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                          2019-20 

                    TOPIC – TALLY COURSE 

DURATION :30 HOURS(1 MONTH) 

               SYLLABUS 

        S.NO 
 

                                      SESSION HEAD 

 
 

UNIT-I 

 INTRODUCTION OF MS OFFICE 
MS WORD –File Creating , Short Cut Keys, Ms Excel- How To Use Mathematical Functions 
MS POWER POINT – How To Create PPT Slides 

UNIT-II  INTRODUCTION OF CORELDRAW 11 
      Added new tools for drawing basic shapes 

Ability to convert objects into symbols 
A new Pen tool has been introduced. 
Easy to use. 
Conversion from object to symbol made simple. 

 INTRODUNCTION OF PHOTOSHOP 
 Get the picture you want with industry standard in photo editing tools. From major 

colour adjustments to minor blemish 
removal,Photoshop gives you the power to realise your vision. 
 

 
UNIT-III 

 Introduction to Accounting Software [Ex.-Tally Creation of Company Ledgers &Groups. 
Advance features of Accounitng Software. 

 
UNIT-IV 

 
 Accounting Transactions : Operating Cycle, Journal, Concept of Accounts Receivableand 

payable, Compound Journal entry, Opening entry of Ledger 
 PRACTICAL  
 Voucher Entry : Types of Voucher, Capital and Revenue, Income, Expenditure 
 Methods of Depreciation, Depreciation of assets 
 Depreciation of replacement cost 

 

Note :-  In this year an additional topic will be learn to  students like as CORAL DRAW  Added new tools for drawing basic shapes 
Ability to convert objects into symbols 



 

VALUE ADDED COURSE SESSiON 2019-20 

                                  TOPIC :  TALLY COURSE 

 

                                                                                                     DURATION : 30 HOURS (1MONTHS) 

                                                 SYLLABUS WEAKLY 

 WEEK 1: 

             INTRODUCTION OF MS OFFICEMS WORD – File Creating , Short Cut Keys, 

MS EXCEL- How To Use Mathematical Functions 

MS POWER POINT – How To Create Attractive Ppt Slides. 

 WEEK2:                       INTRODUCTION OF COREL DRAW 11 Added new tools for drawing basic shapes  , 

                Ability to convert objects into symbols 

 
          A new Pen tool has been introduced.Easy to use.Conversion from object to symbol made simple. 
 
          INTRODUNCTION OF PHOTOSHOP 
 
          Get the picture you want with industry standard in photo editing tools. 
 
          From major colour adjustments to minor blemish 
 
          removal,Photoshop gives you the power to realise your vision. 

  WEEK  3  : 
            Introduction to Accounting Software  
  

    [Ex. Tally Creation of Company Ledgers &Groups].Advance features of Accounitng Software. 
 

  WEEK  4  : 
            Accounting Transactions : 

 
               Operating    Cycle,  Journal, Concept of Accounts Receivableand payable, Compound Journal entry,  
               Opening entry of Ledger 
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             01:00 pm to 02:00 pm 

Ms. CHANDNI SAWLANI 

Tuesday Ms. CHANDNI SAWLANI 

Wednesday Mrs. PREETI YADAV  

Thursday Mrs. PREETI YADAV 

Friday Mr. VIPUL PATEL 

Saturday Mr. VIPUL PATEL 
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                                                      DEPARTMENT OF“COMMERCE” 

                                                                 “TALLY COURSE” 

                                     SESSION - 2019-20 

                                                                  QUESTION PAPER 

                                                                                                                                               TIME -1 Hour 
Students Name………….                                                                                                       MM –60 
 
 

1 . कस कमांड वारा डॉ यूमट को टं करने से पूव देख सकते है ?                                                     2 
a)Print 
b)Web Page Previw 
c)Print Previw 
d)Send to 

2   MS EXCEL  को कस नाम से जाना जाता है |                                                                                 2 
          (a)Word Processing program  
          (b)Presentation 
          (c) Spread Sheet Program  

          (d) इनमेसेकोईनह  ं
3 Excel  म worksheet के समूह को या कहा जाता है                                  2 

(a) Excel Sheet  
(b) Worksheet 
(c) Excel Worksheet 
(d) Work Book 

 
 
 



4 MicroSoft Word या  है ?                                                           2 
a)Operating System 
b)Word Processing Program 
c)Microsoft Windows  
d)Non of Above 

 

5         M/S Word मबनाईगईफाइलको कसनामसेजानाजाताहै ?                                                                     2 

          a) Program  

          b) Text  

          c) Graph 

          d) Document 

6    कसी टे ट के ि क ू का ता पय या है ?                                                                                2 

         ( a) Textको तरछाकरना | 

     (b) टे टकोहाईलाईडकरना 

     (c) टे टकेबीचो बचएकरेखाखीचना 

     (d) उपरो तसभी 

7     Slide dksstarting ls show djus ds fy;sdkSulhshort cut key dk use gksrk gS \                  2 

       (a)F5 

      (b)shift+f5 

      (c)ctrl+f5 

      (d)tab+F5 

 



8  MS power point esaSlide show dksdjusgsrqdkSulhshort cut key dk use gksrk gS \                   2 

      (a)F5 

      (b)shift+f5 

      (c)ctrl+f5 

      (d)tab+F5 

9  Shadow Can be dropped in Corel draw by using ?                                                                 2 

10  InCoreldraw the default size for the design of  complementary card is ?                             2 

11In Coreldraw the default size for the design of complementary card is                                  2 

12What is the usage of interactive fill tool                                                                                  2 

13What is the usage of  taxure fill                                                                                               2 

14What is the usage of uniform fill                                                                                             2 

15 what is adobe photoshope                                                                                                       2 

16. Tally  म  company कैस े create करतेहै ?                                5 
17.Tally  म  ledger कैसे  create करतेहै ?                                    5  
18. how you can resize the image ?                                       5 
19. tally es  company dSls create djrsgS \                                                       5 
20.Capital      vkSj  Revenue dks le>kb;s \                                                        5 
21Tally म कंपनी को कैस े डल ट करते है ?                                      5  
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                               RESULT OF VALUE ADDED   COURSE 

     2019-20 

 

 

 

S.NO TOTAL APPEAR STUDENTS  PASS STUDENTS 

   1                 124          98 

   

 

 

 

 

 

 

 

 



 

 

 

 

 


