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) S\“’ Sub: Syllabus of Certificate, Diploma & Advanced Diploma Courses in
) j [(\\: Y’ “Computerised Commercial Accounting and Taxation” under
) & ) Career Oriented programme.
b CE ¥ . Ref: Academic Council approval dated 16.06.2011.
} Pursuant to the above, the syllabus of Certificate, Diploma & Advanced

Diplomz Courses in “Computerised Commercial Accounting and Taxation” under
career oriented, programme is hereby notified for implementation with effect from

the academic year 2011-12.

REGISTRAR. ——

e . ' | /&/

],, ' To:

(1) The Principals of the affiliated / constituent Colleges of Mangalore University
offering above course. .

(2) The Registrar (Evaluation), Mangalore University.

(3) The Superintendent, Academic Section, O/c the Registrar, Mangelere University.
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I Year : CERTIFICATE COURSE

CCABT-I1: BASICS OF ACCOUNTANCY
Exam. 100 Marks

3 Hrs\Veek I.A. 50 Marks

(15 hours)

UNIT I : Introduction to Accounting |
Features of Accounting,

Introduction 10 Accounting: Meaning and Definition of Accounting, . A
Book-Keeping and Accountancy, Objectives of Accounting, Advantages and D1sad\'antage§ o
Accounting, Basic Accounting Terms, Accounting Equations and Cycle, System of Accounting:
Single & Doublc, Process of Accounting, Recordisis of business transactions under Dpuble entry
system, Journalizing & ledger preparation., Capital ai:d Revenue Income and Expenditure

UNIT Il Subsidiary Books (15 hours)

Subsidiary Books: Meaning, Utility & Types of subsidiary books
1. Sales Book, Purchases Book, Sales Returif Book, Purchases Return Book
2. Cash Book: a) Cash book with Cash, bank & discount columns. :
b) Analytical petty cash book under Imprest system

UNIT I  Bank Reconciliation Statciment (15 hours)

Bank Reconciliation Statement: Meaning of Bank Reconciliation Statement , Purpose & Use of
Bank Reconciliation Statement , Causes for the difference between Pass book balance & Bank
balance as per Cash book , Preparation of Bank Reconciliation Statement when extracts of Cash

book & Pass book are given.

UNIT IV : Final Accounts of sole trading and partnership concerns (15 héurs)

Irail Balance:
Meazning & Objectives & Methods.  Final Accounts of Sole Trading and Partnership Concerns:

Meaning of Final Accounts, Preparac. -1 of: Trading & P/L A/C, Balance Sheet

Unit V : Intreduction Te Computer Systems (90 hours)
I'nfrﬂd};ction to Computers: Characteristics of computers, advantages & disadvantages of
Computers, Functional Components of a Computer Systems, Input/Out put devices, Central
processing Unit, Primary and Secondary memories, Classification of Digital Computer Systems,
Application of Computer Systems. ' | ‘
Opcr.ating Systems and Programmsing Languages: Introduction to Operating System,
Classificaticn of Operating Systems, Types of Operating Systems, Functions of Operatinr.;
sysiems, Operating systems Utilities. _ : -
Programming iLanguages and Application Softvare: Introduction, Classification of Comnuter
Progr:amming_ Languages. Kinds of user Programming Languages, Compilers & imerprétcrs.
f.pplrcati?n Software: Word Processing. Electronic spreadsheets, Presentation Software, Data
11,\:1'1-,0(;(5«”1!}:“““ I?troductlon,_ }fe_a'zurcs of Internet, Internet appl;ication, Services of
JHemes, Feanires of Browsers. Search Engines.
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Reference Books:

For Unit 1-IV 10
1.  B.S.Raman, Basic Accountzncy, United Publishers, Mangalore ,2

2. R.L Gupta Advanced Accountancy, Chand and Company, New Delhi.

For Unit V: _ -
I~ Introduction to Computers. Peter Norton. VI Edition, TATA McGRAW Hi

Publication. "
2. Fundamentals.of Computers, V Rajaraman, V Edition, PHI Publications. 2010.

3. Internet for everyone — Alexis Leon and j«fathews Leon — Leon Tech World

s s o Publication, | L
4. Peter Norton’s Introduction to Computers —Second Edition

Total Duration >7SkH‘x_v_'§.
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I Year : CERTIFICATE COURSE

CCABT-PI : Office Avtomation Toels And Basic Accountancy

Practical Oriented Problems:  (Manual Accounting) 30 hrs.
I Classificaticii of vouchers, voucher rmbering and filing

2. Preparation of Day book with the help :f Vouchers

3. Preparation of Ledgers with the help of Viuchers.

4. Preparation of Final Accounts of 4 Trading Concern.

5. Verification of Vouchers of an Educational Ins:iition

6. Verification of Vouchers of a Trading Concern

7. vV ouching of accounts of a Trading or Educational Institution

8. Preparation of Bank Reconciliation Statement by comparing Cash:Book and Pass Book
P

Operation of Computer system and office automation tools: 75 Hrs.

The practical problems in Computer Apptication shall cover all the following topics with
and application oriented problems.

P.C. Operations, Windows XP, M.S. Officec MS Word/ Word processing; M.S.
Excel/Spreadsheet, M.S. Powerpoint / Presentation Tools., Internet and Email: Browsing; E-
mail; Chatting.

Application Oriented Probiems.

1. ° Creating a new document (using blank template, installed template and online template),
saving & word document( as pcé” 97-2003 compatible mode) '

2.  Basic formatting ( fonts, font siz.. bold. italic, underline, text color, highlight text, format
painter, aligning text), working with styles( applying styles, creating new styles), applying
bulleted and numbered list, cut, copy, paste text, find, replace and Go To.

3.  Printing 2 document, quick printing, printirfg using print dialog box, opening an existing

word document, closing a word documcnt, quitting MS Word. .

Creating a new excel workbook- using blank templates, installed templates ‘and online

templates. Saving an Excel workbook- normal mode apd 97-2003 compatlblf.: mode.

Addin'g datz to celis- typing data into cells , typing d.ata in th.e formula bar, adding data

using AutoFil] (text series and number scries), Inserting/deleting cells, row, column and
entire worksheet. . _ ot

5. Wrapping text, changing number formais, adding .border 10 cells: applyllng con 1'1_xco’na
formatting- conditional rule and color scale, renaming a worksheet, opening z,arg g\-l:lzng
workbook, printing a worksheet or workbook, closing a workbook and quitting MS Excel.

i it i 3 g isting data range,
6. Working with tables- creating tables from a blank cell range, existing da g

gt i Tl serting & table inte a range of data.

formatiing « table, converting & table inte a rang : o o .

Working with charts- creating a chart, adding chart title. axis titles, gridlines, changing
Py 19328 Atad - > Yy ”

chart style, lavout and type.
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10.

11.

Formulas and functions- creating a formula, referencing celis from other worksheets,
applying functions, assigning name to 2 cell range, referencing cell ranges using range
names.

Creating a presentation from blank, installed and online available template. Save @
presentation, adding and removing slides. adding title and sub title to a slide, adding text 1o
a slide using textboxes.

Setting Up and Running a slide show- Setting up a slide show, running
packaging the precentation sn the CD opening an existing presentation, closing a

a slide show,

Introduction 1o Imemel CO’)CCpl of we . website, server and client. . Introduce Internet
Explorer and its componems (favourites. . istory, bookmarks, internet options), search
using a keyword, experimenting links (text and image), dynamic websites and static

_ websites, Create an email account and basic mail operations(reading. mail, sending mail,

erasing mail, spams/trash, sent mails, email settings, . signatures, inbox and filtering).
Chatting using the same account, installing a chat software, setting thie visibility, setting
picture and text, adding/removing contacts, sendmg chat request, blocking a particular user.

Total Duration: 180 hours

% 2y

-
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I Year : DIPLOMA CQURSE

CCABT-1I: INCOME TAX

3 Hirs\Week Exarm. 100 Marks
‘ I.A.50 Marks

UNIT 1 : Introduction To Taxation (15 hours)

Introduction 1o Taxation: Meaning & Definition, Agricultural Income; Assessee —Person —
Incomie — Assessment year — Previous year, Residessiial Status, Scope of Total Income

e ~ . \
['ax free Incomes (Concerned with Salary)

UNIT 1] : Income from salary and House Property (15 Hours)

B
Income from Salary , Allowances , Perquisites, P¥ovident Fund Income from House Property

UNIT 11 : Income from Business, Profession and other sgurces. (15 hours)

(g

Income from Business or Profession, Depreciation , Capital Gains , Income from Other Sources,

Deductions Under S.80

UNIT IV : Assessment of individuals (15 hours)

Assessment of Individuals: Computation of tetal income & tax liability . Tax Deduction at
Source, Eligible Savings Schemes and Tax 'Planning ,Tax Authorities, their duties and
responsibilities '

(1Shours) -

UNIT V: Computeiﬁ's;eé_ziccatIntin.f—:. Tally

Meaning and significance of Journal, Ledger Features ‘of Computerised Accounting; Need {for?
Computerizing the accounts, Features of Computerised Accounts; Distinction between ‘Manual-
accounting and Computerised Accounting; Advantages of computerized accounting. :

Total Duration 75 Hrs.

Direet taxes law and practice: Dr.Vined. K. singhania and Dr. Kapil Singhania, Taxmann's

publications -

Direct Taxes lzw and practice, Dr. H
Student's Guide to Income Tax: Problems and Scoiutions:
Singhania, Taxmank, ' v g
Girect tax T &J1, Sadashiva Rzo, Sushruthz Books, Udupi -
Inceme Tay and Szlaried Class: Neelam Choudhary, Sanjay Prakashan

. C. Mehrothra, Sahithyabhavan Publications
Monica Singhania and Vinod K
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11 Year : DIPLONMA COURSE
CCABT-P2: Tally With Computation Of Tax
. . N 72
Practical eriented Problems , (30 hours)
1. Computation of Salary Income { Individuals
2. Computation of Tax
3. Filling and Filing of Income Tax Returns
4. FE filing of Income Tax Retuzits
Lab: Steps in Computerization: 75 Hrs
Tally software- its features; Company Creation- contents of company creation menu: DLSp{q?" ol
Company; Selection of Company; Alteration of Company. Features of Types of Accoum'mg:
Accounts Only and Accounts with Inventory; Features and Configuration 1n Computcng:,d ‘
Accounting. - N
Process of Transactions: Grouping of Accounts: Meaning of Grouping: single Group & Multiple
Group; Creation, Display & Alteration of Groups.

Ledger Accounts: Creation of ledger, accounts; Single ledger & Muitiple ledgers; display of
ledger accounts; zalteration of ledger accounts; CONSEGUENCEs of wrong grouping of ledger
accounts. o

Voucher Entries:
Voucher creation as a single entry system and as a double entry system:
Types of Vouchers: Purchase voucher: Sales voucher; Receipts voucher; Payment voucher; |

Contra voucher; Journal voucher. Use of debit Notes and €redit Notes. 'Reébrding@f Accountsr
only Transactions. . A
Inventory Accounting: Kinds of invern. -y (Raw materials, work-in-progress, finished goods);
inventory costing methods (FIFO, LIFG snd Weighted Average cost etc.-meaning only);"
Grouping of Inventory: Meaning, Creation, Display and Alteration of groups. Units of
Measurement: Meaning, Creation, Display and Alteration; Single Unit and Multiple Units. Stock
ltenis: Meaning, Creation, Display-and Alteration of Stock Items. '

) . e
Cost Centre: Meaning & Creation. '
Processing of Accounts with Inventory. ¥

Pay Roll Accounting, Report Generation; Back Up and Presentation:

Financial Reports — Meaning and significance of Trail balance. Trading and profit and loss
Account. Balance sheet, Bank Reconciliation Statement. Cash Flow Statement, Funds Flow
Statement, Accounting Ratios, Budgeting. E '

Generation of Reports relating to VAT, Excise Duty, Trail balance, , Trading ,ar‘xd--pfgﬁt and loss

Account, Balance sheet, Bank Reconciliation Statement, Cash Flow Statement, ‘Funds :"Fl,(")_;\,\';.
Statement, Accounting Ratios, Budgeting. ,
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: . Trading and
s pd N N alanct. Flr“ <
Printine of Transactions, Day Book and ledoer accounts, Cheques, Trallcb h Flow Statement,
21 = i Alioe S. » “_ = a . o
~r0fit end loss Account, Balance sheet, Bank Reconciliation Statement, L2as
l - adn Page . . -' ) o
Funds Flow Siatement, Accounting Ratios. Budgeting, VAT Reports.
N : 1 i . Pl .
imnort and Export of Data, Back-Up of Company: Deletion of Company

Total Duratien : 180 Hours
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