to perform a specific task
a) Monitor b) Hardware
¢) Software d) Printer
1) isthe most famous type of Operating System for personal computer

a) Linux b) Unix
c¢) Microsoft Windows d) Mac OS
12) A system software that helps Operating System to communicate with g device is

called
a) Operating system  b) Device Driver

c) Utility d) Graphics Software
13). ___isaprogram that allows a user to analyze and maintair .
a) Utility b) Device Driver 18 computet

c¢) Widows XP d) MS office




14) creates a link between a user and the computer
a) Device Driver b) Utilities
¢) Operating System d) Image Viewer

15). A keeps the mouse free from dust and dirt

a) mouse pad b) rubber pad
c) paper pad -
16). Keep the index finger on the button
a) left b) right
¢) middle _
17) Keep the middle finger on the button
a) Right b) Left

c) Scroll wheel
18) Move the mouse over a
a) Mouse pad b) Rubber pad
¢) Rubber pad
19). Always keep the on the mouse pad
a) mouse b) mouse
g) CRU
20) has a tail.
a) Mouse -b) CPU
¢) Monitor
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ACADEMIC YEAR-2021-22

During the academic year 2021-22, 73 students enrolled for the 'Certificate
course in office automation offered by the faculty of Commerce and
Management. The course was conducted during the period from August to
September. The course was designed by the faculty members and was offered
with the practical. The students visited the Commerce laboratories personally

for completion of the course practical's and office Automation packages,
internet etc.

73 Students appeared for the course end exam and 65 successful students were
awarded the course completion certificate.

Period: 40 contact hours

Duration: 3 Months

Total students Enrolled: 73

Number of Successful students (Beneficiaries): 65

All participating students were satisfied with the syllabus and the delivery of the
course.

=" Head T -y
Department of Commerce IQAC, K J. Soma :2 hg’c"hge
K. J. Somaiya College, Kopargaon Kopargaon, Dist. ANagar

rincipal
Wlege of Arts

K. J. Somaiva Cotiege )

Commerce & LCIence, Kopargaohn




Kopargaon Taluka Education Society's

K.J. Somaiya College of Arts, Commerce & Science

Mohanirajnagar, Kopargaon - 423601, Dist. Ahmednagar (MH.)
Affiliated to Savitribai Phule Pune University, Pune ID No. PU/AN/ASC/07(1964)
@ : 9146142000, 9146152000 Email ID : kjscollege(@rediffmail.com, Website : kjscollege.com

NAAC ACCREDITED 'A' GRADE = AN ISO 9001-2015 CERTIFIED INSTITUTE
SAVITRIBAI PHULE PUNE UNIVERSITY “BEST COLLEGE AWARD”

principal : pDr. B. S. Yaday (M.Sc..Ph.D.) Founder President : Late K, B, Rohamare (Ex. M.L.A.)

Ref. No. * DateBO/,Kf/Em

CERTIFICATE

This is to certify that the Faculty of Commerce and Management has
successfully conducted the certificate course entitled “Office Automation” during
the academic year 2021-22 with 73 students participating in the same. The same

has been verified by the Internal Quality Assurance Cell.

IQAC Co-ordinator

HEA

Pgmcipa]

. :Ej(f;j:a:'t:::':f:-nt of Commerca K P"iﬂ(-‘ipal
K 4. Somziya Crfhae ".f?f’ﬁrﬁatlﬂo -J.8omaiya College of Arts

. mmerce & Science, Kopargacr:

A}
5 1




CERTIFICATE
COURSE IN
OFFICE
AUTOMATION

Faculty of Commerce &

ABOUT US Management

College has undergone significant K.J. Somaiya Co”ege of Arts
transformations, introducing new academic
ACADEMIC YEAR : 2022-23 programs to provide students with broader

exposure and choices. Kopa rgaon
Aims of the Commerce & Management

CON TACT Us faculty is to impart commerce education to

develop professional skills among the
C )
Prof. (Dr.) S.R. Pagare - students. The Department of Commerce
C successfully conducts Autonomous
ontact - 9822191868 Certificate Courses in Tally, Tax Advisor
Prof. R.A. Jadhav Computer Concepts and Soft Skills, for the
Contact - 7057328879 undergraduate and post graduate students.
Faculty of Commerce & Management

K.J. Somaiya College of Arts, Commerce

Commerce & Science,

& Science, Kopargoan



COURSE CONTENTS

Q1 Basicof Accounting
Types of Account, Golden Rules Of
Accounting Accounting principles,Concepts and

convention,Maode of Accounting,Financial
Statement,Transactions,Recarding Transactions.

02 Fundamental of Tally.ERP 9
- Getting Functional with Tally. ERP 9

- creation /Setting up of Company in Tally
ERP 9,

03 Accounting Master In Tally. ERP 9
-F11- Features

- F12 - Configuration
-Setting Up Account Heads.

Inventory In Tally.ERP 9
Stock Groups , Stock Categories
Godowns / location , Units of Measure
- Stock ltems, - creating Inventory
Maste fo National Traders.

r - ‘—7}. =
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Q5 Voucher Entry In Tally.ERP 9
- Accounting vouchers
-Inventory Vouches
- Inventory Vouches

06 Power point presentation

Getting started in PowerPoint, Creating
a presentation, Creating &editing
slides,previewing a slide show,Adding
picture& graph,Adding sound & video,
Adding auto shape,Animating.

07 Introduction to Computer

Network
Introduction, importance of
networking,computer network (
LAN WAN,MAN), networking topology.
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Certificate course in “Office Automation”
Duration: 3 Months

Objectives

On successful completion of the course the students will be able to do the

following:

To provided an depth training in use the of Office automation packages

internet etc.
To understand the basics of operating system.
To understand how to use the software packages in day to day activities

Learn the essential and use the software packages in day to day activities

Learn the essential and use of internet.

Content

Basic of Accounting :

Types of Account, Golden Rules of Accounting, Accounting principles C
and convention , mode of Accounting (financial statement , Tran 7 oncepts
recording Transactions ' sactions,

fundamental of Tally .ERP 9

Getting Functional with Tally .ERP 9

creation / setting up of company in Tally .ERP 9

MQ_U.MLUE master in Tally



-F11-Features u";.iuwrr of \‘ 1
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-F12-Configuration -

-Setting Up Account Heads

Inventory In Tally ERP 9

-Stock Groups

-Stock Categories — God owns /location
-Units of Measure

-Stock Items

-creating Inventory Master for National Traders.

Voucher Entry in Tally ERP 9

Accounting vouchers
Inventory Voucher
Inventory Vouches

Power point presentation

Getting started in PowerPoint, Creating a presentation, Creating Ending sides reviewin slide
show Adding picture& graph Adding sound & video, Adding auto shape Animating R

Introduction to Computer Ne rl

[ntroduction, importance of networking computer network (LAN WAN MAN), networki
; orking

Topology

a-ea[ing and Managing Documents, Formatting Test, Pﬂfagl'aphs, afid Secfione .

and Lists , Manage options and settings for documents ons , Creating Tables
-E W

mS- EXCEL

reate Worksheets and Workbooks, Format Worksheets and Wor :
gustom Workbook Elements. WOIkbOOkS, Create and Modify
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SYLLABUS - PRACTICAL

SUGGESTED HANDS ON EXERCISES OPERATING SYSTEM

. Starting the Windows

Starting a program, running a program

Running multiple programs and switching between windows
Customizing the Task bar

Recycle bin, restoring the deleted files

. Creating and removing folders

Making the taskbar wider, arranging icons on the Desktop
Displaying and hiding the taskbar clock

Controlling the size of start menu options

Creating Shortcuts. '

. Installing a screen saver

Assigning a wallpaper to Desktop

Adding a program to the start menu
Adding a program shorteut in the Desktop
Customizing the mouse settings

. Expanding and collapsing a folder
Recognizing File types using icons
Running a program from explorer

Renaming a file or folder

Sorting a folder

_ Displaying the properties for a file or folder

Using cut and paste operations to move a file
Using copy and paste operations to copy a file
Moving and copying files with mouse
gearching a file or folder by using search command

Tally ERP 9
Company Creation
Group Creation
Creating ledger
Creating Vouchers
[nventory Manager
N[S-WDI'CI
" (reate as documents
and save Documents

print
advanced documents

pesign

_Excel

Creating @ basic Excel Worksheet
aging an excel Workbook

N[;,lﬂ i : ;
Mudiﬁcznmn caleulation in Excel Worksheet
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NAME - ROLL NO-
SUB - Certificate Course in Office Automation Marks -20

Q1) Fill in the blanks (Any 5 out of 6): [S Marks]
1) Physical part of a computer is known as .
a) Software b) Hardware
¢) Operating System d) System unit
2) is a place where processing takes place
a) Box b) CPU
c¢) Monitor d) System unit
3) Processor is fixed on the
a) Fan b) Chipboard
c) Motherboard d) Expansion slot
4) There are types of memory
a) Two b) Three
¢) One d) Four
5) A Processor acts like a/an
a) Heart b)) Arm
¢) Brain  d) Kidney
6) Arithmetic operations are performed by

a) LU b) AU
¢) ALU d) CU
Q.2) Short Notes. (Any 3) [15 Marks]

1) Computer Network
2) Internet

3) Operating System
4) Tally ERP 9

5) Power point
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FACULTY OF COMMERCE AND MANAGEMENT

BRIEF REPORT OF CERTIFICATE COURSE IN OFFICE
AUTOMATION

ACADEMIC YEAR-2022-23

During the academic year 2022-23, 74 students enrolled for the ‘Certificate course
in office automation offered by the faculty of Commerce and Management. The
course was conducted during the period from August to September. The course
was designed by the faculty members and was offered with the practical. The

I S e A S LA T R IR TR 3

. AC Co-dtdinator ‘ .
. © Pliglhe
of

students visited the Commerce laboratories personally for completion of the course
practical’s and office Automation packages, internet etc.

74 Students appeared for the course end exam and 74 successful students were
awarded the course completion certificate.

Period: 40 contact hours
Duration: 3 Months

Total students Enrolled: 74

Number of Successful students (Beneficiaries): 74

All participating students were satisfied with the syllabus and the delivery of the

course.
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e Co-ordinator

' K.J.Somaiya Coliege
Co ordinator Commerce & Seience. \C

JQAC, K. J. Somaiya College
KOPMB"U“: Dist, A.Nagar
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I.J. Somaiya College of Arts, Commerce & Science

Mohanirajnagar, Kopargaon - 423601, Dist. Ahmednagar (MH.)
Affiliated to Savitribai Phule Pune University, Pune ID No. PU/AN/ASC/07(1964)
& : 9146142000, 9146152000 Email ID : kjscollege@rediffmail.com, Website : kjscollege.com

NAAC ACCREDITED 'A' GRADE = AN ISO 9001-2015 CERTIFIED INSTITUTE
SAVITRIBAI PHULE PUNE UNIVERSITY “BEST COLLEGE AWARD”

_d—_—[;:i_n;ipﬂl : Dr. B. S. Yadav (M.Sc.,Ph.D.) Founder President : Late K. B. Rohamare (Ex. M.L.A)
m = Date ;oz,fcs%oz_g
CERTIFICATE

This is to certify that the Faculty of Commerce and Management has

successfully conducted the certificate course entitled “Office Automation” during

the academic year 2022-23 with 74 students participating in the Same. The same

has been verified by the Internal Quality Assurance Cell.
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