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Course Titie COMPUTER APPLICATIONS IN BUSINESS
Course Type Vocational
Pre-requisite No
if any)
Course Aftercompletionofthecourse, learnerswillbeable to:
Learning 1. Explainthebasicconceptsofcomputer system:;
outcomes 2 KnowaboutOperatingSystem,OverviewofvariousComputer,&MobileOSandApp
(CLO) lications;

3. Analyzeandcomparethefeaturesofvariousmobi lepaymentapps;

4. PerformvariousfeaturesofWordprocessingsuchthatTable,Mailmerge,Hyperlink,e
1c.;

5. PrepareabusinesspresentationonMS PowerPoint;

6. Performvariousmathematical,logical,andotherfunctionsonalargesetofdat
ausingMSExcel;

7. Analyseand report accountingdata usingMS Excel:

8. DemonstrateskillstouseRDBMSandMS Accessinbusiness processes;

9. Developmacrostostreamlinethebusinessfunctions;

10. ExplainvariousfunctionalitiesofAccountingSoftware

Expected Job | Software Developer,Database Administrator,Systems analyst,Computer Network
Role / career Analyst,Computer Operator, Office Assistant,Data Analyst, Internal Analyst, External
opportunities | analyst,Information Security Analyst, Web developer,Computer Research Scientist etc.

Credit Value 2 (Theory) + 2 (Practical) = 04

-
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Total No. of Lectures + Practical (in hours per week): L-1 Hr / P-1 Lab Hr (=2 Hrs)

Total No. of Lectures/ Practical: L-30 /P-30 (60 Hrs)

T

Word Processing

Introduction to word Processing, Word processing concepts, Use of
Templates, ;
Workingwithworddocument:Editingtext,Findandreplacetext,Formatting,spe
licheck,Autocorrect, Autotext; Bullets and numbering, Tabs, Paragraph
Formatting, Indent, PageFormatting, Header and footer, Tables: Inserting,
filling and formatting a table; InsertingPictures and Video; Mail Merge:
including linking with Database; Printing documents.CreatingBusiness
Documents usingtheabovefacilities
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T 11 Preparing Presentations o

Basics of presentations: Slides, Fonts, Drawing, Editing; Inserting:
Tables, Images, texts,Symbols,Media; Design;Transition; Animation;
andSlideshow. CreatingBusinessPresentationsusingabovefacilities

11 SprgadsheetandithuginegsApp_licagigng 8
Spreadsheet concepts, managing worksheets; Formatting, Entering
datg= ! ' Editing,
andPrintingaworksheet;Handlingoperatorsinformula,Projectinvolving
multiplespreadsheets,Organizing Charts andgraphs.
Spreadsheet functions: Mathematical, Statistical, Financial,
Logical, Date and Time,Lookupand reference,Database,and
Textfunctions.

v Creating Business Spreadsheet 8

its statistical parameters; Correlation and Regression.

Employees, Suppliers and Customer

Creating spreadsheet in the area of: Loan and Lease statement; Ratio Analysis;
Payroll statements; Graphical representation of data; Frequency distribution and

DBMS Software: Environment; Tables; Forms; Queries; Reports; Modules;
Applying DBMS in the areas of Accounting; Managing the data records of

o

Design greeting cards using word art for various festivals.

Create your resume and use page borders and shading.

Create a document and insert headers and footers, page titles, etc.
Set Margins, Orientation, Size, Columns, Wa Marks, Page Color and
Page Borders to create the document.

Insert the table into the document.

Prepare a mark sheet of your class subjects.

Apply Securing Creating, Editing, Saving, Printing

Work on the following exercise in the workbook:

A. copy an existing sheet

B. rename old sheet

C. Insert a new sheet in an existing workbook

D. Delete the renamed sheet.

U ol el
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= oy = - | lectures
Create a document and apply various formatting options. 30

Project/ Field trip:
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Text Books, Reference Books, Other resources

I. Dr. S. Sudalaimuthu, Mr. S. Anthony Raj, Computer Application in Business,Himalaya Publishing

House Pvt. Ltd
2. Sanjay Saxena, A First Course in Computers, Vikas Publishing House, New Delhi
3. Pradeep K. Sinha and Preeti Sinha, Foundation of Computing, , BPB, Publication.
4. Deepak Bharihoka, Fundaments of Information Technology, Excel Book,New Delhi
5. V. Rajaraman, Introduction to Information Technology, PHI. New Delhi
6. R. Hunt, J. Shelley, Computers and Common sense, Prentice Hall of India New Delhi
7. Leon, M. Leon, Fundamentals of Information Technology, Leon Vikas, (4) Software manuals

Suggested equivalent online courses: e-reading:

https://www.himpub.com/documents/Chapter1197.pdf
https://oms.bdu.ac.in/ec/admin/contents/171 16SACAOB2 2020051908432511 .pdf
https://www.scribd.com/docu ment/431064572/Computer-Application-in-Business-NOTES-pdf#
https://tnou.ac.in/wp-content/uploads/2021/01/BBA-Computer-Applications.pdf
https://gqmemen.com/q mcintra/bba/ANSWER%20KEY/CAB%20%20MAM3H %20key%20BBA..pdf
https://www.studocu.com/in/document/bangalore-university/bachelor-of-business-
administration/computer-application-in-business-notes/23728811
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(PROF.PAVAN MISHRA)
CHAIRMAN
Central Board of Studies (Commerce)
Department of Higher Education Govt. of M.P.
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o) 3. e HiaTeer yTam U 3 RRvarel o1 Reawur $iR qer &
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5. MS PowerPoint‘T{WWQﬁﬁaﬂﬁﬁ
6. THUH Tdd &1 ST R gl & U g3 Ie W fft i, difdbe
3R 3 B HRAT
7. THUY TRId o] SUIINT HRb aaih- el b fazayor $ik Ruid &Y
8. TG Ufeharal # SRSITATY SR THTY THRIY &1 ST 3 &
DI BT TG B
9. HIAHIRIG Bl B Joaareyd B P 1T Aot fapRig &
10. TGih HIFCATR &1 (Al HrRTEDH S Bt TRAT B
USSR/ | WIHCIW STAWR, Sclad YIS, Ried fazdvs, $oger Aedd fwvs,
BRI P TR SR HRCR, AT GgHI®, Scl faweys, 3ialke fawyes, s
facives, Gar QRen faaye, 39 TR, HR SHHYH IS 1S |
ST W 2(Tff\eur'd~)+2(Pmd1'c¢-Q) = 4

.Awr@ﬁﬁ'uﬁim;ﬁﬁwﬂmﬁrmw»ﬁ):m@ﬁ2'a%/ T AT

AR/ Nfdedd B Hd TS

L-30hrs/P-30hrs
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. Dr. S. Sudalaimuthu, Mr. S. Anthony Raj, Computer Application in Business, Himalaya

Publishing House Pvt. Ltd

. Sanjay Saxena, A First Course in Computers, Vikas Publishing House, New Delhi
. Pradeep K. Sinha and Preeti Sinha, Foundation of Computing, , BPB, Publication.
. Deepak Bharihoka, Fundaments of Information Technology, Excel Book,New Delhi

V. Rajaraman, Introduction to Information Technology, PHI. New Delhi

. R. Hunt, J. Shelley, Computers and Common sense, Prentice Hall of India New Delhi
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https://www.youtube.com/watch?v=p2l43PCB4tg
https://www.gkpad.com/b-com-computer-application-in-business-books/
https://www.mybigguide.com/2018/07/Computer-Notes-In-Hindi.html|
https://swayam.gov.in

https://www.youtube.com/watch?v=Y8BfjnRFHMY
https://www.bbau.ac.in/dept/Law/TM/1.pdf
https://www.youtube.com/watch?v=9NpHkB8Svys

. https://lawbhoomi.com/ip-issues-and-cyber-law/
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(PROF.PAVAN MISHRA)
CHAIRMAN
Central Board of Studies (Commerce)
Department of Higher Education Govt. of M.P.
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