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NAAC ACCREDITED

Ref. No.
Acad: Syll/2005-06/ A90

‘ September 14, 2005
To_,. 4
The Principal/Director/HOD,
All Affiliated & Conducted
Colleges of
SNDT Women’s University,

Sub: syllabus for 100 housrs of Computer Training for
students of Graduate Degree Course,

Sir/Madam,

Enclosed herewith is the syllabus for 100 hours Computer Training for the students
of three years degree course, duly approved by the Academic Council of the
University, for further necessary action. The said syllabus was prepared, by a
committee to develop the syllabus as per the guidelines mentioned in the letier No.
UN/100/25/ve-1 dated July 8, 2004, from the Director (H.E.), Directorate of
Education, Govt. of Maharashtra for introduction of Computer Education at IJegree

Level.
BEets ST g
(Dr. Vandana Chakrabarti)

. Director,
Board of College and University Development
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December 23, 2004

Tne Director

B.C. U. D.

SNDT Women's University
Mumbar - 400 020

Sir,

-
The Academic Council at its meeting held on Octeber 1, 2004, has censidered the
-following item , and passed the resolution as per eanO“‘ re attached:

Agenda item No.11

To consider the syllabyus for 100 hours of Computei Training for
students of Graduate Degree Courses (3 year) a5 pigpared by the
Comimittee constituted by the Academic Touncil at ite meeting held
on August 24, 2004

A copy of tire resolution passed by the Academic Counci: is enclosed herewith for
your information and necessary action.

Thanking you,

— Yours faithfully
\ //
Kﬁ—\/ ~

{ Kishior G. Bhide)
Registrar

C.C:10:
The Deputy Ragmtrar Affiliation
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v ACADEMIC COUNCIL
1-10-2004

Agenda Item No 11
With the permission of the Chair the House considered the syllabus for 100 Hours of

Computer Training for stadents of Graduate Degree Courses (3Year) as prepared by the
Committee constituted by the Academic Council at its meeting heid on August 24, 2004.

Information / Discussion

Members were informed that the Academic Council at it meeting held on August 24,
2004, vide agenda item No 16 considered the letter No UN/100/235 Vishi-1 dated July 8.
2004 related to the introduction of Computer Education at Degree level received from
Dr.S.N.Pathan, Director of Education (Higher Education} «onstituted a committee to
develop the syllabus for the courses for 100 hours as per the guidclines mentioned in tuv
said letter. -

Accordingly the Committee prepared a syllabus for computer training for the students of
three- years degree course.

Members were further informed that the State Government has made the provision of

Pe 50 lac for the government colleges and ouc hundred fifty lac for non aided
government colleges to provide computer io the colleges and to pav the honorarium to
the lectures concerned.

Members discussed the matter in detail and decided to approve the syllabus for computer
training for the students of three year degree course as prepared by the committee
constituted by the Academic Council at it mcctmo held on August 24, 2004 vide am:nda

“item Nol6.

RESOILUTION:

1 RESOLVED that the syllabus for 100 hours, computer (raining for
the students of three -year degree course prepared by the
committec constifuted by the Academic Council at it meeting held
on August 24, 2004 vide agcnda item No 16 as circulated to the
members of the House be approved and accepted.
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Plan for 100 Hrs of Computer. Training

for the siudents of Graduate Degree Coursc (3 years)

Three Plans of introducing Computers to Undergraduate students are suggested nere.

«wli 33 hrs per year.
PlanIT': 40 hrs during first two years and 20 hrs in the last year. :
Piww Iz 10 hrs during first year and 30 hrs cach in the next two years

[—“ ’ First Year Secend Year : Third Year

| Plan I ] 33 hrs. 33 hrs. : 33 hrs.

Plan i1 | 40 hrs. I 40 hrs. 20 hrs. ]
Plan I1I 40 hrs. ! 30 hrs. ? 30 hrs, ’

7 Credit-Course in
Introduction to the World of Computers

Objectives: After studying this course of 100 hours spread over three vears, the s:udents wi!

be able to

I.use office automation and presentation tools effectively.

2. use Internet to communicate with friends, teachers and cther experts in the feld.
3. collect desired information using internet,

4. interact with the world through one’s own webpage.

5. pursue a career in web page / web site designing.

0. pursue a career in desk top publishing.

7.. maintain office accounts through use of tally software.

& Create database using FoxPro software



Content and time duration:

Plar !
Yearl | Windows [ 3
. . | MS Office:
(33 hrs) MS Word 10
- ' MS Excel 8
MS PowerPcint 7
Introduction to Internet: ' 3
‘ Sending and receiving email
Sending and receiving Attachments
L Downloading files A
Y enr [T ¢ Desk Top Publishing
: Photoshop 10
(33 hrs) Page Maker 20
Introduction to Internet 3
Browsers (Internet Explorer, Outlook
Express ’
. B __ SearchEn ines IR SR WL
Yoar II1 | Webpage Design HTML 10
Dreamweaver 10
(33 hrs)
___.___J_IEU}_'___.____,_.__ - 13
Plan I1
e e _,-_____—___________,___,_-—-___,_____“_/ ______ o
! Year 1 i Windows ’ L5
MS Office : : ! —T
| (4G hrs) |, MS Word .10
M3 Excel jer 08
MS PowerPoint AR
Introduciion to Internet: .10
Sending and receiving email
Sending and receiving Attachments '
Chat ‘l
Browsing |\
e ————— ————— = e I S T ______————‘—_—_—-—————/—— ]
Year il Desk Top Publishing Photoshop 1o
Page Maker 2
(40 hrs) CorelDraw 10
Year IIT | AccountanCy a Tally e
(20 hrs) | Web designing Dreamweaver | 7
R e B — T : e ]




PlanIO

Year I Windows [ 3
' MS Office: .~ _
(40 hrs) MS Word 10
MS Excel 8
MS PowerPoint 4
8
Database Packages FoxPro ’f ) Al g
[nternet: \_~" Sending and receiving email
Sending and receiving Attachments
Chat
Browsing T Vet T
Year II | Desk Top Publishing ~ Photoshop 10 |°
Page Maker . 10
(30 hrs) CorelDraw .10
Year III | Accountancy Tally =~ ' 10
(30 hrs) | Web designing FrontPage 10
Html 10

lustructional Strategies:

The students may be taught in the computer lab (No theory lecturers in the classroom). Three
students may be accommodated on one machine if enough machines are not available.

“Theyv would be encouraged to use computerized catalogues in the library, visit cybershops or
webworld etc where more practice in the skills could be practiced.

' sits to Computer centers, multimedia centers, may be arranged to see the the application of

soflware learnt.

Presentations by the experts in the field about the career opportunities in the computer field
may be arranged to motivate the students and help them think seriously about their career.

Evaluation Strategy:

The students may be evaluated through practical examination, group and individual projects,
oral examination and also portfolios. :
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Details of Application Software
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Using Window Explorer
Managing Files and Folders

Using Paint Brush, WordPad & Notepad

Network Neighbourhood

Piocessor ( Microsoft Word )
[ntroduction to Word Processor

Overview of Word Processor Packages

Use of Word in different areas

Document Concept - (Creating, Saving, Openir

Document )

Formatting Document { Bold, Italic. Un

PR

{onts. Colors of Fonts. Format Painter )

Copy. Cut & Paste

Working with Margins and Page Setup

Tables

Ises of Drawing Toolbar
Columns, Header & Footers
Printing Procedure
Spell Check & Thesaurus
Adding a Chart t0 the Report
Mail Merge -

" Spread Sheet ( MS Excel )

[ntroducticn to Spreadshect
Overview of Spreac Sheet Packages

About Excel ( Role of Excel in Day to Day L.

Understanding Excei Sheet

derline. Justification,

ife )

Inserting, Deleting and Hiding Columns / Rows
Manipulating Formulas é:ld Functions

Working with Charts
Printing a Sheet Mato Pliew

Sort & Filter Crond &
ez (‘
1 Ommen R .

presentation Package (MS PowerPoint )
What is Presentation 2 Explain its Need.

gamumasxEERH

Overview of Presentation pPackages
Use of pPowerPoint

Making Presentations

Different Types of Slide layouts

smlao— ¥4V 4.
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‘Lectures

10
Lectures

! S
i Lectures

|
|
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Slide View. Slide Scrter View & Slide Show Buttons

Setup Show

Applying Design Templates and Backgrounds

Transition & Custom Animation Effects

Recording Voice in Presentaticn

Electronic Presentations ..

1
‘1 7
i Lectures
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Database Pack io) £ e ;
Mmabz\se, Database system, Database 8 .
Management System. : Lectures |
® About FoxPro
® Data Types used in FoxPro
® Creating Modifying and Displaying Structure
® List with Scope °
® Adding and Editing Records
® Operators ( Arithmetic, Relational, Logical & String )
m Specifying Date Format
® Delete, Pack, Zap, Recall, Goto & Skip, Replace Commands
® Difference Between Sorling & Indexing
® Memory Variable 1
® Functions ( Numerical, Statistical, Character & Date )
B Sct Commands
m Report Generation
Internet
®m What is Internet ? and its Advantage and Disadvantages 4
® Minimum Hardware and Software Requirement for internet L
Connection : eCtiges
& Role of Modem in Internet
o Websites & ISPN /
B Browsing and Surfing
B Search Engines
® Downloading Pictures and Text
¥ E-mailing '
E Creating Accounts
& Attachments
® Chatting | ! ~
| .
REFERENCE BOOKS :
I. “Mastering Word 2000 by Ronthansfield, J. W. GOslen, BFB
Publication.
2. "Mastering Excel 2000” by Mindy C. Martin, Steven M. Hansen,
Beth Klingher BPB Publication.
3. “Mastering  PowserPoint 20007 oy Katherine Murray BPB
Publication. ,
. 4. “Mastering FoxPro 2.5” Special Edition by Charles Siegel
5. “The Internet in 24 hours”, Ned Shell : SAMS Publishing.
6. “Internet 101 A Beginner’s Guide to the interne: and the World
Wide Web” : Wendy G. Lehnert. :
Paper Name : Desk Top Publishing ] ' S
Coreldraw v 10. |
@ About CorelDraw I Lectures
® Using the Menus, Standard Toolbar, Property bar and Dialog '
Boxes : '
B Drawing Rectangle, Ellipses, Folygons, Stars, Spirals and Graph l
. SN |

paper.
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Drawing Lines of All Shapes and Sizes _ ‘ - / : \

Creating and Manipulating Text
Sclectimg ard Transforming Objects
Shaping Objects

Filling and Outlining Objects
Viewing, Zooming and Qrdering
Combining, goonking Apart, Grouping. Ungrouping. Separating
and Converting t0 Curves '

Weld. Intersection and Trim :
Aligning, Copying. Pasting and Cloning -

Lens, Perspective and Powerclip

Fitting Textto 2 Path
Page Setup and Printing : g
{Draw in Textile & Fashton Designing

a
R ERE

- Uses of Core

4w a9 s

10

Photoshop
About PhotoShop Lectures \

n Using Toolbox, Palettes and Context Merus
= Creating, Operating and Closing Files

» Changing Canvas Size, Color Modes and Resolution \

= Understanding and Working with Layers \.
% Selecting Areds

u Picking and Selecting Colors \
= Painting and Drawing ‘.
a Creating Text \
s Resizing and Reshaping 1mages

m Scanning (
a
o
"
v
w
u

Filter Effects
Manipulating Focus with Blur, Sharpen and

Adjusting ton¢ with Dodge, Burn & Sponge

Morphing 1mages
Cloning and Pattem Creation with the Rubber Stamp

Creating Special image ecffect

Smudge

|
\

¥

\ \ Page Maker 10
l

& [ntroduction to pageMaker e
n The PageMaker Vg’indow Sk
m Using the Tool Box
m Creating New Document
= Entering and Formatting Text
g Editing Text

Rulers :

Using Control Palette and Color Palette : \

]
=

w Adding Colors

m Drawing & Editing Objects using various Tools
L] yChanging Character Speciﬁcations

m Developing and Formatting paragraphs

m Using Find and Change Feature \
m Page Setup :

m Using Story Editor \
@ Inserting and Rerr;oving Pages
=

n

B

— e ———

Sorting Pages ,
Master Pages, Importance & Uses ;
il pPamphlets, Visiting Cards, Advertisements \

Creating a Bil
| SNAOE
/
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 REMERENCE BOOKS:

1. “Mastering Coreldraw 10”: BPB Publication.
2. “Mastering Photoshop 67, Romanicllo, Steve :
2001.

(93}

Delhi 2001.

4. “Learning Page maker 6.5”; Bangia, Ramesh: Khanna Book

Publishing Pvt. Ltd., 2069.

5. “Teach yourself‘Pagemaker 6.5 for Macintosh and Windows”,

Busch, David D : BPB Publications, 1997.

- BPB Publication,

“Photoshop 6 : In depth”, Xenakis, Davis: Dreamtech Press, New

' P:{ﬁé—rﬁ—z;ﬁiéﬂ;fﬁiy and Web Designing

Tally

m Introduction to Tally

E Need, Uses, Features / Advantages

m Opeuing Screen Of Tally

= Startup Menu

m Company Info Menu (Details about the Company)

v Creating Company

m Exercise for creating the various Companies

m Selecting

® Displaying

u Altering

@ Shutting a Company

il Gat°wa\ of TALLY

® Accounts Info

] Groups (Creation, Alteration & DWDS)

edgers Creation, Alteration & Deletion of _edgers

\/oucher Entry, Types & Uses

B Voucher (Creation, Alteration, Deletion)

m Balance Sheet (Navigating through the B/S)

m Profit & Loss A/c, Ratio Analysis

® Printing Various Ledgex Accounts & Books in Tally

& Printing Vouchers & Graphs

Html

= [ntroduction to HTML

m Standard procedure for creating a web page
& Basic HTML code structure

m Tags along with attributes

m Ordered and Unordered list

@ Inserting Images

= Tables in HTML

@ Hyperlink and its uses

® Frames

@ Forms

m Creating menus with' image maps *
® Creating Websites

o Uploading website using FTP -

10

Lectures

10

Lectures
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Frontpage ’ ,._..",j.' e 4 g
A Features of Front Page :
-+ Difference between HTML and Front Page Lectures
m Working with Front Pagc Explorer g
u Using Web template
® (mport & Export file
u Formatting a Web page
~u Hyperlinks
. wm Views { Page. Foider, Report, Navigation, Hyperlink, Task )
: m Forms i
| s Hit Counter |
! » DHTML Effects
i REFERENCE BOOKS: ;
I “{mplementing Tally 6.37, Nadhani, KK ,: BFB vublication. . i .
. 2 “Using Tally eis 5.4 release 5(d) Tatly the complete business ‘, ’ /
solution”, Satyapal : Khanna Book Publishing Co. Pvt. Lid. New |
‘ Delhi.
3 “How to use Tally Version 5.47, Garg, Sanjeev ! Mashbra
Industries (p) Ltd., New Delht. |
4 “The Complete Reference: HTML”, Powell, thomas A, Tata AU
Mcgraw Hill Fabliction Co. Pvt. Ltd , 2001. \
5. “World wide Web Design with HTML”, Xavier C. : Tata Mcgraw l
Hill Publishing Co. Lxd., 2000. , ‘1 .
6 “Microsoft Frontpage 20007, Kunkel, Bill : Sybex inc. 2001 l
; 7. “Microsoft Frontpage 20007, Weisskopf, Gene: BPB Publications. '. '
|
|

Prepa rod by

Proﬁ Vasudha Kamat

Dr. Jayashree Shinde :

Mr. Shahajaha:: Khan - L

Fos Academic Council, SNDTU



