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ADD-ON REPORT 2022-2023 
 

The Department of Economics had conducted Add-on course for S.Y B.A. and F.Y/T.Y.B.A. 
students. The said course has started from 16 Nov 2022 and completed on 20 Dec 2022. 

The sessions of each course were very well executed by the expert. Expert had deeply explained 
all fundamentals as well as important points. Besides that, every subject is deeply & practically 
explained so that students can get practical knowledge. 

Total 40 sessions (2 hours for Five sessions) (1 hours for 35 sessions) has been completed for 

each course The syllabus has been reviewed at the last session of the course. Depending on 
syllabus of add-on the test was conducted by expert. Out of 112students 98 students completed 
tire given course. 

Sr. No  Class SUBJECT Expert Institute No. of 
students 

1 S.Y.B.A. Certificate Course 
in Digital Literacy 

Yuraj 
Gaikwad 

Rays 52 
InfoTech, 
Pune 

2 F.Y/ 
T.Y.B.A. 

Certificate course in 
Personality 
Development 

Sagar 
Gaikwad 

Nobel Skill 60 
Development 
Centar, 
Pune 

 
 
 
 
 
 

o-ofdinator 
Add-on Committee 

Mamasaheb Mohol College, 

Paud Road 33 
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Course 
Type 

Course 
Code 

Paper Title Credit Evaluation 

Theory 
(T) 

Practical 
(P) 

Theory 
Exam(TE) 

Practical 
Exam 
(PE) 

Total 

CCAE CCAE22 CERTIFICATE 
COURSE ON 
ADVANCE EXCEL 

1 2 25 50 75 

 

 

CERTIFICATE COURSE ON ADVANCE EXCEL 

COURSE OBJECTIVE: 

• To Develop competency in students to prepare effective automate reports using advance 

features of excel like formulas, Charts & PivotTables. 

• Familiarized students to advance functions to design and manage spreadsheets. 

• Enable Students to apply best practices; troubleshoot complex models; analyze large 

amounts of data generate and customize charts to suit most purposes. 

• To understand use of Excel in Data analysis, Report generation and Presentation. 

 
 

COURSE OUTCOME:- After completion of the Advanced Excel course students will be 

able to: Use advanced functions and productivity tools to assist in developing worksheets. 

Manipulate data lists using Outline, Auto filter and PivotTables. Use Consolidation to 

summarize and report results from multiple worksheets. 



 

Sr. No Topic Period 
1 Introduction 1 
1.01 Introduction  

1.02 Interface  

1.03 Tabs and Ribbons  

1.04 Document Windows  

1.05 Navigation Tips  

1.06 Office Button and Save  

2 Entering, Editing and Formatting Data 1 
2.01 Introduction  

2.02 Entering Data  

2.03 Fonts, Fills, and Alignment  

2.04 Cut, Copy, and Paste  

2.05 Paste Special  

2.06 Undo and Redo  

2.07 Moving, Finding, and Replacing a Value  

2.08 Cell Styles  

2.09 Comments  

3 Formatting Numbers 1 
3.01 Introduction  

3.02 Currency Format  

3.03 Format Painter  

3.04 Formatting Dates  

3.05 Custom and Special Formats  

4 Managing Worksheets 1 
4.01 Introduction  

4.02 Naming and Moving Worksheets  

4.03 Copying Worksheets  

4.04 Adding, Deleting and Hiding Worksheets  

4.05 Grouping Worksheets  



Sr. No Topic Period 

4.06 
Moving, Copying, Deleting and Hiding Grouped 
Worksheets 

 

5 Modifying Rows and Columns 2 
5.01 Introduction  

5.02 Inserting and Deleting Columns and Rows  

5.03 Inserting & Deleting Cells  

5.04 Inserting Multiple Columns & Rows  

5.05 Modifying Cell Width and Height  

5.06 Hiding and Unhiding Rows and Columns  

6 Understanding Formulas 3 
6.01 Introduction  

6.02 Using Operations  

6.03 Creating Formulas  

6.04 AutoSum  

6.05 Common Formulas  

6.06 Searching for Formulas  

6.07 Copying Formulas  

6.08 Using Relative and Absolute References  

6.08 Learning Adavnce Formulas  

7 Changing Views 2 
7.01 Introduction  

7.02 Workbook Views  

7.03 Show/Hide  

7.04 Zoom Features  

7.05 Freeze Panes  

7.06 Split Windows  

7.07 Viewing Multiple Windows  

7.08 Minimize The Ribbon  

7.09 Worksheet Backgrounds  

7.1 Watermarks  

8 AutoFill and Custom Lists 2 
8.01 Introduction  

8.02 AutoFill a Series  

8.03 AutoFill Non-Adjacent Cells  

8.04 AutoFill on Multiple Sheets  

8.05 Creating Custom Lists  

8.06 Series Formatting  

9 Conditional Formatting  

9.01 Introduction  

9.02 Highlight Cells Rules  

9.03 Top/Bottom Rules  

9.04 Data Bars  



Sr. No Topic Period 
9.05 Color Scales  

9.06 Custom Formatting Rule  

10 Tables 3 
10.01 Introduction  

10.02 Insert a Table and Style Options  

10.03 Add Rows and Columns  

10.04 Perform a Function in a Table  

10.05 Summarise With Pivot Table  

11 Data Tools 3 
11.01 Introduction  

11.02 Data Validation  

11.03 Drop-Down Lists  

11.04 Removing Duplicates  

11.05 Text To Columns  

11.06 Goal Seek  

11.07 Scenario Manager  

12 Referencing Formulas 2 
12.01 Introduction  

12.02 Multiple Sheet References  

12.03 Consolidating Data - With or Without Links  

12.04 Trace the Precedents and Dependents  

12.05 Using the Watch Window  

13 Ranges and Dates 1 
13.01 Introduction  

13.02 Cell Names  

13.03 Named Ranges  

13.04 Formulas with Cell Names  

13.05 Date Formulas  

14 Lookups 2 
14.01 Introduction  

14.02 VLOOKUP  

14.03 VLOOKUP Exact Match  

14.04 HLOOKUP  

14.05 HLOOKUP Exact Match  

15 Conditional Logic 4 
15.01 Introduction  

15.02 IF Statement  

15.03 Nested IF  

15.04 AND  

15.05 OR  

15.06 NOT  

15.07 IFERROR  



Sr. No Topic Period 
15.08 SUMIF  

15.09 AVERAGEIF  

15.1 COUNTIF & COUNTIFS  

15.11 SUMIFS  

15.12 AVERAGEIFS  

16 Text Formulas 1 
16.01 Introduction  

16.02 Case Formulas  

16.03 Fix Number Fields  

16.04 Trim Spaces  

16.05 Substitute Text  

17 Introduction to Charts 3 
17.01 Introduction  

17.02 Chart Types  

17.03 Instant Chart  

17.04 Update Chart  

17.05 Column Chart  

17.06 Picture Fill  

17.07 Adjust Chart Size  

17.08 Line Chart  

17.09 Scatter Chart  

18 Formatting Charts 1 
18.01 Introduction  

18.02 Chart Styles  

18.03 Chart Layouts  

18.04 Add Labels  

18.05 Axis Options  

18.06 Chart Title  

18.07 Legends  

18.08 Data Labels  

19 Adding Graphics to Spreadsheets 3 
19.01 Introduction  

19.02 Insert Pictures  

19.03 Modifying Pictures  

19.04 Insert Shapes  

19.05 Insert SmartArt  

19.06 Apply Themes  

19.07 Arrange  

20 Outline, Sort, Filter, and Subtotal 3 
20.01 Introduction  

20.02 Group and Ungroup  

20.03 Sort Data  



Sr. No Topic Period 
20.04 Sort Multiple Levels  

20.05 Filter Data  

20.06 Advanced Filter  

20.07 Conditional Sorting and Filtering  

20.08 Sorting with Custom Lists  

20.09 Subtotal  

21 PivotTables 2 
21.01 Introduction  

21.02 Creating PivotTables  

21.03 Choosing Fields  

21.04 PivotTable Layout  

21.05 Filtering PivotTables  

21.06 Modifying PivotTable Data  

21.07 PivotCharts  

22 Protecting Data 1 
22.01 Introduction  

22.02 Workbook Passwords  

22.03 Protecting Workbooks  

22.04 Unlocking Cells  

23 Collaboration 1 
23.01 Introduction  

23.02 Document Properties  

23.03 Inserting Hyperlinks  

23.04 Sharing a Workbook  

23.05 Track Changes  

23.06 Accept/Reject Changes  

23.07 Mark as Final  

24 Printing 1 
24.01 Introduction  

24.02 Page Orientation  

24.03 Page Breaks  

24.04 Print Area  

24.05 Margins  

24.06 Print Titles  

24.07 Headers and Footers  

24.08 Scaling  

24.09 Sheet Options  

25 Saving a Workbook 1 
25.01 Introduction  

25.02 Save As Previous Version  

25.03 AutoRecover Save Options  

25.04 Templates  



Sr. No Topic Period 
25.05 Save As PDF  

25.06 Save As Web Page  

25.07 Macro-Enabled Workbook  

Total 45 
 

Text & Reference Books (Latest revised edition): 

1. Microsoft Excel 2019 Bible: The Comprehensive Tutorial Resource. .. 

2. Excel 2019 ALL-IN-ONE for Dummies. ... 

3. Excel: Quickstart Guide from Beginner to Expert. ... 

4. Excel 2019: Pivot Table Data Crunching. ... 

5. Power Pivot and Power BI: The Excel User's Guide to DAX, Power Query, Power BI, 

and Power Pivot. 
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Course 
Type 

Course 
Code 

Paper Title Credit Evaluation 

Theory 
(T) 

Practical 
(P) 

Theory 
Exam(TE) 

Practical 
Exam 
(PE) 

Total 

CCAE CCAE22 CERTIFICATE ON 
E-FILLING OF 
INCOME TAX & 
GST 

1 2 25 50 75 

 

CERTIFICATE ON E-FILLING OF INCOME TAX & GST 

 
COURSE OBJECTIVE: 

 To understand basic concepts of E-filing of Income Tax and GST. 
 To develop competency of students to solve problems relating special areas in 

accounting including accounting for Trading , Manufacturing & services sector. 
 To understanding of Financial Reporting practices. 
 To familiarize the student with procedure of accounting for Taxation. 
 To provide understanding of Direct Taxes including 

Rules pertaining there to and their application to 
different business situations. 

 To understand basic concepts of Goods and Service Tax. 

 

COURSE OUTCOME:- After successful completion of this module student will be able to 
understand the basic structure of E-filling of Income Tax and GST. 



 

UNIT TOPIC Days 

 
I. 

Basics of Accounting 
Types of Accounts, Golden Rules of Accounting, Accounting Principles, 
Concepts and Conventions, Double Entry System of Book Keeping, Mode of 
Accounting, Financial Statements, Transactions, Recording Transactions 

 
2 

 
II. 

Introduction to e-filing 
Meaning and Definition of E-filing 
Features of E-filing 

 
2 

 
III. 

Heads of Income 
Income from Salary 
Income from house 
property 
Setting up Account Heads 

 
2 

 

 
IV. 

Income from 
investments/capital assets 
Stock Groups 
Stock Categories 
Godowns / Locations 
Units of Measure Stock 
Items 
Creating Inventory Masters for National Traders 

 

 
2 

 
V. 

Online filing Softwares and 
Error Handling Inventory 
Calculation of Total Tax and Tax 
Payment Process 

 
3 

 
VI. 

Advanced Accounting in Tally.ERP 9 
Bill-wise Details 
Cost Centres and Cost Categories 

 
3 



 Voucher Class and Cost Centre 
Class Multiple Currencies 
Bank 
Reconciliation 
Interest 
Calculations 
Budgets & Controls 
Scenario Management 

 

 
 
 

 
VII. 

Advanced Inventory 
in Tally.ERP 
Order Processing 
Reorder Levels 
Tracking Numbers 
Batch- ise Details 
Additional Cost 
Details Bill of 
Materials (BoM) 
Price Levels and Price 
Lists Stock Valuation 
Zero Valued Entries 
Inventory Ageing 
Analysis 
Different Actual and Billed Quantities 

 
 
 

 
1 

 

VIII. 

Point of Sale (PoS) 
Features of Point of Sale (PoS) in Tally.ERP 
9 Configuring Point of Sale in Tally.ERP 9 
Entering POS Transactions 
POS Reports 

 

2 

 

IX. 

Job Costing 
Configuring Job Costing InTally.ERP 
9 Creating Masters for Job Costing 
Recording Transactions 
Job Costing Reports 

 

2 

 

X. 

Multilingual Capabilities 
Configuring Tally.ERP 9 for Multilingual 
Capabilities Creating Masters 
Entering Transactions in Multiple 
Languages Transliteration 
Generating Reports 

 

2 

 
 

 
XI. 

Technological Advantages of Tally.ERP 
9 TallyVault 
Security 
Control Tally 
Audit 
Backup and Restore 
Web Enabled, Print 
Preview and Online 

 
 

 
5 

XII. Tally.NET and Remote Capabilities Overview of Tally.NET Configure 3 



 Tally.NET Features Connect Company on 
Tally.NET Create Remote Users Authorise 
RemoteUsers 
Remote Access 

 

 

XIII. 

Application Management andControls 
Concept of Control Centre 
Installing & Activating Tally.ERP9 
Logging to ControlCentre 
Managing Accounts using Control Centre 

 

2 

 
XIV. 

Online Help and Support Features 
of Support Centre 
Accessing the Support Centre 
Using Support Centre 

 
2 

 

XV. 

Tax Dedu ted at Source Basic 
concepts of TDS 
Configuring TDS in Tally.ERP 9 
Creation of Masters 
Processing Transactions TDS 
Reports 

 

3 

 

XVI. 

Tax Collected at Source Basic 
Concepts of TCS 
Configuring Tally.ERP 9 for TCS 
Creating Masters 
Entering Transactions TCS 
Reports 

 

4 

 

XVII. 

GST 
Introduction to Goods and Services Tax 
Levy and Collection of Tax and Time and Place of supply 
Registration and payment of Tax 
Assessment and Audit 
Appeal 

 

5 

 TOTAL 45 
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Course 
Type 

Course 
Code 

Paper Title Credit Evaluation 

Theory 
(T) 

Practical 
(P) 

Theory 
Exam(TE) 

Practical 
Exam 
(PE) 

Total 

CCAE CCAE22 CERTIFICATE 
COURSE ON 
DIGITAL 
LITERACY 

1 2 25 50 75 

 

CERTIFICATE COURSE ON DIGITAL LITERACY 

COURSE OBJECTIVE: 
 Show an awareness of what the major computer components are and how they act 

as system; 
 Appreciate that computers need instructions to operate and acquire simple 

programming skills; 
 Demonstrate a knowledge and understanding of using computers to solve 

problems related to practical applications; 
 Show a sense of control over computers; 
 Show an awareness of the effects and impacts of computers on the individual and 

the society; 
 Show an awareness of the capability and limitations of computers; 

 
COURSE OUTCOME:- 

 To expose the students to open Source technologies so that they become familiar 
with it and can seek appropriate opportunity in trade and industry. 

 Able to provide socially acceptable technical solutions to real world problems with 
the application of modern and appropriate programming techniques. 

 Design applications for any desired needs with appropriate considerations for any 
specific need on societal and industrial aspects. 



UNIT TOPIC Period 

I Computer Fundamentals: 

Introductions of Computer, Functions of Computer, 

Applications of Computer, Information Processing Cycle of 

Computer, Components of Computer, Types of Computer. 

Basic Computer Activities like create folder, cut, copy ,paste, and 

all other driver activities. 
What is Software? Types of Software, Hardware. 

4 

II Operating System & Number System and Conversion: 

What is OS?,Types of OS,Components of OS,Examples of OS. 

Introduction,Types of Number System-Decimal Number 

Systen,Binary Number Systen,Octal Number System, 

Hexadecimal Number System, 
Number Conversion. 

12 

III MS-Office-Excel: 
Introduction to Microsoft Excel, Why should learn MS-Excel?, 
Understanding the 
Worksheets(Rows,Columns,Sheets,Workbook,Cell), Excel 
Assignment on office and Home tab, Assignment on Insert tab, 
Assignment on Page Layout tab, Assignment on Formula tab. 
Create Employee Salary Sheet. 

12 

IV MS-Office-Word, PowerPoint: 

Introduction to Microsoft MS-WORD, What is Microsoft 

Word used for?, Assignment on tabs. Macros 

Introduction to Microsoft Power-Point, Create presentation on 
one topic Using different tabs. 

09 

V Internet & other computer activities: 
Applications of Internet, How does the Internet work, How does 
the Internet data moves i.e packets, Internet Services-mail 
activities, 
How to convert one file to another format (like pdf to word and 
vice versa,pdf to excel etc.) 

08 

Total 45 

 
 

Reference: 
1. https://www.guru99.com/introduction-to- 
microsoft-excel.html 

 

2. https://en.wikipedia.org/wiki/Microsoft 

http://www.guru99.com/introduction-to-
http://www.guru99.com/introduction-to-
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Course 
Type 

Course 
Code 

Paper Title Credit Evaluation 

Theory 
(T) 

Practical 
(P) 

Theory 
Exam(TE) 

Practical 
Exam 
(PE) 

Total 

CCAE CCPD24 CERTIFICATE 
COURSE ON 
PERSONALITY 
DEVELOPMENT 

1 1 30 30 60 

        

 

CERTIFICATE COURSE ON PERSONALITY DEVELOPMENT 
 

COURSE OBJECTIVE: 
 To understand the scope of personality and its development. 
 To develop core skills for development of self 

To cultivate interpersonal skills for successful life. 
 

COURSE OUTCOME:- 
 Develop inter personal skills and be an effective goal oriented team player. 
 Develop professionals with idealistic, practical and moral values. 
 Develop communication and problem solving skills. 



Syllabus 
 

Unit Topic Period 

I Self-Development Skills 
1.1. Introduction to Personality 
1.2. Self-Esteem and Self-Confidence 
1.3. Thinking and Problem Solving Skills 
1.4. Stress Management 
1.5. SWOT Analysis and Goal-Setting 

8 

II Interpersonal Skills 
2.1. Hard Skills and Soft Skills 
2.2. Effective Communication 
2.3. Skills for successful interview 
2.4. Leadership 
2.5. Social Empathy 

10 

III Personality, Success and Facing Failures: 
Concept of personality. What is success? – Hurdles in achieving success, 
Factors responsible for success, developing effective habits. What is 
failure? – Factors affecting failures, learning 
from failures, overcoming failures, power of faith, practicing faith, SWOT 
analysis and Goal Setting (Specific, Measurable, Achievable, Realistic, Time- 
bound-SMART goals) 

4 

IV Time and Stress Management and Employability Quotient 
Time as a Resource, Identifying Time Wasters, Techniques for better Time 
Management, 
Introduction to Stress, Causes and Effects of Stress, Managing Stress. 
Resume building, The art of participating in Group Discussion, Interview- 
Frequently Asked 
Questions, Mock Interview Sessions 

6 

V Communication Skills and Digital Etiquettes: 
Communication Skills: Effective reading/writing/listening skills, Hard skills 
& soft skills, overcoming stage fear, role of body language, art of 
professional presentation, use of audio & visuals presentation, social 
etiquettes 
Use of Information & Communication Technology (ICT) in day-to-day 
management, Effective use of social media, E-mail etiquette, Netiquette, 
Useful electronic gadgets and mobile applications 

10 

   

 Total Hours 45 



Reference Books – 
 

1. Covey Sean, Seven Habits of Highly Effective Teens, 

New York, Fireside Publishers, 1998. 

2. Carnegie Dale, How to win Friends and Influence 

People, New York: Simon & Schuster, 1998. 

3. Thomas A Harris, I am ok, You are ok , New York- 

Harper and Row, 1972 

4. Daniel Coleman, Emotional Intelligence, Bantam Book, 

2006 



Computer Hardware & Networking 
 
 
 
 
 
 

Module No.1 : Computer Fundamentals &Basics of Power System in a Computer. 

 
ComputerFundamentalsHistoryandGenerationsofComputer(Gen1to5). 

Architecture of the Computer. 

Description of Different parts of a computer. 

Idea about System Software and Application Software.Operating system concept(Basicknowledge). 

Fundamentals of Electricity,About AC and DC 
How AC is converted into DC in a Computer 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
1 



ModuleNo.2: IntroductiontoSMPS&UPS. 
 
 
 

SMPS Features, Functions. 

Types of SMPS 

Power distribution in SMPS 
Components and Circuits inside the SMPS Unit 
Types of UPS Offline,Line Interactive&Online. 
Working Principle of each type of UPS. 
Connecting,Maintenance and Troubleshooting. 

 
 
 
ModuleNo.3:Introduction to Basic Input Output System. 

 
 
 
 

Introduction to BIOS/CMOS Setup,POST(PoweronSelf-Test) 

Demonstration of BIOS/CMOS Configuration(Date,Time,Enable/DisableDevices). 
Dual BIOS Feature BIOS/CMOS Setup,Booting Sequence/BootOrder 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
3 



ModuleNo.4:Introduction to Operating System. 

 
Theory Content: 

Definition and types of Operating Systems. 

Functions & Features of OS. 
MS-Dos(Prelims),Windows8.1,10,11,RedHat7/FedoraLinuxServer,Ubuntu,MACOS, Android etc. 

Process of Booting the Operating System. 
Installation of Windows 8.1,10,11Activation and Automatic Updating procedures. 
Installation of Linux Server and Creating groups with file/resource permission. 

 

 
ModuleNo.5:Computer Management. 

 
 
 

Computer Management,Disk Management,Defragmentation. 
Services and Applications,Local Users and Groups. 

Advanced System Settings,Device Manager,Task Manager,Windows Registry. 
Different Service management by Linux using systemctl command. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

4 



ModuleNo.6:Disk Partitioning 

 
Theory Content: 

Partitioning of HardDrive/SSD-Primary,Extended,Logical partitions using PartitionTools in 
Windows. 

Partitioning of HardDrive/SSD-Primary,Extended,LogicalpartitionsusingPartitionCommand (mkpart) 
in Linux. 

 
ModuleNo.7:Details about Central Processing Unit & Mainboard 

 

 
Theory Content: 

Definition of CPU,Architecture,Speed,Types of CPU(XTandATtechnologies)32/64Bit. 
Types processs or technologies like Clockspeed,Busspeed,Cache memory. 
Threading technologies,Core technologies,IRQ&DMATechnologies. 
Brands(Intel/AMD),CPU Series–like Pentium,PI,PII,PIII,PIVetc. 
What is ”I” Technology,Coreseries(i3,i5,i7). 
To explain about PGA and BGA and LGA Model processors,Pins/Sockets. 
Definition,Architecture,Compatibility with CPU's,Chipsets and Brands. 
What is Chipset,what is FSB,what is Bus,CPU Sockets,Interface Ports used to connect different 
Peripherals. 
I/OPorts(PS/2,Serial,Parallel,USB,VGA,HDMI,Audio,Ethernet, etc.) 

Identifying Expansion Slots(PCI,AGPetc.),Power Form Factor. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

5 



ModuleNo.8:Primary and Secondary Memory. 

 
Theory Content: 

Introduction to RAM,ROM,Cache Memory,Buffer Memory,Virtual Memory.Speed,Timeline (EDO, 
NON-EDO, SD, RD, DDR, DDR2, DDR3, DDR4), Hybrid Memory. 
Comparing and Installing RAM, Memory Module Form Factor,etc. 

 
Introduction to HDD&SSD,Types,Functioning of HDD,Functioning of SSD,Dual Usage. 
Interface Types of HDD & SSD (IDE or PATA, SATA, SCSI, PCI -E, MSATA, M.2), Data storage 
technique. 
Tracks,Sectors,Cylinders,ClusterMBR,FATArea,DIRArea,Zero Track 
IDE Jumper settings(Primary/Secondary),(Master/Slave/CableSelect). 
Installing and Configuringa New HDD/SSD. 

 

 
ModuleNo.9:Computer Accessories 

 
 
Optical Drive 

TypesofOpticalDrives-ROM/Writer, 
TypesofMedia-(CD/DVD/Blu-ray), 
DifferencebetweenRedRaytechnologyDrivesandBlueRayTechnologyDrives. 

LayersofCDandDVD,DifferencebetweenCDandDVD. 
StorageTechnology-Reading,Writing&ReWritingdata,DriveInterfaces-(IDE/SATA). 
BurningCD/DVD'susingmultipleBurningTools,i.e.,Nero,NTI,etc. 
Creating,ManagingandBurningISOImagesusingtoolslike:MagicISO,PowerISOetc. 

 
 
Keyboard&Mouse 

 

TypesofKeyboards(Membrane/Mechanical),KeyboardLayout. 
WorkingPrinciplesofKeyboard(Make/BrakeScanCode,KeyMatrix). 
KeyboardInterfaces(DINType,PS/2,USB,wireless). 
KeyboardProblemsandTroubleshooting. 
TypesofMouses(BallMouse,OpticalMouse,Trackball). 

Principlesof Mouse(X,Y Axis inBall Mouse &DSP,Sensor in Optical Mouse). MouseInterfaces( Serial, 
PS/2,USB,wireless), Mouse Problems and Troubleshooting 

 

Monitor 
 

TypesofMonitors(CRT/LCD/LED),WorkingPrinciplesofeachtype 
DemonstrationandPracticalonMonitorInstallation,MenuConfiguration,AdjustingMonitor Settings, 
Monitor Power Supply types, Possible Problems and Troubleshooting. 

 
Printer 

 
 

Typesof Printers(DotMatrix,Inkjet, Laser,Thermal,All-in-OnePrinters,etc.),InterfaceCables,Ports & 
Connectors. 
WorkingPrinciplesofeachtype,networkPrinter. 
InstallingaPrinterandConfiguringDrivers. 

6 



PossiblePrinterProblemsandTroubleshootingTechniques. 
TypesofScanners(Handheld,Flatbed,Sheetfed,PortableScanners).InterfaceCables,Ports &Connectors. 
WorkingPrinciplesofeachtype. 
InstallationofScanner,DeviceDriver Installation. 
ScannerSettings,ScanningDocuments,PhotosindifferentFormatslikeJPG,PDFetc. 

 
 
 
Keyboard&Mouse 

 

DemonstrationofdifferenttypesofKeyboards. 
KeyboardroblemsandTroubleshooting. 

Handsonpracticewithdifferenttypesofmouses. 
MouseProblemsand Troubleshooting. 

 
Monitor 

 

Handsonpracticewithdifferenttypesofmouses. 
MouseProblemsand Troubleshooting. 

 
Printer 

Demonstration of different types of Printers (Dot Matrix, Inkjet, Laser, Thermal, All-in-One,network 
Printers etc.) 
InstallingaPrinterandConfiguringDrivers.  
PrinterProblemsandTroubleshootingTechniques. 
DemonstrationofdifferenttypesofScanners(Handheld,Flatbed,Sheetfed,PortableScanners). 
InstallingaScannerandConfiguringDrivers. 
ScannerProblemsandPrinterTroubleshootingTechniques. 

HandsonPractice ofAssemblinganddisassemblingaPCwithaccessories. 
 
 
ModuleNo.10:Virus/ Malwares 

 
TheoryContent: 

 
 

Whatisacomputervirus?HowVirusAttacks a computer. 
TypesofViruses(BootSectorVirus,PartitionVirus,FileVirus,Trojans,Etc.) 
Malwares,Adwares,Spywares,PhishingAttacks,etc.PreventionandCuringVirusand Spywares. 
Antivirus,InternetSecurityTools,Updatesetc. 

 
 
ModuleNo.11:DataCommunications and Networking. 

 

 
IdentifyvariousnetworkmedianeededtomakesuccessfulLANandWANconnectionsandtheir distinct roles. 
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UnderstandingthebasicconceptsofClient,Server,Workstation,Hubsandtheir applications. 

UnderstandingdifferenttypesofNetworkarchitectures:Peer-to-Peer,Client-ServerandDistributed. 

Basicconcept of Transmission Types: Simplex,HalfduplexandfullduplexMode. 

 
 
Module No. 12:KnowledgeofNetworkTopologies,NetworkingDevices,TransmissionMedia,Sharingof resources. 

 
 

Identifydifferenttopologiesusedinnetworkingwiththeirrelativeadvantagesanddisadvantages. 

Understandingtheknowledgeaboutvarioustypesofnetworkingdevicesandmediawiththeirusage. 
IPaddressing,MAC addressing,Install and configure anetwork and configureIP address staticand 
dynamic, DNS, default gateway. 

Design,calculate,andapplysubnetmasksandaddressestofulfillanyorganization's requirements. 

WorkingwithinstallationofNetworkcard,alteringMACaddressandrevealingoriginalMAC, Knowledge of 
making crossover and straight cable. 

Introductiontowindowsnetworking. 
IntroductiontoLinuxNetworking.ConfiguringIPAddressonLinux Systems. 

 
 
ModuleNo.13:KnowledgeofInternet&InternetNetworkConfiguration 

 
 

IntroductiontoInternet,UsesofInternet,WorkingonInternetusingvariousbrowserslikeEdge, Chrome, 
Firefox, Opera, etc. Explaining URL, HTTP, HTTPS, etc. Clearing Browser Cache. 

CreatingMailID's,Send/ReceiveMails,MailClientConfigurationusingOutlook/Thunderbird, etc. 
InternetConfigurationusingADSLRouter/Modem. 

 
IntroductiontoNetworkDevices:ADSLRouter,Wi-FiRouter,WirelessAccessPoint. Firewall 
concepts. 

ConfiguringandsecuringWirelessNetworksandAccessPoints,SSID. 
ProvidingWirelessClientAccesswithSecureKeyandMACFiltering. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

8 



 

FY/SY/TY Year B.Voc. 

Syllabus 
CERTIFICATE COURSE ON FINANCIAL LITERACY 

 
 
 
 
 
 
 

 

 
Pune Jilha Shikshan Mandal 

Mamasaheb Mohol Mahavidyalaya,Paud Road 
48/1 A,Erandwane,Paud Road, Pune-411038., Dist:Pune Tal:Haweli 

 
 
 
 
 
 
 
 
 
 

(To be implemented from Academic Year 2022-2023) 

CERTIFICATE COURSE ON FINANCIAL LITERACY 



COURSE OBJECTIVE: The course is designed to aim at imparting a basic level 
appreciation programme for the common man. After completing the course 

 Define financial Literacy 

 Discuss about income and spending 

 Prepare a Budget and apply it in financial planning 

 Define Financial Investment 
 

 

MODULE TOPIC Horus’s 

01 Banking 
 
Banking structure in India and Role of Reserve Bank of 
India, 
Personal Role of Bank in growth of saving and Investment, 
Types of banks , 
Services offered by banks, 
Deposits and Types of Deposits-Saving Bank Accounts, 
KYC norms, 
Banking products and services, 
Calculating Interests – Saving, FD, 
Simple and Compound Interest, 
Power of compounding Loans, 
Types of loans, 
taking a home loan, 
Definition of EMI, 
Calculation of EMI, 
Credit Cards Terminology, 
Credit Cards Math, 
Reading a Credit Card Statement , 
Post office-Account and transactions, 
Online Banking. 

8 

02 Basics of Savings and Investment 
 
Savings Vs Investment, 
Power of Compounding, 
Principles of Investment–Safety, 
Liquidity and Return, 
Risk and Return, 
Inflation effects on Investment, 
Securities and its types, i.e., Equity, Debentures or Bonds, 
IPOs and FPOs, Mutual Funds, Types of Mutual Funds, 

8 



 Brokers, sub-brokers, Process for becoming a capital market 
investor, Investment plans, Hybrid plans-Ulip, SIP and VIP 
of mutual funds, index funds. 

 

03 Tax saving Schemes 
 
Types of taxes, 
Tax rates, 
How taxes impact income, 
Tax planning v/s tax evasion, 
Tax saving investment - Government Schemes-National 
Saving Certificates, 
Public Provident Fund, 
Post Office Schemes, 
Equity Linked Savings Schemes, 
Retirement Benefits Schemes- NPS (New Pension System), 
Tax free bonds. 

6 

04 Personal Finance 
 

Financial Planning- Meaning, Household financial health 
checkup, Investor’s Age and Assets Allocation, 
Budgeting, Setting Financial Goals, Medical and other 
Emergencies, Retirement planning. 

5 

05 Loss Protection 
 
Insurance Policies, Life and non-life Insurance, Term Life 
Insurance, Endowment Policies, Pension Policies, ULIP, 
Health Insurance and its Plans, Understanding of Ponzi 
Schemes. 

8 

06 Scams, Fraud Schemes 
 
Insider trading, Money laundering; Consumer protection 
and redressal mechanism, Rights of Consumers, Filing a 
complaint, Complain to entity concerned, Regulators, 
Arbitration, Consumer courts, Govt. Websites, Investor 
Associations. 

5 

 Total Hours 45 
 

Books for References: 
• T. R. Jain and V. K. Ohri, Money and Banking, VK Global Publications Pvt. Ltd, 2020 
• S. Braunste in and C. Welch, Financial literacy: An overview of practice, research, 
and policy, Fed. Res. Bull, 2002 



• T. R. Jain and R. L. Sharma, Indian financial System, by, VK Global Publications Pvt. 
Ltd, 2014 
• S. Cole and Gauri Kartini Shastry, Smart money: The effect of education, cognitive 
ability and financial literacy on financial market participation, Harvard Business 
School, 2009 
• Gitman, Joehnk and Billingsley, Personal financial planning, Cengage Learning, 
2016 
• M. Jeff, Personal finance, Prentice Hall, 2016 
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Background of Sankalp English Academy: 

“If we want to make the world a better place for us and for our future then we must take care of our 
present and they are none other than children. We need to give them a little support and they will give it 
back to the world.” 
SANKALP believes the desired changes in the lives of such children will come only when more and more 
privileged people start participating proactively in finding a solution. It works with the philosophy that 
the only way to ensure a better future for these children is by educating them. SANKALP believes that 
helping others is not simply a matter of dispersing money but of making a deep, long-term commitment 
and casting a hard eye on results. With this model, SANKALP finds innovative solutions to this social 
issue. 

Background of Mamasaheb Mohol College:- 

Mamasaheb Mohol College is one of the prominent institute in the field of higher education in Pune city 
affiliated to Savitribai Phule Pune University. The college is engaged in multi faculty education viz Arts, 
Commerce and Science. The college is run by the 'Pune District Education Association's, Pune, which is 
founded by a great visionary Late Shri. Baburaoji Gholap in September 1941. The institute also runs 09 
senior colleges, engineering colleges, pharmacy colleges, education colleges, medical colleges, junior 
colleges and schools spread all over Pune district. 

The college is committed to the students support and progression. Various scholarship schemes are 
made available to the students. The college is also providing placement assistance through its placement 
cell. Students are encouraged to participate in social activities through its N.S.S. unit. 

 

 
Program Deliverable: 

To impart market aligned Skill development and training program for students as and when 

recommended by– Mamasaheb Mohol College, Paud Road, Pune.- 48/1 A Erandwane Paud Road 

Pune Ta: Pune (corporation Area) Dist: Pune Pincode: 411038 

Curriculum: 

The sector-specific job-oriented skills require special curriculum built to enhance students’ employability 
skills. Sankalp English Academy curriculum team works at developing and adding new components to 
the customized curriculum based on the market demand and job requirement. 

 

 
Class Schedule: 

Sankalp English Academy would impart training to each batch of students as per the mutual consent. 
Total training period for each batch of students would be according to the course opted. by the student. 

 
 
 

Beneficiaries’ Profile: 

Minimum age for the target group is 18 years and maximum age is 30 years. Minimum educational 
qualification is 12th pass. 
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Training Methodology: 

Sankalp English Academy has to conduct theory and practical lectures in college premises and also digital 
livelihoods program follows a technology-driven, blended learning methodology that has evolved based 
on employer and student feedback, team evaluation, and impact studies conducted externally and 
internally. Sankalp English Academy team continuously tries to align with changing job markets, digital 
trends, employer demand, and the state of the training technology worldwide. Sankalp English Academy 
utilizes its multimedia and game based learning programs which allows them to retain the learnings 
more effectively. This industry-aligned digital skills training program will train these youth through 
customized and digitized multimedia content in video, audio, presentation, and game formats, which will 
enable students to be attracted to courses for B.Voc. Stream –Certificate in Financial Literacy Sankalp 
English Academy has to complete or covered total syllabus (curriculum) of Theory and Practical of those 
assigned course for the academic year 2022-2023 and has to provide a certificate of each students and 
each course. 

 
 

Training location: 

Training will be conducted at the premises provided by Mamasaheb Mohol College, Paud Road, Pune.- 

48/1 A Erandwane Paud Road Pune Ta: Pune (corporation Area) Dist: Pune Pincode: 411038 

Maharashtra, along with the required infrastructure. 

 

 
Payment:-  Fees will be directly paid by the college to Sankalp English Academy and they will be 

getting an payment receipt for the same. 

 

 
Termination: 

This MoU is valid until either party terminates it by giving 30 days prior notice. 
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AGREED:- 
 

FIRST PARTY 

Sankalp English Academy 

HR65+43R, Parmar Hospital Road, Parihar Chauk, 
Aundh, Pune, Maharashtra 411007 

SECOND PARTY 

Mamasaheb Mohol Mahavidyalaya,Paud Road. 

 

Pune Jilha Shikshan Mandal, 48/1 A,Erandwane,Paud 
Road, Pune-411038., Dist:Pune Tal:Haweli 

Name:- Mr. Sumit Neharkar 

Proprietor, 

Sankalp English Academy 

Prin. Dr. Gangadhar P. Satav 

Principal, 

Mamasaheb Mohol Mahavidyalaya,Paud Road. 

Address:- HR65+43R, Parmar Hospital Road, 

Parihar Chauk, Aundh, Pune, 

Maharashtra 411007 

Pune Jilha Shikshan Mandal, 48/1 A,Erandwane,Paud 
Road, Pune-411038., Dist:Pune Tal:Haweli 

Contact:- (M) 09096883042 (02025443024) 

E-Mail:- sankalpacedemypune@gmail.com moholcollege@gmail.com 

 
 
 
 
 
 
 
 
 

Sign and Stamp 

 
 
 
 
 
 
 
 
 

Sign and Stamp 

Witness 1:- 

Name:- 

 

 
Signature 

Witness 2:- 

Name:- 

 

 
Signature 

mailto:sankalpacedemypune@gmail.com
mailto:moholcollege@gmail.com
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