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Session:- 2024-25
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Paper — Skill Enchancement Course
Subject — Computer Fundamentals
Paper Code — BCOSEC501T

Unit . y

noWing com

puter: W
Computer S
Keyb

Hard
Infor

Stem Mhat is Computer, Basic Applications of Computer; Co.mponenlt; ?tf
oard and M(;u Oden.l Central Processing Unit (CPU). Video Display Unit
ware and Softwse’ _Optlcal Storage Devices, Basics of Hard Drive, C?DC‘?PtS -
mation Electy 'flre’ Concept of Computing, Data and Information; Applications of
monitor and pring onics and Qanmunication Technology; Connecting keyboard, mouse,
Computer printerto CPU and checking power supply.
operating :;:Z:re & its types: Systfam software, Application software. Types of
—— S, Role of operating system, Utility programs, Packages,
ation software, commonly used application software. ’

Unit - I1

}25 :ircatm? Computer usin.g GUI Based Operating System: What is an Operating System;
o .S of Popular Operating Systems; the User Interface, Basics of O.S Setup: Common
utilities?

MS Windows Operating System: Definition and functions, basic components of
Windows. Icons. Desktop, Taskbar, Notification Area. Files and folders, Start menu
operations, my computer, network neighborhood, recycle-bin, windows explorer. creating
copying, moving and deleting files, setting wall paper, changing the mouse pointer, paint,
notepad, Setting date and time, screen saver, and appearance. Using Mouse; Using right
Button of the Mouse and Moving Icons on the screen, Use of Common Icons, Status Bar,
Using Menu and Menu-selection, Running an Application, Viewing of File, Folders and
Directories, Creating and Renaming of files and folders, Opening and closing of different’
Windows; Using help; Creating Short cuts, Using Windows accessories.

Unit - III
MS Word: Introduction, Windows 2007 Interface, Customizing the Word Application,

Document “Views, Creating & Editing Document. Selecting, Deleting. Replacing Text,
Copying text to another file. Insert, Formatting text and paragraph, Using the Fo.nt,
Dialog Box, Paragraph Forma‘thg using Bullets and Numbering in paragaphs, Che.ckm.g
Spelling, Line spacing, Maré;_ins, Space before and after paragraph. Basic Formatting in
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MS Word 2007, Advanced Formattmg, Navigating through a Word DPocument
Performing a Mail Merge, A Quick Look at Macros, Printing Documents, Print Preview

Excel 2007: Introduction, Workbook, Worksheet, Formatting in excel.
MS PowerPoint: Introduction, Creating a Presentation.

Unit -1V

Introduction to Internet, WWW and.Web Browsers: Basic of Computer networks; LAN,
WAN; Concept of Internet; Applications of Internet; connecting to internet; What is ISP;
Knowing the Internet; Basics of internet connectivity related troubleshooting. Web
Browsing software’s, Search Engines; Understanding URL: Domain name; IP Address;
Using e-governance website Basics of electronic mail; Getting an email account; Sending
and receiving emails; Accessing sent emails; Using Emails; Document collaboration;
Instant Messaging: Netiquettes (Internet etiquette).

Unit-V

Useful Google tools such as drive, sheet, doc, meet, etc s
Firewall, Computer Virus and Anti Virus Software’s, Internet Security & Privacy Basxcs
of Electronic Data Interchange (EDI) and Electronic Payment System(EPS). Types of

Payment System: Digital Cash, Electronic Cheque, Smart Card, Introduction to Digital
Signature and Digital Certificates.
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Paper — Major Subject
Subject — Income .Tax law and Practice
Paper Code - BCOMAS502T
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Income from sal

ary, Income from house property.
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Unit - IIT
Income ‘from Business and profession, Capital Gains, Income from other Sources.
AR T4 U 9§ 31y, Yol oM, 370 |l & 3 |
Unit - IV A
Set off and Carry forward of Losses, Deductions from Gross total Income, Clubbing of
income, Computation of total income and tax liability of an Individual. :
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cation of Indian Income Tax Act, 1961. Basic Concepts: Income,
I:me, Casual Income, Previous Year, Assessment Year, Gross Total
come, Person Assessee, Residential Status and Tax Liability, Exempted

Unit -V - S N
Assessment Procedure, tax deduction at source, advance payment of tax, Income tax

authorities, Appeal, Revision and penalties.
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‘ Suggested Reading -
(w:w 1. | AP — WW,WW,W
; 2. | amga faure vd o < Ta A, FEiE, Aifec waT R
J 3. | Student Guide to Income tax | Sighania V.K. Taxman Delhi
A - . -
v 4. | Income tax Dr. R.N. Lakhotia
{ 5. | SRR — A, anraTd, eRfdg T ' ‘L
1o 6. .| 3R = oo ST, d afdedT U, §eR N
l V : Dr. Gour and Narang, Himalya, publishing House,

7. | Income tax law and practice ; ,

New Delhi __

' . Vinod kumar singhaniya, taxman publication, New

8. | Income tax law and practice Delhi
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Session:- 2024-25

B.Com. V Sem.
Paper — Dicipline Specific elective (DSE-1)
Subject — Auditing
Paper Code - BCODSES03AT

Interng] C . . | '
Chisils heck System : Routine Checking, Internal Checkhing, Internal Audit and Test
8. Interna] coptre and Audit procedure,
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Unit — 100

Vouchmg, Verification of Assets and Liabilities:- Immovablé Property, Fictitious Assets,
Currnt Assest§, Verification of current and Fixed Liabilites,

Unit - 1v B
Company Audit : Appointment of auditor, Powers, Duties and Liabilities. Divisible

profits and Dividend. Auditor’s report : Cleaned and Qualified report. v
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Unit-V .
Investigation : Objectives, Difference between audit and investigations, process of

Investigation. Special Audit of Banking companies, Educational, Non profit Institutions
ance Companies. o . ) ]
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Session:- 2024-25
Suggested Reading -
[Z,IWWW ieroT — Hovo fRa) Uer STHTEH, HuTel
E. I R.C. Saxena Auditing, Himalaya, Publishing, Bombay
r 4. I Tendon B.N. Principles of Auditing S. Chandel & Co. Delhi

Sharma T.R. Auditing Principles and Problems, S/B Agra §

5.
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Auditing, R.B.D. Jaipur

Jain, Khandelwal
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Session:- 2024-25
B.Com. V Sem.
Paper — Dicipline Specific elective (DSE-1)
Subject — Business Communication
. Paper Code —- BCODSE503BT —

Unit - 1.

Introduction: Introduction to Business Communication, Communication Barriers,
Communication Media Choices, Inter cultural and Team Communication, Interpersoxfal
COmmunica’cion, Non-Verbal Communication, Listening, Communication through Social
Media, Business Meetings.

Unit - IT; v it i, . g B8 -
Developing Business Writing Skills: Importance of Writing Business Comm
Process of Writing, Process of Revision, Writing positive and Neutral Messages,
Persuasive Messages, Bad News Messages, Business Letter Writing, Kinds of Business
Letters, Business Memos.

Unit - III:
Business Reports and Proposals: Writing the report, planning the Report, Steps in
writing Business Reports, Parts of a Report, Corporate Report and Business Proposal.

Unit - I'V:

Oral and Employment Communication: The role of Business Presentations, Planning
and organizing presentations, Team Presentations, online Presentations. Understanding
Yourself , Career, Goal Setting, Preparing Resume, Resume Formats, Writing Covering
Letters, and Enquiry mails, Preparing for the job interview, Practicing Business etiquettes.

1. T
——

unication,

Unit-V:
Contemporary Aspects in Communication: Mass Media, Public Relations

Management, Cross Cultural and Global Communication, Communication in Information
Technology, e-Business related operations.

TEXTBOOKS: _
1. Ober Newman, Communicating in Business, Cengage Learning, 2015.

2..P. Subba Rao, B. Anita Kumar, C. Hima Bindu, Business Communication,

Cengage Learning India. Pvt. Ltd. 2012.
3. Stephen Bailey, Academic Writing for International students of Business,
Routledge, 2013. g
4. RajendraPal,J S Korlahahi, Essentials of Business Communication, Sultan Chand
~, & Sons, New Delhi, 2013. '
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Session:- 2024-25
B.Com. V Sem.
Paper _ Dicipline Specific elective (DSE-1)
Subject — Principles of Marketing
Paper Code — BCODSE503CT

Unij¢ _ I

Marketing Introducatlon, Nature ang Scope of Marketing, Importance of Markeg}g(,
arketlng Oncept . Traditiona] and modern Selling Vs, Marketing Marketing s
arketip EnVernmmt

Segmentatlon
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Unit-V ) : iy rtising media
Sales Promotion : Methods of promotion; Optimum Promotion Mix; Adve g

isti ive advertisement;
their relative merits and limitations; Characteristics of an effective .

iti n; functions of
Personal selling; Selling as a career; qualities of a successful sales perso

salesman.
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