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Learning Objectives

CLOlI

To build skills in Ms-Word

CLO2

To build skills in Ms-Excel,

CLO3

To build skills in Ms- Power Point

CLO4

To understand the basics of tally

CLO5

To familiarize students with google forms for students with relevance in business

scenario and its applications.

UNIT

Details

No. of
Hours

Learning
Objectives

Introduction, Menus, Shortcuts, Document types, working
with  Documents-Opening, Saving, Closing, Editing
Document, Using Toolbars, Rulers, Help, Formatting
Documents-Setting font, paragraph, Page Style-Setting foot
notes, page break, Line break, creating sections and frames,
Inserting clip arts, pictures, Setting document styles, Creating
Tables-Settings, borders, alignments, Merging, splitting,
sorting rows and columns, Drawing-Inserting, drawing,
formatting, grouping, ordering, rotating pictures, Tools-Word
completion, Spell check, Macros, Mail merge, Tracking
Changes, Security, Printing Documents .

CLOl1

II

Introduction, Spread sheet application, Menus, Tool bars and
icons, Spreadsheet-Opening, saving, closing, printing file,
setting margins, Converting file to different formats, spread
sheet addressing, Entering And Editing Data- Copy, cut,
paste, undo, redo, find, search, replace, filling continuous
rows and columns, inserting data cells, columns, rows and
sheet, Computation Data-Setting formula, finding total in
rows and columns, Functions Types- Mathematical, Group,
string, date and time, Formatting Spread Sheet- Alignment,
font, border, hiding, locking, cells, Highlighting values,
background color, bordering and shading, Working With
Sheet-Sorting, filtering, validation, consolidation, subtotals,
Charts-Selecting, formatting, labeling, scaling, Tools- Error
checking, spell check, formula auditing, tracking changes,
customization

CLO2

I

Introduction, opening new presentation, Presentation
templates, presentation layout, Creating Presentation- Setting

CLO3
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presentation style, adding text, Formatting- Adding style,
color, gradient fills, arranging objects, adding header and
footer, slide background, slide layout, Slide Show, Adding
Graphics-Inserting pictures, movies, tables, Adding Effects-
Setting animation and transition effects, audio and video,
Printing handouts.

Introduction to Tally - Features of tally, creation of company,
Accounts only and accounts with, Get way of Tally,

v Accounts confiscation, Groups and Ledgers, Voucher entry 6 CLO4
with Bill wise details Interest computation, order processing.
Reports - Profit and Loss A/C, Balance Sheet
\Y Use Google forms to develop & share questionnaire. 6 CLO5
Total 30
Course Outcomes
Course . . .
On completion of this course, students will; Program Qutcomes
Qutcomes
Demonstrate hands on experience with Ms-word for business PO1, PO2, PO6,
CO1 .
activities PO7
Demonstrate hands on experience with Ms-Excel for business PO1, PO2, PO6,
CO2 .
activities PO7
Demonstrate hands on experience with Ms-power point for PO1, PO2, PO6,
COo3 . .
business activities PO7
Demonstrate hands on experience with Tally for business PO1, PO2, PO6,
CO4 .
activities PO7
Demonstrate hands on experience with Tally for reporting in PO1, PO2, PO,
CO5 .
business PO7
Reading List
1. International Journal of Computer Applications in Technology
2. International Journal of Computer Applications — [JCA
3. P Rizwan Ahmed; Computer Application in Business, Margham Publications, 2019.
4. Computer Application in Business (Tamil Nadu) by Dr. R.Paramaeswaran
5 Taxmann’s Basics of Computer Applications in Business by Hem Chand Jain and H.N.
' Tiwari, Taxmann Publications Private Limited.
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Web Resources

1. https://www.microsoft.com/en-us/microsoft-365/blog/
) https://www.ipjugaad.com/syllabus/ggsip-university-bba-1st-semester-computer-
applications-syllabus/18
3 https://byjus.com/govt-exams/microsoft-word/
4 https://edu.gcfglobal.org/en/google-forms/
5 https://www.tutorialkart.com/tally/tally-tutorial/
Methods of Evaluation
Continuous Internal Assessment Test
Internftl Ass1gnments 25 Marks
Evaluation Seminar
Attendance and Class Participation
Extern.a ! End Semester Examination 75 Marks
Evaluation
Total 100 Marks
Methods of Assessment
Recall (K1) | Simple definitions, MCQ, Recall steps, Concept definitions
g::l;l;_sg:::(/l Igillgr%iev"l;me/F alse, Short essays, Concept explanations, Short summary or
(K2)
Application | Suggest idea/concept with examples, Suggest formulae, Solve problems,
(K3) Observe, Explain
Analyze (K4) Eroblem—solying ' questions, Finish a procedure in many steps, Differentiate
etween various ideas, Map knowledge
Evaluate . . o .
(K5) Longer essay/ Evaluation essay, Critique or justify with pros and cons
Create (K6) Check kpowledge in specific or offbeat situations, Discussion, Debating or
Presentations
Mapping with program outcomes
PO1 [PO2 |PO3 |[PO4 |POS5S [PO6 |PO7 |POS
Co1 M M M M M S M M
CO2 S M M M M S S M
CO3 M M M S M S M M
CO 4 S S M M M S S M
CO5 S S M S M S S M

S-Strong M-Medium L-Low
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CO-PO Mapping with Programme Specific Outcomes (Course Articulation Matrix):
Level of Correlation between PSO’s and CO’s

CO/PO

PSO 1

PSO 2

PSO 3

PSO 4

PSO 5

COo1

CO2

Co3

CO4

COS5

W[ W |W|W|W

W[ W | W | W |W

W[ W | W[ W |W
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Weightage
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—
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Weighted Percentage of

Course Contribution to 3.0

Pos

3.0

3.0

3.0




