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3. |Sharda Gagwar Himalaya Publishing House, Mumbai
4. |Mangal Ramesh Company Accounts, Universal Publication, Agra
5. | Gupta R.L. Radhaswamy M. Company Accounts, Sultan Chand and Sons,
B Maheshwari S.N. New Delhi o i
e Corporate Accounting Vikas Publlshmg e
; House, New Delhi
7. | Modi, Oswal and S.K. Khatik Corporate Accounting in Hindi and Enghsh
(both) College Book House, Jalpur
3. Mehta, Brahmbhatt Corporate Accounting, Devi Ah11ya Prakashan, ‘
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Session:- 2023-24
B.Com. III Sem.
Paper — Minor Subject
Subject - Principles of Management
Paper Code - BCOMI303T
Unit
Managemen; Meaning Nature and Importance, Functions and Principles of
Management, Management v/s Administration. 5
gevebpmem of Managerial Thought, contribution by Taylor and Fayol Management by
XCeptions ang Management by objecti ial sibility of management.
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Unit - I1
Planning - Meaning - Nature & Importance, Elements, types, Process of Planning,
‘Barriers tq Effective p

lanning, Forecasting - Need & Techniques. Decision Making,
concept and Process, Coordination.
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Unit — 111

Organizing; Meaning,
and Decentralization,

Manpower Planning,
Authority.

Importance and Principles, Span of management, Centralization
forms of Organization, Staffing: Nature & Scope of Staffing,
Selection & Training, performance Appraisal, Delegation of

Unit -1V

Motivation: Concept, Importance Characteristics, Classification of motives

Motivation Leadership - concept and Leadership styles, Leadership Theories.
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Unit-V

Direction - Concept, Nature, Importance Process and Methods.

Controlling - Concept, Natire, Importance, Process of controlling, Control Technique.
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Suggested Reading -
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2. | I TE TH ye & (e, wied we, AR
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4. | Ramasamy T. Principle of Management, Himalya Publishing House Mumbai

(Both Medium) ;

5. | Gupta & Sharma | Principle of Management, Kalyani Publishers New Delhi (Both
SN Medium) : :
~2°.'| 6. |Sen& Gupta | Principle of Management, Vikash Publishing House New Delhi.
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Subject — Banking
Paper Code — BC(

Unit — |

Principles of Bankin

g: Definition of Bank, Cre: cat
Commermal Banks i

In India. Principles of Managem
in Bank Indjan Banking System — Features, Class g

Reserve Bank of Inda — Function, Control of Credit |
ﬁas ﬁ Ry,

Unit -- IT

Management of Deposits and Advances,

Deposit Mobiii’zat ;
of Deposit Accounts, Advances, Lending Practice, Typ t)r, E:
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Unit — 111

Insurance — Meaning Need, Types Functlons and Principle

Importance Insurance as Social Security tool, Insurance and Ev
S, SIS, YHR P U9 Rigiq) ‘

aﬁw@q—ﬁ@mﬁm@wﬁmwwm

Unit -1V

Life Insurance: Introducation, Need, Importance, Elemen
Insurance Contract. Settlement of life Insurance Claims.
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Unit-V

Organization of General Insurance corpora
functions Settlement of General Insurance

Importance.
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Claims. Health Insurance Need Scope &
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Suggested Reading -
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1. | Dr.RL.Nolakha | Principles of Insurance, R.B.D. Jaipur (Hindi & English)
i E R | & d
3. |H.C. Sharma Banking Law and Practise (Sahitya Bhawan)
4. | Dr. Maliram Banking Law and Practise
5. |Dr.V.C. Sinha |Banking Law and Practise
6. | St uad fAsm T B fard, fe) T ST |




SA
RDAR pATEL UNIVERSITY, BALAGHAT (M.P)
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B.Com. ITI Sem.
Paper — Generic Elective
Subject — PC- Package and Tally
Paper Code - BCOGE304AT

UNIT-
Varj
Dr;‘lo-u Rt ome- Clipboard, Slides, Font, Paragraph,

Wwing, Editing. Insert-Slides, Tables, Images, Illustrations, Text, Symbols and
‘ Media, Design — Themes,

Variants & Customize options. Functions under file tab.

I Power Point Slides, Themes
s functions under the tab H

UNIT- 11 Basic of Workbook

Workbook and Wworksheets- Navigation with keyboard, Tabs and ribbons, file
menu, quick access toolbar, create print and save workbook, worksheet basics,
protecting excel workbook and worksheet, importing' and exporting data, co-
authoring; Data and formatting- Adding Data, Cut copy Paste, Data Fill, Data

Movement, Cell Formatting, Cnditional Formatting, Cell Operations, Reusable
Lists, Data Validation, Sorting and Filtering, Tables.

UNIT- III

Tally Configuration & INIT setup.l Data Directory & Folders Configuration, Single
& Multiple User. Tally Screen Components, Mouse/Keyboard Conventions &

& Key, Combinations, Switching between screen areas, Quitting, Tally Maintaining
- Company Data, Basic Company Details, Create/Alter/Select/Load/Close a
Company, chart of Accounts, Company Features, Configuration. Create Alter &

Display Groups and Ledgers. All accounting voucher types and transactions create

and Alter new Voucher type, Item and Account Invoice transactions. Excise

Invoice, Export Invoice, Transactions using Bill-wise details Create, Alter &
Display Cost Centre and Cost Categories, Cost centre & Cost Category allocation
in voucher entry, creating cost centre class , Invoice entry in a Class situation,
Create, Alter & Delete Foreign Currencies, Voucher entry using foreign currency,
Bank Reconciliation, Interest calculations using simple & advance parameters,
Interest calculations on g)ytstanding balances & on invoices, Use of voucher class,

adjustment of interest, Creation of voucher class, Invoice entry in a class situation.
-, .
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UNIT- 1V . _
Create, Alter & Delete Budgets for groups, ledgers & cost centers, Defining cre<‘11t
limit & credit period, display budget & variances, create, alter& delete. a scenario.
Enabling job costing in tally, Master Creation& configuration for job c?stmg,
Creation of Voucher type &voucher class for stock Transactions, 'crea.ltlon of
transfer journal for transfer of Stock between god owns, Consumption Jou'r.m?ls
transactions, payment voucher, Go down summary Report, job work analysis,
report like balance sheet, profit& los account, ratio analysis, trial balance.
Account books like cash/bank book, all ledgers, group summary & voucher, sales,
purchase & journal register, cost centre& category summary, cost centre breakup,
ledger& group breakup, outstanding, cash& fund flow, day book, list of account,
optional vouchers, post —dated vouchers.

UNIT-V

Cheque Printing, common printing option, different printing formats, multi-
account printing, dynamic-Report specific option. Creating group company, use of

tally vault, using security control& defining security levels, use of tally audit . -
back-up& restore, splitting company data, Export& import of data, ODBC
compliance, use of E-mail, internet publishing, upload, web browser& online help

D‘EXT & REFERENCE BOOKS:

* Implementing Tally 6.3 by Nadhani, BPB publication, ISBN
e BPB Tally 6.3 by BPB editorial Board BP publications,
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