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Reaccredited * A+~ Grade by NAAC (CGPA 3.68/4.00)
College with Potential for Excellence (CPE) by TGC
m DST-FIST Supported & Star College Scheme by DBT.

Vocational Courses for Undergraduate Programmes

Name of Course
Accounting and Tally course / TRaT Td ol UTSTHH
E-Accounting and Taxation with GST / EC@"@W H?-HG?F@'CPI
HRIY dfed
Finance Services and Insurance / ﬁﬁ@?ﬂq 3R ST
Personality Development / Afddcd fdehTd
Export Import Management / f=afd smard udeq
Web Designing /aH%GITE“ﬁﬂ
Digital Marketing / fSfSTed AT e
Office Procedure and Practices / ST UfehaT 3R TGER
Nutrition and dietetics / GTSUT Td 1P 3MER
Medical Diagnostics / Tafdear fHe™
Vermicomposting | TH HHIRETT
Electrical Technology / ﬁﬂ'{lﬂ Nt

Retail Management / I&T U&4

Desktop Publishing DTP / S¥&cld U= (SIUIeh)
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e Behera Souinya Ranjan , Learn Tally.ERP_9, B K Publications Pvt Ltd

o Singh Shraddha,Mehra Navneet ,Tally'ERP 9 (Power Of Simplicity), V& S publisher, delhi
o Agrawal Dr.Namrata ,Comdex Tally.ERP 9 Course Kit, comdex publication delhi

sqeifi Rfea <rewtd Jafe -
https‘://sscstudv.coih/tallv—ei‘p-9-book-pdf-free-download/
https://www.sarkarirush.com/tally
httgs://learnmech.com/fundamentals-of-tallv-erp-9-tutorial-pdf-free-download/

https://instapdf.in/tally-erp-9/
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Prog‘ram: 'Certifi”c:at_ep ‘ - Year :- First Yeér : Seséioh:2021-22

Course C(;de 2 ‘}Vl-COI\"II-TAL'l(‘&

Course Title Accounting and Tally course
Course Type Vocational
Pre-requisite (if any) Open for all
Course Learning After studying this Course, the Student will be able to-
outcomes (CLO) ) Understand the elements of electronic accounting process
Apply the basics of accounting with the help of sophisticated software
like Tally

° Create a Company,Ledgers and Groups creation, stock groups, Stock
items, stock units formation, various Vouchers Entry, etc in tally

software.
° Make adjustment entries through Tally and produce financial
statements like P&L account, Balance Sheet etc.
° Develop skills to prepare account manually and computerized.
Expected Job Role / Student can find a job as an accountant in any business firm.

career opportunities

Credit Value 4




Total No. of Lectures + Practical (in hours per week): L-1 Hr / P-1 Lab Hr

Total No. of Lectures/ Practical: L-30hrs/P-30hrs

P

I FinC|al Accounting
Concept of Double Entry System, Golden Rules of Accounting, Preparation of
Journals :
I Preparation of Ledgers and Trial Balance 10
10 Brief Introduction of Trading and Profit and Loss Account and Balance Sheet 02

Tally ERP 9.0 >
1. Introduction of Tally ERP 9, Info Manu, Creation of a Company,
Gateway of Tally,

2. Account information: Ledgers and Groups creation

3. Inventory information: Determination ofstock groups, Stock items and
stock units

4. Accounting vouchersEntries: Receipt Vouchers, Payment Vouchers,
Purchase Vouchers, Sales voucher, Contra Vouchers, Journal Vouchers,
Debit Note, Credit Note. . ‘

Report: Trial Balance, Day Book, Accounts Book, Statement of Accounts, 5
Inventory Book, Trading and Profit & Loss Account, Balance Sheet,

Project - make a project to record Day to Day accounting and generate Trading & P&L account and
Balance Sheet :




i

Text Books, Reference Books, Other resources

Suggested Readings:

Behera Soumya Ranjan, Learn Tally.ERP 9, B K Publications Pvt Ltd
Singh Shraddha,Mehranavneet ,Tally ERP 9 (Power Of Simplicity), V&S Publisher, Delhi
Agrawal Dr. Namrata ,Comdex Tally.ERP 9 Course Kit, Comdex Publication Delhi.

Agrawal Dr. Mahesh Financial Accounting, Ramprasad And Sons,Bhopal

FEA TAST T STHT AT, FFGSLFHA A@IH TUTAT , AR Fad Gfseanerd , ERT

Suggestive digital platforms web links

https://sscstudy.com/tally-erp-9-book-pdf-free-download/

https://www.sarkarirush.com/tally
https://learnmech.com/fundamentals-of-tally-erp-9-tutorial-pdf-free-download/
https://instapdf.in/tally-erp-9/
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Program: Certificate

___ Part A Introduction

Year: First Yearﬂ / TS‘ession: 2021-22

S

Cdufse Code

V1-COA-DTPT

Course Title Desk Top Publishing
Course Type Vocational
Pre-requisite (if any) Open for All

Course Learning

After studying this Course the Student will be able to

outcomes (CLO) e Understand basics of computer and its related terminology.

e Write, Edit & Print documents using MS-WORD & EXCEL.

e Understand various software used for Desktop Publishing and
would be able to create and design documents with text and
graphics like newspaper ad, wedding cards, visiting cards,
greeting cards etc.

e Using PageMaker, CorelDraw & Photoshop. Understand Colour
concept in Printing

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

career opportunities

career as a/an:

Graphic designer
Multimedia Editor

Logo Designer

Office Assistant

Desktop Publishing Operator

Credit Value

4




s i

Total No. of Lectures + Practical (in hours per week): L-1 Hr/ P-1 Lab Hr

Total No. of Lectures/ Practical: L-30hrs/P-30hrs

Computer Fundamentals - Generations of Computer, Advantage and disadvantage
of Computer, Block Diagram of a Computer, Description of Different parts of a
computer. System Software and Application Software MS Office Introduction to
MS Office, Word Processing Software, Electronic Spreadsheet, MS Paint

II

PageMaker Introduction to various versions, concepts and applications of
PageMaker Guides & rulers. Drawing tools. Fills & outlines.

Photo Shop -History & introduction, the file menu, the tools, Drawing lines &
shapes. Photo editing /inserting starting with Setting Up, introduction of layers,
Understanding Design principles and color theory

12

I

Coral Draw - Drawing —lines, shapes .inserting-pictures, objects, tables, templates,
Use of various tools such as Pick tools, Zoom tools, Free hand tool, square tool,
rectangle tool, Text tool, Fill tool etc. and all fonts used in designing of monograms,
logos, posters, stickers, greeting cards, wedding cards, visiting cards, etc

Design Principles & Color Harmony Introduction to colors — Primary and
Secondary in both RGB & CMYK schemes/modes.

Using windows explorer and other windows elements

Creating and opening a document in page maker

Formatting and editing a document

Saving and printing a given document

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

Using columns utility, to give the document column look

Using various fonts and styles to make a document more beautiful

Use of page maker to make transparencies

Saving and printing a file that has been created

0. Formatting a given file by using undo/redo, repeat, cut, copy, paste, delete,

duplicate and clone utilities

11. Inserting objects in the drawing, aligning, ordering, grouping and ungrouping
of those objects

12. Use of combine, break apart, weld, intersection, trim and separate tools in a
given drawing

13. Use of mode edit tools i.e., to line, to curve, to stretch, and rotate

14. Creating special effects i.e., transform roll-up, envelop roll up, add
perspective, extrude roll up, contour roll up, power line, power clip, clear
effects

15. To insert character and paragraph text in a drawing and frame, setting of tabs,
indents, bullets and spacing in paragraph text

16. Filling of text to a given path, aligning it to base line, straighten text and edit
text

17. Using tools such as spell checker, and thesaurus

18. Using find and replace text utility and type assist

19. Adding various symbols to a drawing and creating different pattern

EINDROO LI ON Sl L o s

10
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Text Books, Reference Books, Other resources

Suggested Readings:

1
2:

© 0NV w

Desk Top Publishing From A to Z by Bill Grout and Osborne; McGraw Hill

DTP (Desk Top Publishing) for PC user by Houghton; Galgotia Publishing House Pvt. Ltd.,
Daryaganj, New Delhi.

ADOBE PAGEMAKER 6.5 - Shashank Jain & Satish Jain — First Edition 2001, BPB Publications.
DESKTOP PUBLISHING ON PC — M.C. Sharma, BPB Publications

Corel draw the Official Guide By Gray David Bouton , Corel Press.

The complete Reference Getting Started with Page Maker , McGraw-Hills

Adobe Photoshop CS2 Classroom In A Book (2020) , Adobe Press.

Computers Today S.K.Basandra, Galgotia Publications.

Microsoft Office : Will Train , Gini Courter, Annette Marquis BPB Pubhcatxon

Suggested equivalent online courses:
http://www.nptelvideos.com/adobe/adobe photoshop tutorials.php

https://onlinecourses.swayam?2.ac.in/cec20_cs05/preview

https://eskillindia.org/Course/course detail/117206920200221051647

https://www.udemy.com/course/desktop-publishing-for-you/

https://www.youtube.com/watch?v=FJYgNUYUvZc
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Textbooks :
1. Ahuja Vandana (2016) Digital Marketing. Oxford University PressISBN: 9780199455447
2. SainyRomi, NargundkarRajendra (2018) Digital Marketing: Cases from India, Notion Press ISBN
9781644291931, 1644291932
3. Digital Marketing 2.0- Dr.Rushen Chahal —Himalya pub.Nagpur

stgserﬁa%ﬁwﬁr‘ﬁzqa’ftf%’am

https://www.wordstream. com/linkbuilding#:~: text—Bmldmg%ZOlmks%2015%200ne%200f build %20
links%20to%20vour%20site.

https://www.targetinternet.com/the-to -32-most-useful-digital-marketin _links/
https://digzitalmarketingphilippines.com/8-strateuc—steps-to-natural—lmk-bmldmg/ https://www.the-

web-¢ uxs.com/digital-marketing/

e TR Fwher ATATET TSR : ~

https:llonIinecourses.swayamZ.ac.in
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- Part A Introduction

Program: Cér'fi‘ﬁca_te ST Year: First Year Session: 2021-2022

Gotirse Code ' : " VI-COM-DIGT

Course Title DIGITAL MARKETING

Course Type Vocational

Pre-requisite (if any) Open for All

Course Learning After the successful completion of the course, the student
outcomes (CLO) shall be able to-:

e Understand digital marketing, importance thereof,
meaning of web site and levels of web site, difference
between blog, portal &amp; website.

e Understand the working of SEO (search engine
optimization) on page optimization, off page
optimization, and will learn to prepare reports

e Learn about SMO (social media optimization) like

Face book, twitter, LinkedIn, Tumblr, Pinterest and
other social media services optimization

e Understand paid tools like Google ad words, display

advertising techniques

e Learn and apply hands on experience on tools useful

to SEO for analysis on website traffic, keyword
analysis and learn email marketing and ad designing.

Content creator for AR-VR (Augmented Reality —Virtual Reality)
SEO Specialist for voice assistance

Expected Job Role / e Digital Marketing Manager
career opportunities e Search Engine Optimizer

e Social Media Marketer

e Content Marketer

[ J

[}

Credit Value 4




Total No. of Lectures + Practical (in hours per week): L-1Hr / P-1 Lab Hr

Total No. of Lectures/ Practical: L-30hrs/P-30hrs

Introduction to Digital Marketing:

Meaning of Digital Marketing, Differences from Traditional Marketing, Return of
Investments on Digital Marketing vs. Traditional Marketing, E Commerce, Tools
used for successful marketing, SWOT Analysis of Business for Digital Marketing,
Meaning of Blogs, Websites, Portal and Their Differences, Visibility, Visitor
Engagement, Conversion Process, Retention, Performance Evaluation.

Keywords: Titles, Meta Tags

II

Search Engine Optimization (SEO):

On page Optimization Techniques, Off Page Optimization Techniques, Preparing
Reports, Creating Search Campaigns, Creating Display Campaigns.

Social Media Optimization (SMO):

Introduction to Social Media Marketing, Advanced Facebook Marketing, Word press
Blog Creation, Twitter Marketing, LinkedIn Marketing, Instagram Marketing, social
media Analytical Tools.

Keywords: Google, Word press, FB, LinkedIn, Instagram, Analytics, SMO,Verbal
Communication, Non- Verbal Communication, Intra personal and Interpersonal
communication.

10

I

Search Engine Marketing:

Meaning and Use of Search Engine Marketing, Tools used — Pay Per Click, Google
Adwords, Display Advertising Techniques, Report Generation

Website Traffic Analysis, Affiliate Marketing and Ad Designing:

Google Analytics, Online Reputation Management, EMail Marketing, Affiliate
Marketing, Understanding Ad Words Algorithm, Advertisement Designing.

Keywords: PPC, Google Ad words, Reports, SEM,Google Analytics, Ad Design,
‘Social Media, Affiliate

10




e Design SEO To improve page rank of our college.
Monitor traffic of your website using google analytics.
Using search engine submission improves online recognition and visibility of
websites. _
Designing a blog.
Use of cross linking.
On /Off optimization of the website.
Design Back link and outbound link of website.
Web Development, Audio Video Production,
Digital Content Creation, Product & Sales review analysis

30

Text Books, Reference Books, Other resources

Suggested Readings:
1. Textbooks:
1. Ahuja Vandana Digital Marketing. Oxford University Press (2016) ISBN: 9780199455447,
2. SainyRomi, NargundkarRajendra Digital Marketing: Cases from India, Notion Press (2018)
ISBN 9781644291931, 1644291932

2. Suggestive digital platforms web links:

https://www.wordstream.com/linkbuilding#:~:text=Building%20links%20is%200ne%200f.build%20link
§%20t0%20vour%20site.

https://www.targetinternet.com/the-top-32-most-useful-digital-marketing-
links/https://digitalmarketingphilippines.com/8-strategic-steps-to-natural-link-building/https://www.the-
web-guys.com/digital-marketing/

Suggested equivalent online courses:

https://onlinecourses.swayam2.ac.in

"’éf«c
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'PART-A :INTRODUCTION :

Program: Certificate

Year: First Year Session:2021-2022

’Course Cdde

V1-COM-GSTT

Course Title

E-Accbunting and Taxation with GST

Course Type

Vocational

Pre-requisite (if any)

Opeh For All

Course Learning

Learning Outcomes of The course

outcomes (CLO) After the successful completion of the course the student shall be
able to :
1. Know the of concept of E-Accounting.
2. Obtain of theoretical and practical knowledge of Income Tax Act.
3. Achieve Information relating Computation of Taxable Income and
Tax Liability. '
4. Know of historical backgrbund and implementation of GST Act.
5. Know of Concept of supply and Information of Input Tax Credit.
Expected Job Role /| 1. Income Tax Consultant
career opportunities |2 Taxation Research Analyst
3. GST Consultant
4. GST Compliance Practice

Credit Value




~ PART-B : CONTENT OF THE COURSE

Total No. of Lectures + Practical (in hours per week):.L-l Hr /P-1 Lab Hr

Total No. of Lectures/ Practical: L-30hrs/ P-30hrs

Application process of PAN.
Procedure of ITR Challan.
Payment of TDS.
Registration under GST.
Submission of GST Return

Procedure claim of Input Tax Credit.

Module | Topics No. of Hours
I Introduction of E-Accounting : 10
1. Concept of Business and Profession, Types of Accounts,
Rule Accounts.
2. Converting the business transaction into Journal according to
the Golden Accounting Rules.
3. Concept of Ledger Trail Sheet and Final Accounting.
I Income Tax : _ 10
1. Introduction of Income Tax: Important concept and
definitions. :
2. Theoretical knowledge of various heads of Income Tax.
3. Computation of Taxable Income.
4. Procedure of Tax Assessment and Types of Tax Assessment.
5. TDS and Tax Refund Procedure
m = 10
1. Introduction, Important terms.
2. Structure and classification of GST.
3. Concept of Impact Tax Credit.
4. Meaning, Scope, Place and Time of Supply.
5. Computation of assessable value under GST.
| Practical
» Filing of ITR. 30




PART-C : LEARNING RESOURCES

Text Books, Reference Books, Other Resources

Textbooks:

1. HC Mehrotra & Prof VP Agarwal, "Income Tax-Law & Account" Sahitya Bhawan Publications,
Agra.

Shripal Sékhlecha, “Income Tax Law and Account”, .Satish Printer Indore.

HC Mehrotra & Prof VP Agarwal “GST & Customs Duty" Sahitya Bhawan Publications, Agra.
Shripal Sakhlecha, “Goods & service Tax and customs duty”, Satish Printer Indore.

Modib, Gupta and Gupta, “Goods & service Tax and customs duty” SBPD Publications , Agra.

QoA W

Reference Book:

1. Singhania V.K., “Student Guide to Income Tax”, Taxmann Publication, New Delhi.
2. Singhania V.K., “GST & Customs Law”, Taxmann Publication, New Delhi.

3. Bansal KM., “GST & Customs Law”, Taxmann Publication, New Delhi

Suggested equivalent online courses :
1. https://www.gst.gov.in
2. https://www.icmai.in

3. https://www.cleartax.in

(/4%«
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(PROF.PAVAN MISHRA)
Chairman '
Central Board of Studies(Commerce)
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Suggested Readings:
1. .Tata M.CGraw Hill,2004 ,Schaum'soutline series ,Electc circuits,.S.A Nasar
2. Nahvi M. and Edminister J., Electrical Circuits, Schaum’s Outline Series, Tata McGraw Hill

2005 .

3. Chakrabarti A., Circuit theory, Dhanpat Rai & Co.

4. Tharaja B.L., A Textbook of Electrical Technology volume 1. S Chand and Company New
Delhi, 2005.

5. Mehta V.K, Mehta Rohit, Principle of Electrical Engineering . S Chand and Company New
Delhi, 2005. :

6. Gupta J.B,Text book of Electrical Technology, SK kalaria and sons, 2012.

7. Kulshreshtra D.C, Basic Electrical Engineering ,McGraw Hill first edition.

Suggested equivalent online courses:
1. National Digital Library — https://ndL.iitkgp.ac.in/

Lectures - https://ocw.mit,edu.index.htm

2
3. Video:- http://www,youtube.com.c.mitcw.search/query=circuit/020theory
4

. http://nptel.ac.in/courses/108/108/108108076/




Part A Introduction

Prog\ram: Certificate Year: First year Session:2021-22

Course Code V1-EEQ-ELCT
Course Title Electrical Technology
Course Type

Vocational

Pre-requisite (if any)

To study this course, a student must have had
the subject Science in class10th.

Course Learning outcomes
(CLO)

On completion of this course, learners will be able to:

1.

2.
3.

To understand maintenance of electrical
equipment

Able to safe himself from any electrical shock
Able to work in Service centre to repair latest
useful domestic and office use equipment.

Expected Job role /career
opportunity

After completing this course

1.

2,
3:

Student can work in Electric goods shops and
service centres.

He can start his own Electric goods shops

He can start Electric goods repair service by
investing vary small fund. '

Credit Value

4




Part B- Content of the Course

Total No. of Lectures+ Practical (in hours per week): L- 30 hrs / P-30 hrs

Unit Topics No. of Lectures
I 1 Current Electricity: 15
Electricity as a source of energy, definition of resistance, voltage,
current power, Energy and their units, relation between electrical,
mechanical and thermal units, factors affecting resistance of a
conductor, temperature co-efficient of resistance, difference between
AC and DC voltage and current.
. D.C Circuits :
Ohm’s Law, series — parallel resistance circuits, calculation of
equivalent resistance, Kirchoff’s Laws and their applications.
. Electric Cells:
Primary cell, wet cell, dry cell, batteries , series and parallel
connections of cells, secondary cells, Lead acid cell, Discharging and
recharging of cells, common charging methods, preparation of
electrolyte, care and maintenance of secondary cells.
. Heating and Lighting Effects of Current :
Joule’s Law of electric heating and its domestic applications, heating
efficiency, lighting effect of electric current, filaments used in lamps,
and gaseous discharge lamps, their working and applications.
5. Capacitor :
Capacitor and its capacity, concept of charging and discharging of
capacitors, types of capacitors and their use in circuits series and
parallel connection of capacitors, Energy stored in a capacitor.
II Electromagnetic Effects 15

Permanent magnets and electromagnets, their construction and use,
polarities of an electromagnet and rules of finding them Faraday’s
Law of Electromagnetic induction, dynamically induced e.m.f, its
magnitude and induction, Static induction, self-induced e.m.f, its
magnitude and direction, inductance and its unit, mutually induced
e.m.f, its magnitude n direction, Energy stored in an inductance.

Force acting on a current carrying conductor in magnetic field, its
magnitude and direction, torque produced on a current carrying coil in
magnetic field, principles and construction of dynamo. A.C and D.C
motor , construction and working of single phase motor , principle of
transformer and its type .

A.C Circuits

Generation of A.C voltage, its generation and wave shape. Cycle,
frequency, peak value (maximum value ), average value,
instantaneous value, R.M.S value form factor, crest factor, phase ,
phase difference , power and power factor, A.C Series Circuits with
(i) resistance and inductance (ii) resistance and capacitance and (iii)
resistance inductance and capacitance, Q factor of R.L.C series
circuits




Practical

Manufacturing of series lighting 30
Study about safety measure and tools

Fan repairing and its study

Mixer repairing and its study

Geezer repairing and its study

Cooler repairing and its study

Invertor repairing and its study

Electrical iron repairing and its study

. Electric kettle repairing and its study

10. Induction cooker repairing and its study

11. Water purifier repairing and its study

12. Solar panel maintenance - Basic knowledge
13. Study of MCB , ELCB

14. To find out unknown resistance

NOHO0. O SRas U

Project / Field trip - Student will visit Electrical Equipment Service Centres

Part C-Learning Resources

Text Books, Reference Books, Other resources

Suggested Readings:
1. .Tata M.CGraw Hill,2004 ,Electc circuits, Schaum'soutline series ,.Nasar S.A
. Nahvi M. and Edminister J., Electrical Circuits, Schaum’s Outline Series, Tata McGraw Hill 2005 .

2

3. Chakrabarti A., Circuit theory, Dhanpat Rai & Co.

4. Tharaja B.L., A Textbook of Electrical Technology volume 1. S Chand and Company New Delhi,
2005.

5. Mehta V.K, Mehta Rohit, Principle of Electrical Engineering . S Chand and Company New Delhi,
2005.

6. Gupta J.B,Text book of Electrical Technology, SK Kalaria and sons, 2012.

7. Kulshreshtra D.C, Basic Electrical Engineering ,McGraw Hill first edition.

Suggested equivalent online courses:
1. National Digital Library — https://ndL.iitkgp.ac.in/

2. Lectures - https://ocw.mit,edu.index.htm

3. Video:- http://www,youtube.com.c.mitcw.search/query=circuit/020theory
4. http://nptel.ac.in/courses/108/108/108108076/
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4.
5

https://nptel.ac.in/content/stor:

AR FRTES T A/ qTEEETEA/ TSI

Export Import Policy, Publisher: Ministry of Commerce, Government of India, New Delhi.

Electronic Commerce by N. Janardhan, Publisher: Indian Institute of Foreign Trade, New Delhi.

Nabh1 s Exporters Manual and Documentation, Publisher: Nabhi Publication, New Delhi.

Nabhi's New Import Export Policy, Publisher: Nabhi Publication, New Delhi.

Export-What, Where, How by Ram Paras, Publisher: Anupam, Delhi.

2 it RfSew wewid aafes
Suggested équivalent online courses:
age2/courses/110105031/pr_pdf/Module-31 %20pdf..pdf

https://onlinecourses.nbtel.ac.in/noc20 mgS54/preview

~ (PROF. PAVAN MISHRA)
: Chairman
Central Board of Studies (Commerce)




= PartAIntrOductIOIl -

Program: Certificate/

e

Year: First Year Session:2021-2022

Course Code

V1-COM-EIMT

Course Title

Export/Import Management

Course Type

Vocational

Pre-requisite (if any)

Open for All

Course Learning
outcomes (CLO)

After the successful completion of the course, the student
shall be able to-:
e Understand the Import & Export Procedures in India
e learn the essential documents for importing and exporting
e Understand the different types of tariff and non-tariff barriers
e Understand marine insurance and its uses.
e Infer the Government’s Export Assistance and promotion schemes
in India and various poiicies framed under it

e Gather the differences between Risk Management, Treatment,
Avoidance and Reduction along with Business Continuity
Practices.

Expected Job Role /
career opportunities

Business Opportunities

Manufacturer Exporter, Merchant Exporter, Manufacturer cum Merchant
Exporter, As a Consultant

.| Job Opportunities

Shipping and Logistics, International Marketing, | Documentation and Legal ,
Banks / Trade Advisory , Airlines and Cargo

Credit Value

4




Total No. of Lectures + Practical (in hours per week): L-1Hr / P-1 Lab Hr

Total No. of Lectures/ Practical: L-30hrs/P-30hrs

I International Bodies, Export Import Cycle, IEC Online Application, Types of 10
Transportation, Containers and Packaging, IncoTerms and Payment Terms
: Continents, Opportunities and Myths

International and Local Bodies

Export - Import Cycle

Online IEC Application Types of Transportation, Containers and
Packaging

Different type of Delivery Terms and Cost - Risk involved

e Different type of Payment Terms and Risk involved

II Product and Market Selection & Research, Verification of Buyers and 10
Importance of Exhibition Visits and Identifying Buyers, Communication

e Selection of Product for Export
Importance of Product Selection and Source of Finding New Products
Selection of Market for Export ‘
Importance of Market Selection and Identifying Potential Market
Importance of Trade Fairs and Exhibition for Export Promotion
How to find Genuine Buyers
Buyers Communication and Verification

III Performa Invoice, LC, Pre and Post Shipment Documentation, GST & 10
Custom Clearance and Documents Practical
eImportance of Proforma Invoice and various aspects

eFull LC Clauses

ePre and Post Shipment Documents and understanding its need
oGST and Custom Procedures

eHow to fill Pre & Post Shipment Documents - Practical

Import Procedures and Documents, Risk Management & Government
Benefits
eImport Documentation and procedure

¢ECGC, Insurance, EEFC and Forward Contract
e Export Incentives




Preparing Quotation :

Finding Buyers and Gathering Data

Discussion on Product Portfolio

B2B Listing

Online Marketing

Social Media Marketing

Buyers verification

‘Buyers calling

Practical Sessions by Industry Experts, covering all aspects of Import and
Export

Project/ Field trip :- Visit to Import /Export unit

Text Books, Reference Books, Other resources

Suggested Readings: :
1. Export Import Policy, Publisher: Ministry of Commerce, Government of India, New Delhi.

3. Nabhi's Exporters Manual and Documentation, Publisher: Nabhi Publication, New Delhi.
4. Nabhi's New Import Export Policy, Publisher: Nabhi Publication, New Delhi.
5.Export-What, Where, How by Ram Paras, Publisher: Anupam, Delhi.

2. Electronic Commerce by N. Janardhan, Publisher: Indian Institute of Foreign Trade, New Delhi.

Suggested equivalent online courses:
https://nptel.ac.in/content/storage2/courses/110105031/pr pdf/Module-31%20pdf..pdf
https://onlinecourses.nptel.ac.in/noc20_mg54/preview

(PROF.PAVAN MISHRA)
Chairman
Central Board of Studies(Commerce)
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(PROF.PAVAN MISHRA)
Chairman
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~ PartA Introduction

”l’>uro‘gra:1‘n: VCevi'tifwic‘a)té e Year: First Yéark SesSion:2021-22

Cburse (’Jode\‘ = Vl-COM-FINT

Course Title . FINANCIAL SERVICES AND INSURANCE
Course Type | Vocational

Pre-requisite (if any) Open for All

Course Learning After studying this Course, the Student will be.able to;
outcomes (CLO) 1. Understand the functions of Banking and Insurance services.

2. Know about and able to perform various financial services such as
Banking, Investment Advisory, Wealth Management, Mutual Funds,
Insurance Consultancy, Stock Market, Capital Restructuring, Portfolio
Management etc.

3. Enhances knowledge about the legal and regulatory aspects of
Banking & Insurance.

4. Aware about the financial derivatives.

5. Develop skills to work in financial and insurance services.

Expected Job Role / Financial Consultant
career opportunities

Credit Value 4




Total No. of Lectures + Practical (in hours per week): L-1Hr / P-1 Lab Hr

i

Total No. of Lectures/ Practical: L-30hrs/P-30hrs

Overview of Financial Services

Meaning, Importance and Scope of financial services, Indian financial system, Brief
Study of Financial Institutions — RBI, Commercial and Co- Operative Banks, Non-
banking financial institutions, Development Bank, Merchant Bank, Basics of Mutual
Funds, Credit Rating, An overview of micro finance.

II

Financial Markets

Money Market in India: Importance, features and instruments, Measures to strengthen
money market in India, Recommendations of the working group on money market.

Capital Markets in India: New issue market and stock exchange, Importance of stock
exchanges, Role of The Securities and Exchange Board of India (SEBI), Meaning and
Classification of Mutual Funds, Operation of the Funds, Net Asset Value, and
Regulation of Mutual Funds in India.

Financial Instruments: Cash, Derivative, Foreign Exchange, Debt based and Equity
based financial instruments.

12

III

Principles and Practices of Insurance

Concept, Principles & Types of Insurance-Life Insurance, Micro Insurance, Annuities,
Health Insurance, General Insurance, Motor Insurance, Marine Insurance, Property
Insurance and Other Miscellaneous Insurance, The Concept of Risk and Classification
of Risks, Insurance Documents, Online Insurance, Process of claim and settlement,
Policy Terms and Conditions, Legal and Regulatory Aspects of Insurance(IRDA).

10

o)

Practice online bank account opening, e-banking operations, and UPI transfers /
payments.

(2) Prepare the documents of a hypothetical insurance claim.

(3) Visit to banks and insurance companies to observe the functioning.

(4) Presentation by charts and models about various financial functions.

(5) Role plays of an Insurance Agent, Mutual Fund Consultant, Stock Broker, Investment
Advisor and Portfolio Manager etc.

30

Project/ Field trip/Project.




o

e

Text Books, Reference Books, Other resourcés =

Suggested Readings:

(1) R.K. Mishra, I S Yadav, A. P Kumar, S P Mishra, J. Kiranmai, “Risk Management in Banking,
Insurance and Financial Services”, 2014, Academic Foundation.

(2) R. Gordan & Natarajan, “Future scenario of Financial services”, Himalaya Publication

(3) Satyadevi, C., Financial Services Banking and Insurance, S.Chand '

(4) Kunjukunju, Benson, Mohanan,S, “Financial Markets and Financial Services In India”,New Century
Publication

(5) Dhanesh Kumar Khatri, “Derivatives and Risk Management”, Macmillan

(6) Khan, M. Y. Financial Services. New Delhi: Tata McGraw Hill Education. (2005)

(7) Machiraju, H. R. Indian Financial System. New Delhi: Vikas Publishing House (2010).

(8) Agarwal, O. P. Banking and Insurance. New Delhi: Himalaya Publishing (2011).

Suggestive digital platforms web links

1 https://ves.ac.in/tulsitech/wp-
content/uploads/sites/16/2017/05/Banking Financial Services and Insurance.pdf
https://www.aicte-india.org/sites/default/files/bvoc/BFSLpdf
https://nsdcindia.org/sites/default/files/Banking-Financial-Services-Insurance.pdf
https://sgp.fas.org/crs/misc/IF10043.pdf
http://jmpcollege.org/downloads/BASICS OF FINANCIAL SERVICES 1.pdf’
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Laboratory Techniques in modern Biology by N. Swarup, S. Arora and S. C. Pathak.
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Part A Introduction

Program: Certificate

Year: First Year Session: 2021-22

Course Code

V1-ZOO-MEDT

Course Title Medical Diagnostics
Course Type Vocational
Pre-requmte (if any) Open for all

Course Learning

After studying this course the student will be able to-

outcomes (CLO)
1. Understand importance of medical diagnostics and its role in global market.
2. Gain knowledge about essential concepts of medical diagnostics.
3. Learn about diagnostic methods used to identify disease and its analysis and
facilitate treatment procedure.
4. Describe the components of body fluids, their characteristics and
abnormalities.
5. Explain diseases and diagnostic medical techniques used.
6. Equip the skills required to handle diagnostic equipment.
Expected Job Role / Careers opportunities for Medical Diagnostics graduates involves-

career opportunities

Clinical laboratory technologist

Diagnostic Medical Sonographer

Diagnostic Molecular Scientist

Medical Laboratory Technician

Histotechnologist

Empower to go for various educational institutions, hospitals,
government _ -
7. organizations as lab consultancy services, health care service provider.

Grilhi e CRn Lo

Credit Value

4..




Part B- Content of the Course

Total No. of Lectures + Practical (in hours per week): L-1 Hr / P-1 Lab Hr
Total No. of Lectures/ Practical: L-30hrs/P-30hrs

I Introduction to Medical Diagnostics and its importance:

1. Introduction and Definition of Medical Diagnostics.

2. Brief historical perspective of medical diagnostics in context of India.
3. Importance of medical diagnostics and employment opportunities.

4. Elementary knowledge of Computers.

: 12
| Diagnostic methods used for analysis of body fluids:
1. Analysis of Blood
1.1  Blood composition, Technique of collection of blood
1.2 Preparation of blood smears
1.3 Differential leucocyte count using Leishman’s stain
1.4  Platelet count using hemocytometer
1.5  Erythrocyte Sedimentation Rate (E.S.R.)
1.6  Packed Cell Volume (P.C.V.)
2. Urine Analysis
2.1 Physical characteristics
2.2  Abnormal constituents.

p  [Elementary idea of Diseases and Diagnostic Medical Imaging Techniques: 15
1. Diabetes Type I and Type II
11 Causes, types and symptoms
1.2 Complications, diagnosis and prevention
2. Testing of blood glucose using Glucometer/Kit.
Hypertension — Primary and Secondary
4. Tuberculosis, Hepatitis and SARS Covid-19: causes, symptoms, diagnosis
and its prevention
5. Tumors: Benign/Malignant
5.1 Detection and Metastasis
52  FNAC procedure

w

Practical 30 Hrs

1. Study of Laboratory diagnostic equipments: Microscope, Centrifuge, Oven,
Auto analyzer, Autoclave, Incubator

2. Handling of Samples (Blood, Urine),their preservation, physical and chemical
examination.

3. Preparation of Blood smear, staining by Leishman’s stain and 1dent1ﬁcat10n
of blood cells.

4. RBC/WBC counting by Hemocytometer.

5. Differential count of Leucocytes. (DLC)

6. Hemoglobin percentage

7. Blood grouping: ABO system and Rh System

8. Blood Glucose Test- Glucometer/ Kit

9. Urine Analysis : By diagnostic tests (Heat Test)

10. Blood pressure measurement

Field trip: Visit to a Medical Diagnostic Centre to study about different diagnostic techniques and present
‘areport.




Part C-Learning Resources

Text Books, Reference Books, Other resources

Suggested Readings:

1.
2

3

6.

7

Sharda Rai, Astha Gupta, Ramdas Nayak, Essentials in Hematology & Clinical Pathology,
2012, First Edition.

N. Swarup, S. Arora and S.C. Pathak; Laboratory Techniques in Modern Biology; Kalyani
Publishers; Ludhiana; India

Dr. Prakash Gayatri; Lab manual on Blood Analysis and Medical Diagnostics.

J. Ochei, A. Kolhatkar; Medical Laboratory Science: Theory and Practice, Tata McGraw- Hill
Education.

Godkar Praful, GodkarDarsan; Text book of Medical Laboratory Technology, Vol-I and II,
Bhalani Publishing House. :

Robbins & Cotran, “Pathologic Basis & Disease”, 10th Edition, South Asia 2 Vol. Set, Elsevier
India.

Todd & Sanford, “Clinical Diagnosis by Laboratory Method”.

Suggested equivalent online courses:

https://www.mooc-list.com
https://www. coursesa.org
https://www.futurelearn.com
https://www.onlinecourses.nptel.ac.in
https://www.swayam.com
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Panda H., Hand Book on Ayurvedic Medicines, Nat1onal Institute of Industrial Research Delhi 7

2. CSIR- Cultivation and Utilization of Médicinal Plants :

3. Bramhvarchas, AyurvedkaPran: VanoshdhiVigyan , VedmataGayatri Trust, Shanti kunj Haridwar,
2004, :

4. Chaudhry R.D., Herbal Drug Industry, Eastern Publication

5. Atal and Kapur Cultivation and utilization of Medicinal Plants, RRL JammuTawi, 1982

6. Raphellkan, Natural Products A'Lab Guide, Academic Press, 1991, 2" edition
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(AUTONOMOUS), JABALPUR(MLP.)

Reaccredited * A+~ Grade by NAAC (CGPA 3.68/4.00)
College with Potential for Excellence (CPE) by UGC
XESEK ST FIST Supported & Star College Scheme by DBT.

SKILL DEVELOPMENT FOR PG PROGRAMMES

Class Course Code | Max. Mark | Min. Mark Name of Course

PG | Semester 991001 10 Computer Awareness

PG Il Semester 992005 10 Personal Personnel

Productivity Program

PG 111 Semester 993003 Personality Development

PG IV Semester 994004 Entrepreneurship Skills

PG IV Semester 994002 Communication Skills
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Wil ST. ALOYSIUS’ COLLEGE

(AUTONOMOUS), JABALPUR(MLP.)

Reaccredited * A+~ Grade by NAAC (CGPA 3.68/4.00)

College with Potential for Excellence (CPE) by TGC

m DST-FIST Supported & Star College Scheme by DBET

SYLLABUS OF SKILL DEVELOPMENT COURSE
COURSE TITLE: COMPUTER AWARENESS

PG | SEMESTER
(POL.SCI./ECO/PHYSICS/CHEMISTRY/BOTANY/ZOOLOGY/COMMERCE)

CREDITS: 01 HOURS: 15
MM: 10

Unit-1

MS Office Word -Introduction of MS Office, Anatomy of MS Word, creating new document,
open existing document, saving, closing document, formatting with text, find & replacing text,
Exporting file into PDF, What is mail merge, How to do the Mail Merge.

MS Office Excel-[1 Introduction of MS Excel, Interface of Excel Application, Applications of
Excel, Concept of workbook & worksheet, cell, copying & renaming a sheet, saving file with
other extensions, mathematical functions.

MS Office Powerpoint -[] Introduction of PowerPoint, Anatomy of Powerpoint, applications
of PowerPoint, Inserting new slides, different slide layouts, saving impress file, inserting table,

inserting charts, animation on text & slides.

Unit Il
Designing & Processing---- Overview of Photoshop, Concept of White, background & Layer,
basic operations on image --- Altering size, height, width, Working of tools, stroke, changing
of the mode of an image, effects on image by adjustment, flatten image, Filtration of image.

Unit 1
How To Safeguard Your Digital Data From Cyber Criminal, What is Cyber Crime, Working
of Cyber Criminal, Threat, and Attack, Prevention and Protection

@ 1, Ahilya Bai Marg, Pentinaka Chowk, Sadar, Cantt, Jabalpur, Madhya Pradesh, INDIA 482001
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Wil ST. ALOYSIUS’ COLLEGE

(AUTONOMOUS), JABALPUR(M.P.)

Reaccredited * A+~ Grade by NAAC (CGPA 3.68/4.00)

College with Potential for Excellence (CPE) by TGC
m DST-FIST Supported & Star College Scheme by DBT.

Unit IV
Artifying Webpage using WordPress Overview of WordPress: Content management system,
history of WordPress, versions, features, the difference between wordpress.com and

wordpress.org, Installation of WordPress on a local server, WordPress Dashboard, WordPress
Settings.

UnitVv
WordPress Categories: Add, Arrangement, edit, and delete, Wordpress Posts: add, edit delete,

preview, and publish posts, WordPress Media Library: insert media files to the library, add

media files to posts, edit media files, WordPress Pages: add, edit and preview pages,
WYSIWYG editor, insert and edit links, page attributes, Creating menus in WordPress.
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(AUTONOMOUS), JABALPUR(M.P.)

Reaccredited * A+~ Grade by NAAC (CGPA 3.68/4.00)
College with Potential for Excellence (CPE) by TGC
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SYLLABUS OF SKILL DEVELOPMENT COURSE

COURSE TITLE: PERSONAL PERSONNEL PRODUCTIVITY PROGRAM

PG Il SEMESTER
(POL.SCI./ECO/PHYSICS/CHEMISTRY/BOTANY/ZOOLOGY/COMMERCE)

CREDITS: 01 HOURS: 15
MM: 10

Days Summary of Course Content Speaker

Day 1 Emotional Intelligence Dr. Tuhina Johari

Day 2 Time Management Dr. Mandira Kar

Time Management for Youth Dr Rashmi Patras

Day 3 Stress Management Dr. Anjali D’souza
Problem Solving and Decision Making Dr Reeta Chouhan
Day 4 Art of Building Credibility Dr. Mita Darbari

Day 5 Creativity Dr. Neelanjana Pathak

Day 6 Qualities of a Good Professional Mrs. Siby Samuel
Work Ethics Dr Priyanka Sinha

Day 7 Process orientation and Dr. Pramod Chateniya

change management

Day 8 Personal Goal Planner Dr Laxmikant Pandey

Day 9 Assertiveness impact and Dr. K. Das

presence

Day 10 Harmony and Happiness Dr. Smarika Lawrence
Dr Sonali Nigam
Dr. Fr. Valan Arasu
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Reaccredited * A+~ Grade by NAAC (CGPA 3.68/4.00)

College with Potential for Excellence (CPE) by TGC
m DST-FIST Supported & Star College Scheme by DBT.

SYLLABUS OF SKILL DEVELOPMENT COURSE
COURSE TITLE: PERSONALITY DEVELOPMENT

PG 11l SEMESTER
(POL.SCI./ECO/PHYSICS/CHEMISTRY/BOTANY/ZOOLOGY/COMMERCE)

CREDITS: 01 HOURS: 15
MM: 10

Days Module Topic

Day 1 Module 1 Basics of Personality/ Communication Skills

Day 2 Module 2 Attitude &Perception

Day 3 Module 3 Grooming - An Art of Self-Presentation
Day 4 Module 4 CV Preparation
Day 5 Module 5 Interview Skills

Day 6 Module 6 Body Language

Day 7 Module 7 Group Discussion

Day 8 Module 8 Student Assessment
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Reaccredited * A+~ Grade by NAAC (CGPA 3.68/4.00)
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SYLLABUS OF SKILL DEVELOPMENT COURSE
COURSE TITLE: ENTREPRENEURSHIP SKILLS

PG IV SEMESTER
(POL.SCI./ECO/PHYSICS/CHEMISTRY/BOTANY/ZOOLOGY/COMMERCE)

CREDITS: 01 HOURS: 15
MM: 10

Days Summary of Content Speaker

Day 1 Basics of Idea Generation Mr. Rohit Ahirwar

Day 2 Innovation & Start-up (2 hrs) Dr. Mamta Gokhale

Day 3 Government assistance Mr. S.L. Kori(CEDMAP)
availability for Start-up (2hrs)

Day 4 Intellectual Property Rights (Patent, Dr. Ashu Jain

copyright,
Trademark) (1 hrs)

Innovative product Presentation (1 hrs) Discussion with VVolunteers of DIC

Problems, Challenges and Mr. Mishra, Director, JilaUdyog
Opportunities in Entrepreneurship (2 hrs) Vibhag, Jabalpur

Innovative Product Making by Students/Hands-on Training

Presentation and Markingof the products

presentedby the students
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SYLLABUS OF SKILL DEVELOPMENT COURSE
COURSE TITLE: COMMUNICATION SKILLS

PG IV SEMESTER
(POL.SCI./ECO/PHYSICS/CHEMISTRY/BOTANY/ZOOLOGY/COMMERCE)

CREDITS: 01 HOURS: 15
MM: 10

Days Program Topic

Day 1 The Purpose of Life - Interactive Q&A Session

Day 2 Fundamentals of Soft Skills

Day 3 Business Communication

Day 4 Techniques of Personal Interview & Resume Writing

Day 5 How to boost Confidence

Day 6 Business Etiquette & Self-Grooming

CONDUCTED BY DEPARTMENT OF ENGLISH

TEACHER COORDINATOR:

DR. NIHARIKA SINGH

DR. NEELANJANA PATHAK

HEAD, DEPARTMENT OF ENGLISH
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