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CERTIFICATE COURSE IN CERTIFICATE COURSE IN ARTIFICIAL 

INTELLIGENCE USING PYTHON 

COURSE OBJECTIVE: 

 To understand why Python is a useful scripting language for developers. 

 To learn how to design and program Python applications. 

 To learn how to use lists, tuples, and dictionaries in Python programs. 

 To learn how to identify Python object types. 

 To learn how to use indexing and slicing to access data in Python programs. 

 To define the structure and components of a Python program. 

 To learn how to write loops and decision statements in Python. 

 To learn how to write functions and pass arguments in Python. 

 
COURSE OUTCOME:- 

 Write and Understand Python Programs. 

 Self-develop any project based on python language. 

 Can apply for job specifying python as a skill. 

 Get a kick-start in the field of Data-Science like AI, Machine learning and 

predictive analysis. 
 

 
Course 

Type 
Course 

Code 
Paper Title Credit Evaluation 

Theory 
(T) 

Practical 
(P) 

Theory 
Exam(TE) 

Practical 
Exam 
(PE) 

Total 

CTHN CCHN29 CERTIFICATE 
COURSE IN 
CERTIFICATE 
COURSE IN 
ARTIFICIAL 
INTELLIGENCE 
USING PYTHON 

1 1 20 40 60 



 
 

MODULE TOPIC Duration 

Variables  Variable names and keywords 
 Statements 
 Operators and operands 
 Expressions 

 Order of operations 
 Modulus operator 
 String operations 
 Asking the user for input 
 Comments 
 Choosing mnemonic variable name 
 Debugging 
 Exercises 

6hr 

Conditional 
execution 

 Boolean expressions  Logical operators  Conditional execution 
Alternative execution  Chained conditionals  Nested conditionals 
 Catching exceptions using try and except Short-circuit 
evaluation of logical expressions Debugging 

4hr 

Functions Function calls  Built-in functions  Type conversion functions  

Math functions Random numbers  Adding new functions  

Definitions and uses  Flow of execution  Parameters and 
arguments  Fruitful functions and void functions  Why functions? 

 Debugging 

4hr 

Iteration Updating variables  The while statement  Infinite loops  “Infinite 
loops” and break  Finishing iterations with continue  Definite 
loops using for  Loop patterns  Counting and summing loops  

Maximum and minimum loops  Debugging  Glossary  Exercises 

6hr 

Strings A string is a sequence  Getting the length of a string using len  

Traversal through a string with a loop  String slices  Strings are 
immutable  Looping and counting  The in operator  String 

comparison  string methods  Parsing strings  Format operator  

Debugging  Glossary  Exercises 

4hr 

Tuples Tuples are immutable  Comparing tuples  Tuple assignment  

Dictionaries and tuples  Multiple assignment with dictionaries  

The most common words  Using tuples as keys in dictionaries  

Sequences: strings, lists, and tuples - Oh My!  Debugging 
Glossary  Exercises 

8hr 

Regular 
expressions 

Character matching in regular expressions  Extracting data using 
regular expressions  Combining searching and extracting  Escape 

character  Summary  Bonus section for Unix / Linux users  

Debugging  Glossary  Exercises 

6hr 

Networked 
programs 

Hyper Text Transfer Protocol - HTTP  The World’s Simplest Web 
Browser  Retrieving an image over HTTP  Retrieving web pages 
with urllib  Parsing HTML and scraping the web  Parsing HTML 

8hr 



Course Coordinator Short term Coordinator IQAC Principal 

 
 
 
 
 

 using regular expressions  Parsing HTML using Beautiful Soup 
Reading binary files using urllib  Glossary  Exercises 

 

Using Web 
Services 

eXtensible Markup Language - XML  Parsing XML  Looping 
through nodes  JavaScript Object Notation - JSON  Parsing JSON  

Application Programming Interfaces  Google geocoding web 
service  Security and API usage  Glossary  Exercises 

8hr 

Object- 
Oriented 

Programming 

Managing Larger Programs  Getting Started  Using Objects  

Starting with Programs  Subdividing a Problem - Encapsulation  

Our First Python Object  Classes as Types  Object Lifecycle 
Many Instances 

2hr 

Using 
Databases 
and SQL 

What is a database?  Database concepts  Database Browser for 
SQLite  Creating a database table  Structured Query Language 

summary  Spidering Twitter using a database  Basic data 
modeling  Programming with multiple tables  Constraints in 
database tables  Retrieve and/or insert a record  Storing the 
friend relationship  Three kinds of keys  Using JOIN to retrieve 

data  Summary  Debugging 

2hr 

Visualizing 
data 

Building a Google map from geocoded data  Visualizing networks 
and interconnections 

2hr 

 Total 60hr 
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CERTIFICATE COURSE IN FRONT-END WEB DEVELOPER 
 

 

COURSE OBJECTIVE: 

 Enable participants to develop elegant and responsive Front-end by 

leveraging latest technologies 

  Build strong foundations (ex: Design pattern) in entry level engineers 

thereby making them job ready as per industry requirements. Enable them to 

learn new technologies by applying foundation paradigms 

 By the end of the program participants will be become an industry-ready 

engineer who can be readily deployed in a project 

 
COURSE OUTCOME:- 

 Building Strong expertise to develop front end application using HTML5 

  Implement MVC and responsive design to scale well across PC, tablet and 
Mobile Phone 

 

Course 
Type 

Course 
Code 

Paper Title Credit Evaluation 

Theory 
(T) 

Practical 
(P) 

Theory 
Exam(TE) 

Practical 
Exam 
(PE) 

Total 

CCFEWD CCFEWD35 CERTIFICATE 
COURSE IN 
FRONT-END 
WEB 
DEVELOPER 

1 1 20 40 60 



 
 
 

 
MODULE TOPIC Duration 

Single page 
web 

application 
development 

Introduction HTML  HTML Basics  HTML Elements  HTML5 Semantic  

HTML Attributes  HTML Headings  HTML Paragraph  HTML Styles  HTML 
Formatting  HTML Quotations  HTML Computer Code  HTML Comments & 
Colours  HTML CSS, Links and Images  HTML Lists  HTML Blocks  HTML 
Classes  HTML Layout  HTML Responsive  HTML iframes  HTML JavaScript 
 HTML Head  HTML Entities and URI Code  HTML Symbols and XHTML 
HTML Charset and Forms 

10hr 

Cascading 
Style Sheets 

(CSS3) 

 Introduction CSS3  CSS3 Syntax  CSS3 How To  CSS3 Colours  CSS3 
Backgrounds  CSS3 Boarders  CSS Padding  CSS Height/Width  CSS3 

Gradients  CSS3 Shadows  CSS3 Text  CSS3 Fonts  CSS3 2D Transforms  

CSS3 3D Transforms  CSS Links  CSS Lists  CSS Tables  CSS Box Model  CSS 
Outline  CSS Display  CSS Max-width  CSS Position  CSS Float  CSS Inline- 
block  CSS Align  CSS Combinators  CSS Pseudo-class  CSS Pseudo-element 
 CSS Navigation Bar  CSS Dropdowns  CSS Tooltips  CSS3 Images  CSS Attr 
Selectors  CSS Forms  CSS Counters  CSS3 Animations  CSS3 Buttons  CSS3 
Pagination  CSS3 Multiple Columns  CSS3 User Interface  CSS3 Box Sizing 

CSS3 Filters  CSS3 Media Queries  CSS3 Responsive 

2hr 

JavaScriptfor 
Front-end 

Introduction to JavaScript  Java Script Language Basics  JavaScript Objects 
JavaScript Scope  JavaScript Events  JavaScript Strings  JavaScript Numbers 

 JavaScript Math  JavaScript Arrays  JavaScript Boolean  JavaScript 
Comparisons  JavaScript Conditions  JavaScript Switch  JavaScript Loops 

JavaScript Type Conversion  JavaScript RegExp  JavaScript Errors  

JavaScript Debugging  JavaScript Hoisting  JavaScript Strict Mode  

JavaScript Functions  JavaScript Objects  JavaScript Forms  JavaScript HTML 
DOM  JavaScript BOM 

4hr 

jQuery Introduction to jQuery  jQuery Syntax  jQuery Selectors  jQuery Events  

jQuery Effects  jQuery HTML  jQuery Traversing  jQuery AJAX  jQuery Misc. 
jQuery Mobile Transitions  jQuery Mobile Buttons  jQuery Mobile Icons  

jQuery Mobile Popups  jQuery Mobile Toolbars  jQuery Mobile Navbars  

jQuery Mobile Panels  jQuery Mobile Collapsibles  jQuery Mobile Tables  

jQuery Mobile Grids  jQuery Mobile Lists  jQuery Mobile Forms  jQuery 
Mobile Themes  jQuery Mobile Events 

14hr 

Bootstrap Introduction to Bootstrap  Bootstrap Basics  Bootstrap Grids  Bootstrap 
Themes  Bootstrap CSS  Bootstrap JS 

12hr 

Angular JS Introduction to AngularJS  AngularJS Expressions  AngularJS Modules  

AngularJS Data Binding  AngularJS Scopes  AngularJS Directives & Events  

AngularJS Controllers  AngularJS Filters  AngularJS Services  AngularJS 
HTTP  AngularJS Tables  AngularJS Select  Fetching Data from MySQL  

AngularJS Validation  AngularJS API  AngularJS Animations  AngularJS i18n 
and i10n 

14hr 

 Total 60hr 
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CERTIFICATE COURSE ON PERSONALITY DEVELOPMENT 
“SYLLABUS STRUCTURE” 

  
Course 

Type 

 
Course 

Code 

 

Paper Title 

 
Credit 

 
Duration 

 
CIE 

Over 
all 

Total 

Theory 
(T) 

Practical 
(P) 

Theory 
(TE) 

Practical 
(PE) Total (T+P) 

 

 
CCAE 

 
CCPD24 

CERTIFICATE 
COURSE ON 
PERSONALITY 
DEVELOPMENT 

 
1 

 
1 

 
20 

 
10 

 
30 

 
06 

 
36 

 
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 

 

 
7 

 Total Hours 35 

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. 

 

EXAMINATION AND EVALUATION: 

ELIGIBILITY: 

A candidate is eligible for admission to the Certificate Course Intellectual Property Rights after 

passing 12th Std. examination (H.S.C. 10 +2) from any stream or equivalent. 

EXAMINATION PATTERN: 

Term end examination: 

1. 100 percent of the total assessment will be done in term end examination. 

2. There will be 3 hours practical exam and 1 hour oral exam for each student. 

3. Examiners: 2 lecturer level examiners will be appointed (one internal examiner and one 

external examiner) 



 

 

Setting of Question Papers (Applicable to theory subjects) 

1. A candidate shall have to answer the questions in all the subjects in English only. 

2. Question papers shall be framed so as to ensure that no part of the syllabus is left Out of study 

by a candidate. 

3. Question paper shall be balanced in respect of various topics outlined in the Syllabus. 

4. The question papers shall have a MCQ type Questions. 

AWARD OF CREDITS: 

Each course having 2 credits shall be evaluated out of 100 marks and student should secure at 

least 40 marks to earn full credits of that course. 

GRADATION: 

Gradation is according to following formula. 
 
 
 

New Grades 

Percentage Marks Grade Grade Points 

0 F 1 

40 E 2 

45 D 3 

50 C 4 

55 B 5 

65 A 6 

75 O 7 

 
 
 
 
 

CERTIFICATION: 

The college needs to provide ‘Course Completion Certificate’ to every student who completes 

the course successfully. The certificate must contain the grade obtained by the student in the 

examination. 



 
 
 
 
 
 
 
 

 

Dr. Sharmila Chaudhari 
Principal 

Mamasaheb Mohol College, Paud Road. 

 
 
 
 
 
 
 

IQAC Short Term Course Coordinator 
(…Dr.Sapana Rane) 

Mamasaheb Mohol College, Paud Road. Mamasaheb Mohol College, Paud Road. 
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(………………………….) ( ) 
Department of Commerce  Department of Commerce 
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CERTIFICATE COURSE ON COMPUTERISED ACCOUNTING 

COURSE OBJECTIVE: At present, almost all the firms follow computerized system of 

accounting and hence, an employee who is to be appointed in Finance and Accounts 

Department is expected to have acquired sufficient knowledge in Computerized 

Accounting. Therefore, the present training programme in Computerized 

Accounting with special importance to TALLY is intended to equip the students to 

acquire both theoretical and practical training in computerized accounting. 

COURSE OUTCOME:- After attending Theory Lecture hours and Practical training, 

the students can maintain the accounts independently 
 

 
Course 

Type 

 
Course 

Code 

 

Paper Title 

 
Credit 

 
Duration 

 
CIE 

Over 
all 

Total 

Theory 
(T) 

Practical 
(P) 

Theory 
(TE) 

Practical 
(PE) 

Total (T+P) 
 

 
CCCA 

 
CCCA32 

CERTIFICATE 
COURSE ON 

COMPUTERISED 
ACCOUNTING 

 
1 

 
1 

 
20 

 
10 

 
30 

 
06 

 
36 

 

 

MODULE TOPIC Horus’s 

01 Getting Functional with Tally.ERP 9 
1.1. Tally.ERP 9 Start-Up 
1.2. Tally.ERP 9 Screen Components 
1.3. Mouse / Keyboard Conventions 

1.4. Quitting Tally.ERP 9 

4 

02 Company Information 
2.1. Company Creation 
2.2. Opening (Loading) of Tally.ERP 9 
2.3. Modification of Company 
2.4. Deletion of Company 
2.5. Shut (Close) a Company 
2.6. Company Selection 

4 

03 Set-Up of Accounts 
3.1. The Group 
3.1.1. Creating Group 
3.1.1.1. Creating a Group with Advanced Usage 
3.1.1.2. Creating Multiple Groups 
3.1.2. Altering or Modifying Group 
3.1.3. Permanently Deleting a Group 

4 



 
 
 

 3.1.4. Displaying a Group 
3.2. The Ledger 
3.2.1. Creating a Single Ledger A- Creating a Purchase / 

Sales Ledger B- Creating a Expenses / Income Ledger C- 
Creating a Party Ledger 

 

04 Inventory / Items & Goods / Stock 
4.1. Creating a Single Stock Group 
4.1.1. Modifying a Single Stock Group 
4.1.2. Displaying a Stock Group 
4.1.3. Deleting a Single Stock Group 
4.2. Creating a Multiple Stock Group 

4.3. Creation of Stock Units 
4.4. Alternation / Deletion of Stock Units 
4.5. Stock Items 
4.5.1. Creation of Single Stock Item 
4.5.2. Creation of Multiple Stock Item 
4.5.3. Modification and Deletion of Stock Item 

5 

05 Features of Tally ERP 9 and Their Uses (F11) 
5.1. Accounting Features 
5.2. Inventory Features 
5.3. Statutory & Taxation Features 

3 

06 Accounting Vouchers in Tally ERP 9 
>> Types of Vouchers 6.1. Contra Voucher (F4) 
6.2. Payment Vouchers (F5) 
6.3. Receipt Vouchers (F6) 
6.4. Journal Vouchers (F7) 

6.5. Sales Vouchers (F8) 
6.6. Credit Note Voucher (Ctrl + F8) – For Sales return 

accounting 
6.7. Purchase Vouchers (F9 
) 6.8. Debit Note Vouchers (Ctrl + F9)- For Purchase return 
accounting 
6.9. Memo Voucher (Ctrl + F10) 

5 

07 10.8.3. Cost Centers 
10.8.3.1. Cost Category Summary 
10.8.3.2. Group Break-Up 
10.8.4. Statistics 

10.9. Inventory Books 
10.9.1. Inventory Group Summary 
10.9.2. Stock Transfers 
10.9.3. Physical Stock Register 
10.9.4. Sales Order Book 

4 



 

 
 10.9.5. Purchase Order Book 

10.10. Statutory Reports 
10.11. List of Accounts (Chart of Accounts) 

10.12. Exception Reports 
10.12.1. Negative Stock 

10.12.2. Negative Ledgers 
10.12.3. Overdue Receivables 
10.12.4. Overdue Payable 
10.12.5. List of Memorandum Vouchers 

10.12.6. List of Reversing Journal 
10.12.7. List of Optional Voucher 
10.12.8. List of Cancelled Vouchers 
10.12.9. List of Post-dated Voucher 
10.13. Printing Reports 

10.13.1. Using the Print Button 
10.13.2. Multi-Accounting Printing 

 

08 Advanced Inventory Vouchers in Tally.ERP 9 
8.1. Order Processing 
8.1.1. Purchase Order Processing 
8.1.2. Altering a Purchase Order 
8.1.3. Sales Order Processing 
8.1.4. Altering a Sales Order 
8.1.5. Display Order Position 

8.1.6. Display Columnar Orders & Stock Details 
8.1.7. Adjusting Orders 

2 

09 Tally.ERP 9 Reporting 
10.1. Modifying Reports (Options) 
10.2. Balance Sheet 
10.3. Profit & Loss Account 
10.4. Stock Summary 

10.5. Trial Balance 
10.6. Day Book 
10.7. Books of Accounts 
10.7.1. Cash Book 

10.7.2. Petty Cash Book 
10.7.3. Bank Book 
10.7.4. Journal Register 
10.7.5. Ledger  Group Summary  Group Voucher 
10.7.6. Purchase Register 
10.7.7. Sales Register 
10.8. Statement of Accounts 
10.8.1. Outstanding 

2 



 
 

 
 10.8.1.1. Ledger-wise view of Outstanding Reports 

10.8.1.2. Group (Outstanding) 
10.8.2. Interest Calculations 
10.8.2.1. Interest Receivable 
10.8.2.2. Interest Payable 

 

10 TDS (Tax Deducted at Source) using Tally.ERP9 
15.1. Enabling TDS in Tally.ERP9 
15.2. Creating TDS Nature of Payment 
15.3. Creating Master Ledgers with TDS Transactions A- 
TDS on Expenses B- TDS on Advance Payment against 
Expenses C- Recording TDS Payment Transaction 
15.4. TDS Reports A- Form 26Q (TDS) B- Form 27Q (TDS) 

C- TDS Reconciliation Report D- TDS Outstanding Report 

2 

11 Short-Cut Keys 1 
 Total Hours 36 

 

Text & Reference Books (Latest revised edition): 

1. Krishnan, N., Windows and MS office 2000 with database concepts, Scitech 
publications 
2. Dr. S.V.Srinivasa Vallabhan, Computer Application in business - Sultan chand and 
sons. 
3. Computer Application in Accounting software – by P.Kasivairavan – Friends 
publication. 
4. List of Practical: Pay roll preparation in MS. Excel, IncomeTax preparation in MS. 
Excel, Accounting package: Tally. 
5. Computer Applications in Business – Mohankumar K & Rajkumar S – Vijay Nicole 
Imprints (P) Ltd 



 
 
 

EXAMINATION AND EVALUATION: 
ELIGIBILITY: 
A candidate is eligible for admission to the Certificate Course Intellectual Property 
Rights after passing 12th Std. examination (H.S.C. 10 +2) from any stream or 
equivalent. 
EXAMINATION PATTERN: 
Term end examination: 

1. 100 percent of the total assessment will be done in term end examination. 
2. There will be 3 hours practical exam and 1 hour oral exam for each student. 
3. Examiners: 2 lecturer level examiners will be appointed (one internal 

examiner and one external examiner) 
Setting of Question Papers (Applicable to theory subjects) 
1. A candidate shall have to answer the questions in all the subjects in English only. 
2. Question papers shall be framed so as to ensure that no part of the syllabus is left 
Out of study by a candidate. 
3. Question paper shall be balanced in respect of various topics outlined in the 
Syllabus. 
4. The question papers shall have a MCQ type Questions. 
AWARD OF CREDITS: 
Each course having 2 credits shall be evaluated out of 100 marks and student should 
secure at least 40 marks to earn full credits of that course. 
GRADATION: 
Gradation is according to following formula. 

 

New Grades 

Percentage Marks Grade Grade Points 

0 F 1 

40 E 2 

45 D 3 

50 C 4 

55 B 5 

65 A 6 

75 O 7 

 
CERTIFICATION: 
The college needs to provide ‘Course Completion Certificate’ to every student who 
completes the course successfully. The certificate must contain the grade obtained 
by the student in the examination. 



 
 
 
 
 
 
 
 
 

Dr. Sharmila Chaudhari 
Principal 

Mamasaheb Mohol College, Paud Road. 

 
 
 
 
 
 
 

IQAC Short Term Course Coordinator 
(……………………………)  (……………………………….) 

Mamasaheb Mohol College, Paud Road. Mamasaheb Mohol College, Paud Road. 

 
 
 
 
 
 
 
 

 
HoD Course Coordinator 

(………………………….) ( ) 
Department of Commerce  Department of Commerce 

Mamasaheb Mohol College, Paud Road. Mamasaheb Mohol College, Paud Road 



 

 

Second Year B.A. 
Syllabus 

CERTIFICATE COURSE ON 
DIGITAL LITERACY 

 
 
 
 
 
 
 
 

 
Pune District Education Associations 

Mamasaheb Mohol College, 

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

 
 
 
 
 
 
 
 
 
 
 

Second Year- B.A. 
(To be implemented from Academic Year 2023-2024) 



 

CERTIFICATE COURSE ON DIGITAL LITERACY 

COURSE OBJECTIVE: The course is designed to aim at imparting a basic level 

appreciation programme for the common man. After completing the course 

 The incumbent will be able to the use the computer for basic purposes of 

preparing his personnel / business letters 

 Will be able to create data and basic operation with data using spreadsheet. 

 Will be able to create and use basic presentation 

 Will be able to view information on Internet (the web) 

 Will be able to create email account and send / receive emails 

 Will be able to use Digital Financial Services 

 Will be able to use Social Media, e-Governance and their usage etc. 

COURSE OUTCOME:- Would have understood the basics of computers, and learnt 

how to use basic computer applications for collaboration like presentation, word 

processing, spreadsheets and multimedia applications 

• Would have become adept at using internet search, email and various social media 

platforms and will be able to communicate, collaborate and create things like 

resumes, flyers, invitations, budgets etc. through hands-on activitises 
• Would have become cyber safe and will be able to protect themselves online. 

 

 
Course 

Type 

 
Course 

Code 

 

Paper Title 

 
Credit 

 
Duration 

 
CIE 

Over 
all 

Total 

Theory 
(T) 

Practical 
(P) 

Theory 
(TE) 

Practical 
(PE) Total (T+P) 

 

 
CCDL 

 
CCDL24 

CERTIFICATE 
COURSE ON 

DIGITAL LITERACY 

 
1 

 
1 

 
20 

 
10 

 
30 

 
06 

 
36 

 

 

MODULE TOPIC Duration 

01 Introduction to Computer 
1.0 Introduction 
1.1 Objectives 
1.2 Computer and Latest IT gadgets 
1.2.1 Computers & its applications 
1.2.2 IT gadgets and their applications 
1.3 Basics of Hardware and 
Software 
1.3.1 Hardware 
1.3.1.1 Central Processing Unit 
1.3.1.2 Input devices 

4 



 
 

 1.3.1.3 Output devices  

02 Introduction to Operating 
2.0 Introduction 
2.1 Objectives 
2.2 Operating System 
2.2.1 Operating Systems for 
Desktop and Laptop 
2.2.2 Operating Systems for Mobile 
Phone and Tablets 
2.3 User Interface for Desktop and 
Laptop 
2.3.1 Task Bar 
2.3.2 Icons & Shortcuts 
2.3.3 Running an Application 
2.4 Operating System Simple Setting 
2.4.1 Using Mouse 
2.4.2 Changing System Date and Time 
2.4.3 Changing Display Properties 

4 

03 Word Processing 
3.1. The Group 
3.1.1. Creating Group 
3.1.1.1. Creating a Group with Advanced Usage 
3.1.1.2. Creating Multiple Groups 
3.1.2. Altering or Modifying Group 
3.1.3. Permanently Deleting a Group 

3.1.4. Displaying a Group 
3.2. The Ledger 
3.2.1. Creating a Single Ledger A- Creating a Purchase / 

Sales Ledger B- Creating a Expenses / Income Ledger C- 
Creating a Party Ledger 

4 

04 Working with Spreadsheet 
4.2.1 Creating of Spread Sheet 
4.2.2 Concept of Cell Address [Row 
and Column] and selecting a 
Cell 
4.2.3 Entering Data [text, number, 
date] in Cells 
4.2.4 Page Setup 
4.2.5 Printing of sheet 
4.2.6 Saving Spread sheet 
4.2.7 Opening and Closing 

4 

05 Creating Presentations 4 



 
 

 
 5.2.1 Creating a Presentation Using a 

Template 
5.2.2 Creating a Blank Presentation 
5.2.3 Inserting & Editing Text on Slides 
5.2.4 Inserting and Deleting Slides in a 
Presentation 
5.2.5 Saving a Presentation 
5.3 Manipulating Slides 
5.3.1 Inserting Table 
5.3.2 Adding ClipArt Pictures 
5.3.3 Inserting Other Objects 
5.3.4 Resizing and Scaling an Object 
5.4 Presentation of Slides 

 

06 Introduction to Network & Internet 
6.3 Internet 
6.3.1 Concept of Internet & WWW 
6.3.2 Applications of Internet 
6.3.3 Website Address and URL 
6.3.4 ISP and Role of ISP 
6.3.5 Modes of Connecting Internet 
(Hotspot, Wi-Fi, LAN Cable, 
Broadband, USB Tethering) 

5 

07 INTRODUCTION TO INTERNET and finding information 
on Internet 
4.3.1 Concept of Internet & WWW 
4.3.2 Website Address and URL 
4.3.3 Applications of Internet 
4.3.4 Modes of Connecting 
Internet (Hotspot, Wi-Fi, LAN Cable, Broadband, USB 
Tethering) 
4.4 Popular Web Browsers 

5 

08 Working with e-mail 
5.3.1 Opening Email account 
5.3.2 Mailbox: Inbox and Outbox 
5.3.3 Creating and Sending a new E-mail 
5.3.4 Replying to an E-mail message 
5.3.5 Forwarding an E-mail message 
5.3.6 Access email with attachments 
5.3.7 Delete an e-mail 

4 

11 Short-Cut Keys 2 
 Total Hours 36 



 

EXAMINATION AND EVALUATION: 
ELIGIBILITY: 
A candidate is eligible for admission to the Certificate Course Intellectual Property 
Rights after passing 12th Std. examination (H.S.C. 10 +2) from any stream or 
equivalent. 
EXAMINATION PATTERN: 
Term end examination: 

1. 100 percent of the total assessment will be done in term end examination. 
2. There will be 3 hours practical exam and 1 hour oral exam for each student. 
3. Examiners: 2 lecturer level examiners will be appointed (one internal examiner and 

one external examiner) 
Setting of Question Papers (Applicable to theory subjects) 
1. A candidate shall have to answer the questions in all the subjects in English only. 
2. Question papers shall be framed so as to ensure that no part of the syllabus is left 
Out of study by a candidate. 
3. Question paper shall be balanced in respect of various topics outlined in the 
Syllabus. 
4. The question papers shall have a MCQ type Questions. 
AWARD OF CREDITS: 
Each course having 2 credits shall be evaluated out of 100 marks and student should 
secure at least 40 marks to earn full credits of that course. 
GRADATION: 
Gradation is according to following formula. 

 

New Grades 

Percentage Marks Grade Grade Points 

0 F 1 

40 E 2 

45 D 3 

50 C 4 

55 B 5 

65 A 6 

75 O 7 

 
CERTIFICATION: 
The college needs to provide ‘Course Completion Certificate’ to every student who 
completes the course successfully. The certificate must contain the grade obtained 
by the student in the examination. 



 

 

 
 
 
 
 

Dr. Sharmila Chaudhari 
Principal 

Mamasaheb Mohol College, Paud Road. 
 
 
 

 

IQAC Short Term Course Coordinator 
(……………………………)  (……………………………….) 

Mamasaheb Mohol College, Paud Road. Mamasaheb Mohol College, Paud Road. 
 
 
 
 
 
 
 

HoD Course Coordinator 
(………………………….) ( ) 

Department of Commerce  Department of Commerce 
Mamasaheb Mohol College, Paud Road. Mamasaheb Mohol College, Paud Road 
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Second Year- B.Com. 
(To be implemented from Academic Year 2023-2024) 



 
 

 
CERTIFICATE 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. 

 UNIT TOPIC Duration  
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 3 
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 3 

3.01 Introduction  

3.02 Currency Format  
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CCAE 

 
CCAE36 

CERTIFICATE 
COURSE ON E- 

ADVANCE EXCEL 

 
1 

 
1 

 
20 

 
10 

 
30 

 
06 

 
36 

 



 

     
3.03 Format Painter  

3.04 Formatting Dates  

3.05 Custom and Special Formats  

4 Managing Worksheets 3 

4.01 Introduction  

4.02 Naming and Moving Worksheets  

4.03 Copying Worksheets  

4.04 Adding, Deleting and Hiding Worksheets  

4.05 Grouping Worksheets  

4.06 
Moving, Copying, Deleting and Hiding Grouped 
Worksheets 

 

5 Modifying Rows and Columns 3 
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 3 
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  

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  

 TOTAL 36 



 

EXAMINATION AND EVALUATION: 
ELIGIBILITY: 
A candidate is eligible for admission to the Certificate Course Intellectual Property Rights 
after passing 12th Std. examination (H.S.C. 10 +2) from any stream or equivalent. 
EXAMINATION PATTERN: 
Term end examination: 

1. 100 percent of the total assessment will be done in term end examination. 

2. There will be 3 hours practical exam and 1 hour oral exam for each student. 

3. Examiners: 2 lecturer level examiners will be appointed (one internal examiner and 

one external examiner) 

Setting of Question Papers (Applicable to theory subjects) 
1. A candidate shall have to answer the questions in all the subjects in English only. 
2. Question papers shall be framed so as to ensure that no part of the syllabus is left Out of 
study by a candidate. 
3. Question paper shall be balanced in respect of various topics outlined in the Syllabus. 
4. The question papers shall have a MCQ type Questions. 
AWARD OF CREDITS: 
Each course having 2 credits shall be evaluated out of 100 marks and student should secure 
at least 40 marks to earn full credits of that course. 
GRADATION: 
Gradation is according to following formula. 

 

New Grades 

Percentage Marks Grade Grade Points 

0 F 1 

40 E 2 

45 D 3 

50 C 4 

55 B 5 

65 A 6 

75 O 7 

 
CERTIFICATION: 
The college needs to provide ‘Course Completion Certificate’ to every student who 
completes the course successfully. The certificate must contain the grade obtained by the 
student in the examination. 



 

 
 
 
 
 
 
 
 
 

Dr. Sharmila Chaudhari 
Principal 

Mamasaheb Mohol College, Paud Road. 

 
 
 
 
 
 
 

IQAC Short Term Course Coordinator 
(……………………………)  (……………………………….) 

Mamasaheb Mohol College, Paud Road. Mamasaheb Mohol College, Paud Road. 

 
 
 
 
 
 
 
 

 
HoD Course Coordinator 

(………………………….) ( ) 
Department of Commerce  Department of Commerce 

Mamasaheb Mohol College, Paud Road. Mamasaheb Mohol College, Paud Road 
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Third Year- B.A. 
(To be implemented from Academic Year 2023-2024) 

CERTIFICATE COURSE ON FINANCIAL LITERACY – (Share Market) 

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



 
 

 Overall basics of share market 

 How can make it as a part time income source 

 To know about the Indian share market 
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1 

 

1 

 

20 

 

10 

 

30 

 

06 

 

36 

 
 

 
MODULE TOPIC Duration 

01 Overall basics of share market 
What is a share 
Investment 
-Fixed income investment 

-Equity 
-Precious metals 
-Real estate 
-Mutual funds 

8 

02 Primary Market 
-Why a company is listed on the stock market 
-What is an IPO 
-Share price (face value and premium) 
-Types of IPO 
-How to select An IPO 
-IPO application process 
-FPO ( Follow on public offer ) 

8 

03 Demat Account 
-Bank account 
-Trading account 
-Demat account 
-Stock broker 

2 

04 Secondary Market 
Market timing 
Pre open session 
Regular trading session 
The closing session 
Block deals 
Block deals ession timings 

5 



 
 
 

05 Stock exchange and market regulatory 
NSE (ntional stock exchange) 
BSE (bombay stock exchange) 
Regional stock exchanges 
Stock market regulatory- SEBI 
Importance of SEBI in share market 

8 

06 Indices 
Nifty 50 
Sensex 
Categorization of stock by market capital 
market participants 
corporate actions and their impact on stock market 
importance dates 
investment vs trading 
volume analysis 
market position 
trading tips and benefits of investment 

5 

 Total Hours 36 
 

Books for References: 
• T. R. Jain and V. K. Ohri, Money and Banking, VK Global Publications Pvt. Ltd, 2020 
• S. Braunstein 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 



EXAMINATION AND EVALUATION: 
ELIGIBILITY: 
A candidate is eligible for admission to the Certificate Course Intellectual Property Rights 
after passing 12th Std. examination (H.S.C. 10 +2) from any stream or equivalent. 
EXAMINATION PATTERN: 
Term end examination: 

1. 100 percent of the total assessment will be done in term end examination. 
2. There will be 3 hours practical exam and 1 hour oral exam for each student. 
3. Examiners: 2 lecturer level examiners will be appointed (one internal examiner and 

one external examiner) 
Setting of Question Papers (Applicable to theory subjects) 
1. A candidate shall have to answer the questions in all the subjects in English only. 
2. Question papers shall be framed so as to ensure that no part of the syllabus is left Out of 
study by a candidate. 
3. Question paper shall be balanced in respect of various topics outlined in the Syllabus. 
4. The question papers shall have a MCQ type Questions. 
AWARD OF CREDITS: 
Each course having 2 credits shall be evaluated out of 100 marks and student should secure 
at least 40 marks to earn full credits of that course. 
GRADATION: 
Gradation is according to following formula. 

 

New Grades 

Percentage Marks Grade Grade Points 

0 F 1 

40 E 2 

45 D 3 

50 C 4 

55 B 5 

65 A 6 

75 O 7 

 
CERTIFICATION: 
The college needs to provide ‘Course Completion Certificate’ to every student who 
completes the course successfully. The certificate must contain the grade obtained by the 
student in the examination. 



 
 
 
 
 
 
 

 

IQAC Short Term Course Coordinator 
(……………………………)  (……………………………….) 

Mamasaheb Mohol College, Paud Road. Mamasaheb Mohol College, Paud Road. 

 
 
 
 
 
 
 
 

 
HoD Course Coordinator 

(………………………….) ( ) 
Department of Commerce  Department of Commerce 

Mamasaheb Mohol College, Paud Road. Mamasaheb Mohol College, Paud Road 

 
 
 
 
 
 

Dr. Sharmila Chaudhari 
Principal 

Mamasaheb Mohol College, Paud Road. 
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