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My dear Learners,
Vanakkam,

| deem it a great privilege to extend a hearty welcome to you to the Under Graduate Programme being offered by
the Tamil Nadu Open University (TNOU). | also appreciate your keen interest to know about the curriculum of the
Programme, in which you shall gain an enthralling experience, and pleasurable and beneficial learning.

With passing a specific act in the Tamil Nadu Legislative Assembly (TNLA) in 2002, the TNOU came into existence as a
State Open University (SOU). It has been offering the socially-relevant academic Programmes in diverse disciplines with
due approval of the University Grants Commission (UGC) and the Distance Education Bureau (DEB), New Delhi since its
inception. This Undergraduate Programme is one among the approved Programmes.

The Board of Studies, a statutory academic body of the University, consisting of the versatile scholars, eminent teachers
including both internal and external, well- acclaimed industrialists, outstanding alumni, and prospective learners as
members, has designed the robust curriculum of this Programme. The curriculum is overhauled to be more suitable to
the socio-economic and scientific needs in the modern era based on the emerging trends in the discipline at State and
National as well as International level and accordingly, modified to our local context. Moreover, the whole syllabi of this
Programme have special focuses on promoting the learners to the modern learning environment.

With a Credit System / Choice Based Credit System (CBCS), this Programme is offered in semester/ non-semester
pattern. The Self-Learning Materials that are the mainstay of pedagogy in the Open and Distance Learning (ODL) have
been developed incorporating both the traditional and the modern learning tools, like web-resources, multi-media
contents, text books and reference books with a view to providing ample opportunities for sharpening your knowledge
in the discipline.

At this juncture, | wish to place on record my deepest appreciations and congratulations to the Chairperson and the
Members of the Board of Studies concerned for having framed the curriculum of high standard.

| would also like to acknowledge the Director, the Programme Co-Ordinator and the members of staff of the respective
School of Studies for their irrevocable contributions towards designing the curriculum of this Programme.

Last but not least, | register my profuse appreciation to Prof. S. Balasubramanian, Director (i/c), Curriculum Development
Centre (CDC), TNOU, who have compiled this comprehensive Programme Project Report (PPR) that includes the
regulations and syllabi of the Programme, and also facilitated the designing in the form of e-book as well printed book.

I am immensely hopeful that your learning at TNOU shall be stupendous, gratifying, and prosperous.
Wish you all success in your future endeavours!
With warm regards,

eeH—

05, November 2020 (Prof. K. PARTHASARATHY)

tnouvc@gmail.com | drkpsbard@gmail.com 2 044 24306633 | 24306634 D 9360991143

91- 44 - 24356767 V@ www.tnou.ac.in
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B.B.A - Computer Applications
Programme Project Report (PPR)

Programme’s Mission and Objectives

B.B.A Computer Applications imparts knowledge both in Management and Computer Applications in different kind
of organisation. The Programme has an evolving course content which has been updated to be in-tune with the
emerging trends.

Relevance of the Programme with HEI's Mission and Goals
A B.B.A Computer Applications degree Programme has been designed to enable the learners to
e Acquire knowledge and skills in the basic disciplines and functional areas of Management.
e Impart computer skills to the young students of management community.

e Provide hands on training experience in emerging areas like internet and webdesign and accounting packages
like Tally.

Nature of Prospective Target Group of Learners

The candidates who are interested in taking career in the business analytics, working with accounting software and
information system shall acquire B.B.A Computer Applications degree.

Appropriateness of Programme to be conducted in ODL Mode to Acquire Specific Skills
and Competence

The Programme aims at providing inputs to the students pertinent to the general management and Computer
Applications in different kind of organisation such as industry, service and trade.

Instructional Design

The Curriculum and the Syllabus for Bachelor of Business Administration (B.B.A) - Computer Applications Pro-
gramme has designed covering all the aspects of Management Concepts, Computer Applications, Marketing, Hu-
man Resource and Financial. The duration of the Programme is Three Years and the medium of instruction is
English.

The Bachelor of Business Administration (B.B.A) Computer Applications Programme is offered through the Learner
Support Centres established by TNOU in the affiliated Arts and Science College, where the same Programme is
offered through Conventional Mode.

The Faculty Members available at School of Management Studies of Tamil Nadu Open University and the faculties
approved as Academic Counselors of TNOU at Learner Support Centres will be used for delivering the Bachelor of
Business Administration (B.B.A) Computer Applications Programme.

The credits systems suggested as per UGC-ODL Regulations-2020 have been assigned to B.B.A Computer Applica-
tions. The total number of credit assigned for the Programme is 106. The Self Learning Materials in the form of
print, e-content and audio/video materials wherever required has also been developed for the Programme.

Procedure for Admissions, Curriculum Transaction and Evaluation

The eligibility for Admission to the B.B.A Computer Applications is +2 pass or its equivalent. The Programme Fee is
Rs.11,700/- for three years, plus Registration and other Charges. The admission are carried out by Tamil Nadu Open
University and through its Regional Centres located within the State of Tamil Nadu. The Theory Counselling and
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the Practical Counselling (if any) will be conducted through the Learners Support Centres of Tamil Nadu Open Uni-
versity. Theevaluation will be carried by Tamil Nadu Open University consists of Continuous Internal Assessment
through Assignment and External Assessment through Term End Examination.

Financial Assistance

Scholarship for SC/ST category available as per the norms of the State Government of Tamil Nadu. Complete Ad-
mission fee waiver for the Physically Challenged/ Differently abled persons.

Policy of Programme Delivery

The Academic Calendar for the Programme will be available for the learners to track down the chronological
events/ happenings. The Counselling schedule will be uploaded in the TNOU website and the same will be intimat-
ed to the students through SMS.

Evaluation System

Examination to B.B.A Computer Applications programme is designed to maintain quality of standard. Theory will
be conducted by the University in the identified Examination Centres. For the Assignment students may be permit-
ted to write with the help of books/materials for each Course, which will be evaluated by the Evaluators appointed
by the University.

Assignment: 30 Marks — Through Continuous Internal Assessment (CIA)
Theory Examination

Students shall normally be allowed to appear for theoryexamination after completing the Assignments. The Term
-End Examination shall Carry 70 Marks and the Question Paper has three Sections: A, B & C for the duration of 3
hours.

QUESTION PAPER PATTERN

Time: 3 Hours Maximum Marks: 70

PART - A (3x3=9 Marks)

Answer any three questions out of five questions in 100 words
All questions carry equal marks
Question Distribution Method:

1. From Block-l

2. From Block -l

3. From Block —lll

4. From Block — IV

5. From Block—-V

PART - B (3X7=21 Marks)

Answer any three questions out of five questions in 200 words
All questions carry equal marks

6. From Block -I

7. From Block -II

8. From Block —1lI

9. From Block —IV



10. From Block -V

PART - C (4X10=40 Marks)

Answer any four questions out of seven questions in 500 words

All questions carry equal marks

11. From Block -I

12. From Block -II

13. From Block — Il

14. From Block —IV

15. From Block -V

16. From any Block.

17. From any Block.

Passing Minimum

Candidates who have secured 40 per cent of the marks in each course (Both Continuous Internal Assessment and
Term End Examinations) shall be declared to have passed the examination in that course. All other candidates shall
be declared to have failed in that course.

Classification of Successful Candidate

Candidates who pass all the Courses and whosecure 60 per cent and above in the aggregate of marks will be placed
in the First Class. Those securing 50 per cent and above but below 60 per cent in the aggregate will be placed in
the Second Class.

Requirement of laboratory and Library Resources

The Programme will be offered through the Learner Support Centre (LSC) maintained by Tamil Nadu Open Univer-
sity. The LSC has the required infrastructural facilities to conduct the Counselling for the students who wish to clear
their doubts. The courses pertaining to computer/ software application oriented are provided adequate computer
lab facilities and training.

A well equipped Library is available in the University Headquarters and the Regional Centres with required books
and research journals. The Learners Support Centre through which the Degree Programme is to be offered is also
equipped with a full-fledged library having books and journals related to management disciplinefor students ref-
erence

Cost Estimate of the Programme and the Provisions

The cost estimate for development, delivery and maintenance of the B.B.A Computer Applicationsis provided in
the following Table.

S.No. Details Amount in (Rs.)
1. Programme Development, Delivery and Maintenance (Expenditure) 25,48,496
2. Programme Fee Charged for 3 Years (Income) 11,700
3. Examination Fee Charged for 3 Years (Income) 2,375
4. Examination Expenses Per Student for 3 Years (Expenditure) 1,000

Quality Assurance Mechanism and expected Programme Outcome

The Quality of the B.B.A Computer Applications is maintained by adopting the curriculum suggested by the UGC. As
per UGC guidelines the Core courses, Elective courses, Subject specific elective courses, Skill enhancement courses
are included in the Programme. The Curriculum of B.B.A Computer Applications was approved by the Board of

Studies held on 19.06.2020.

The curriculum is developed with sixteen courses including languages courses and three practical courses. The
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curriculum of B.B.A Computer Applications has been designed with a help of academia and industry and approved
by the Board of Studies which includes subject experts from various Universities, Colleges and Industries. To ensure
the quality of the programme curriculum will be updated once in a three year for incorporating new requirements
the subject demands. The well equipped system is evolved to obtain feedback from the learners and the academic
counsellors who are the main stake holders of the B.B.A Computer Applications programme for appraising the

effective delivery of course content of the programme.

As a part of Quality assurance the curriculum for the Programme will be updated once in three years. Necessary
steps will be taken to obtain feedback from the students and the Academic Counsellors who are part of the Pro-
gramme for effective delivery of the Programme.

After completion of the Bachelor of Business Administration (B.B.A) Computer Applications Programme, the Learn-
ers will acquire knowledge in Business, Information Technology in Business and Managerial Skills and this will
in-turn help them to get employment or enabling entrepreneurial skill in the field Industry, Business Organization

and Government.
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Structure of the B.B.A - Computer Applications Programme

Course
Code

Course title

No. of
Credits

Exam

rs

Marks
Distribution

CIA | TEE

Max.
Marks

Passing
Mini-

2

°

I
3
c
3

1 BFTM-11 gl - 1 (Tamil Language - 1) 6 3 30 70 100 40

2 BBAEG Business English 6 3 30 70 100 40

3 BBAC - 10 Principles of Management 6 3 30 70 100 40

4 BBAC-11 Managerial Economics 6 3 30 70 100 40

5 BBAC-12 Computer Applications in Business 6 3 30 70 100 40

6 BBAC-P1 LAB 1 — Office Automation Package 4 3 100 - 100 40
Total 34 250 | 350 | 600

Second Year

|

BBAC-21 Financial & Management Accounting 6 3 30 70 100 40
BBAC-22 Business Statistics 6 3 30 70 100 40
9 BBAC-23 Marketing Management 6 3 30 70 100 40
10 BBAC-24 Human Resource Management 6 3 30 70 100 40
11 BBAC-25 Internet & Web Designing 6 3 30 70 100 40
12 BBAC — P2 LAB — 2 Internet & Web Designing 4 3 100 - 100 40
13 CCE Environmental Studies 4 3 30 70 100 40
Total 38 280 | 420 | 700

Third Year

14 BBAC-31 Operation Management 6 3 30 70 100 40
15 BBAC-32 E - Business 6 3 30 70 100 40
16 BBAC-33 Financial Management 6 3 30 70 100 40
17 BBAC-34 Management Information System 6 3 30 70 100 40
18 BBAC-35 Business Accounting Software 6 3 30 70 100 40
19 BBAC - P3 LAB — 3 — Business Accounting Software 4 3 100 - 100 40

Total 34 250 | 350 | 600

Grand Total 106 780 |1120| 1900
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Tamil Nadu Open University
School of Management Studies
Chennai-15

COURSE TITLE : Business English
COURSE CODE : BBAEG

COURSE CREDIT 16

Course Objective

» To enable the students to know about the principles, objectives and importance of communication
in commerce and trade.

» To develop the students to write business letters.
» To make the students aware about various types of business correspondence.
» To develop the students to write business reports.

Course Outcome

» Have good interpersonal communications.
» Write effective business letter.

» Draft business circular and layouts.

» Acquire knowledge on report preparation.
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Improve ways to approach industry people and customer.

m 1§ Business Communication

Business Communication — Meaning — Objective and scope — Methods of communication — Types — Barriers — Prin-
ciples of communication — communication process.

| Block [PA Business Correspondence

Layout of a letter — Business Inquiries and Replies — Quotations — Order — Execution of orders — Cancellation of
orders — Claims — Adjustments and settlement of accounts — Sales letters — Circular letters.

| Block 3 Banking and Insurance Correspondence

Collection letters — Application letters — Import Export correspondence — Bank Correspondence — Insurance corre-
spondence.

m 23 Report Writing

Report writing — Reports by Individual — Committees — Annual Report — Press report — Speeches — Preparation of
Agenda — Quorum- Minutes.

CBiock | E-Communication 8

Strategic Importance of E-Communication - Email, Text Messaging, Slide or Visual Presentation - Internet - Video
conferencing - Group Discussion — Social Networking.




References:

Lesikar, R.V. &Flatley, M.E., (2002) Basic Business Communication Skills for Empowering Internet Generation,
9th Edition, Tata McGraw Hill Publishing Company Ltd, New Delhi.

PattanShetty C.S & Ramesh M.S., (1999), Effective Business English and correspondence,
R. Chand & Company, New Delhi.

R S N Pillai,Vbagavathi,(2010), Modern Commercial Correspondence, S. Chand Publishing, New Delhi.
N.S.Raghunathan&B.Santhanam, (2013), Business Communication, Margham Publications, Chennai.

Rajendra Pal, J. S. Korlahalli, (2015), Essentials of Business Communication, 13thEdition,Sultan Chand & Sons,
New Delhi.

R C Sharma Krishna Mohan, (2002), Business Correspondence and Report Writing, Tata McGraw-Hill Educa-
tion, 3rd Edition, 7th west Patel Nagar, New Delhi.

Robert L.Shurter, (1948), Effective letters and Business, McGraw Hill Co, US

%]
c
o
B
©
0
o
Q.
<
|
[}
=
=]
Q.
£
o
(@)
<
«@
[22]
1
o)
c
Q
£
U
oo
©
c
(1]
=3
Y
o
>
=
=
o
©
[N




>
x
7]
S
v
2
=
>
=
[
Qo
)
=}
T
1]
2
=
-

Tamil Nadu Open University
School of Management Studies
Chennai-15

COURSE TITLE : Principles of Management

COURSE CODE : BBAC 10
COURSE CREDIT 16

Course Objective

»

»

To enable the students to have knowledge of the evolution of Management, functions and principles
of management and to learn the application of the principles in an organisation.

It is to provide the student with an understanding of basic management concepts, principles and
practices and understanding of what the job of a manager involves.

To facilitate the students in appreciating need/significance and applications of various managerial
functions.

To cover the traditional management functions of planning, organizing, directing, and controlling.

Course Outcome

»

»

Understand the basic concepts of management and practices.

Understand the proper planning, elements and techniques of planning, recognize and apply the
skills necessary for carrying out effective management decision—-making and strategic management
planning.

Understand the basic concepts of staff process in the human resource management department.
Understand the problems and stages in controlling process.

Knowing the controlling techniques for attaining goals of business organisation.

| Block [F¥ Overview of Management Concepts

Management — meaning- Features, functions — Management as an art, science, profession — Evolution of Manage-
ment Thoughts

| Block A Planning & Decision Making

Planning — introduction, Process, importance, nature and scope, types, steps in Planning — Types of Plan - Man-
agement By Objectives (MBO) - Decision making — Types of decisions - decision making process - difficulties in
decision making.

|_Block_[J Organisation =

Organising — Features, importance — Principles of organisations — types — Organisation structure — Delegation —
Span of Management — Line and staff relationship — Use of staff units and committees

| Block [ Staffing & Directing

Staffing — Manpower Planning — Sources and Methods of recruitment — Selection process — Training and Develop-
ment - Directing — Nature and purpose — Communication process




| Block ] Controlling & Coordination

Controlling — Significance and limitations of Control — Control process —Types of Control - Requirements of a good
Control System - Budgetary and non- budgetary control- Coordination- Needs and Importance - Types and tech-
niques requisites for excellence of Coordination

References:

e DinkarPagare, (2015), Principles of Management, Sultan Chand & Sons, New Delhi.

e Gupta, C.B., (2014), Management Theory and Practice, Fourteenth Edition, Sultan Chand & Sons, New Delhi.

e Harold Koontz, Cyril O’'Donnell and Heinz Weihrich, (2017),Essentials of Management, 5th Revised Edi-
tion, McGraw-Hill Inc., US, (ISE Editions).

e L.M. Prasad, (2015), Principles and Practice of Management, Sultan Chand & Sons, New Delhi.

e S.A. Sherlekar&Sherlekar V.S, (2014),Principles of Business Mangement, 3rd Edition, Himalaya Publishing
House Pvt. Ltd, Mumbai.

e TripathiP.C,( 2017), Principles of Management, 6th Edition, Tata McGraw Hill Education private limited, 7th
west Patel Nagar, New Delhi.

e P CTripathi P N Reddy, (2012), Principles of Management, 5th Edition ,Tata McGraw Hill Education private
limited, 7th west Patel Nagar, New Delhi.
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Tamil Nadu Open University
School of Management Studies
Chennai-15

COURSE TITLE : Managerial Economics

COURSE CODE : BBAC 11
COURSE CREDIT 16

Course Objective

» Understand the fundamental concept of managerial economics.
» Understand the responsibilities of managerial economist.
E’ » To learn about law of demand, supply and competition prevails in the market.
(7]
E » To learn about production function, supply and cost analysis in a firm.
= » Understand the internal and external decisions to be made by managers.
oo
S  Course Outcome
8’ » Analyse the demand and supply conditions and assess the position of a company.
.g » Design competition strategies including costing, pricing, product differentiation and market environment
‘2“ according to the nature of products and the structure of the market.
% » Analyse the real-world business problems with a systematic theoretical framework.
8 » Make optimal business decisions.

| Block [N Introduction & Demand Analysis

Definition and Scope of Managerial Economics — Relationship between Micro, Macro and Managerial Economics
- Role and responsibility of Managerial Economist - Demand Analysis —Law of demand — Price, Income and Cross
Elasticity of demand - Demand Forecasting - meaning and methods

_sioc_[Y Production Function ____

Factors of Production — Law of Production Function - Law of increasing returns — Law of constant returns - Law of
diminishing returns — Least combination — Economics of Scale.

L Blocic ] Supply & Cost Analysis N

Supply — Law of Supply - Supply determinants — Elasticity of supply — cost analysis — Different cost concepts — Cost
output relationship — Short run and long run — Revenue curves of firms

| Block ¥ Market Structure

Market Structure and it’s classifications — Pricing under perfect competition — Pricing under monopoly — Compar-
ison of perfect competition and monopoly — Features of Monopolistic Competition —Pricing under Monopolistic
competition — Oligopoly

| Block ] Pricing &Profit Analysis

Pricing Policy and Methods — General consideration of pricing — methods of pricing — Dual pricing — Pricing in dif-
ferent stages of life cycle of a Product - Price discrimination - Profit - Nature of Profit -Profit Planning -Break Even
Analysis- Concept of Profit Maximisation - Profit Forecasting




References:

K KDewett& M H Navalur,(2006), Modern Economic Theory, S. Chand Publishing, New Delhi.
P L Mehta, (2016), Managerial Economics .Analysis , Problems and Cases, Sultan Chand & Sons, New Delhi .

V Mote, Samuel Paul , G. Gupta, (2017),Managerial Economics : Concepts & Cases, Tata McGraw-Hill Publish-
ing Company limited, New Delhi.

Dr.S.Sankaran, (2012), Business Economics, 3rd Edition, Margham Publications, Chennai.
R.L. Varshney, K.L. Maheshwari, (2014), Managerial Economics, 19th Edition Sultan Chand & Sons, New Delhi
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Tamil Nadu Open University
School of Management Studies
Chennai-15

COURSE TITLE : Computer Application in Business

COURSE CODE : BBAC 12
COURSE CREDIT 1 6

Course Objective

» To familiarise the students with the innovations of information in computer applications in business.
» It helps to understand the basic computer knowledge.
» To give appreciate the practical details of computer.

Course Outcome
» Work with advanced features of MS Word, MS Excel & MS PowerPoint.
» Create power point presentations.
» Be aware of mathematical calculations in MS Excel.
Able to use basic social networking tools

m i Introduction of Computers

Introduction to Computers — Characteristics of a Computer - Types of Computers - Applications of computers —
Merits and Demerits of Computer - Hardware & Software - System Software: Operating system, interpreter, com-
piler - Application software: General Purpose Packaged Software and tailor made software.

| Block yMSWword

MS Word — Introduction to Word — Creating Word Document — Formatting — Spell Check — Grammar Check — Work-
ing with Tables — Saving, Opening and Closing Document — Mail Merge.

m c)] MS Power Point

MS Power Point — Creation — Insert Picture — Animation — Creating Multimedia Presentations — Insert Tables and
Graphs.

| Block By MSExcel
MS Excel — Introduction — Spread Sheet — Entering data in Working sheets — Editing and Formatting Work sheets —
Charts — Functions like Saving, Opening and Closing Work book.

| Block ] Introduction to Internet

Introduction to Internet — Browsers — Search Engine — WWW — Internet Protocols — FTP — TELNET — HTTP — E-mail
— How to create E-mail — Internet Vs Intranet — Webpage — URL.
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References:

GiniCourter & Annette Marquis, (1999),Mastering Microsoft Office 2000 Professional Edition,Sybex, US.
Joan Lambert and Joyce Cox, (2013), Microsoft Word 2013Step by Step, Microsoft Press, Washington.
Dr.R. Parameswaran, (2010), Computer Application in Business, S Chand & Company Ltd, New Delhi.

Ravi Taxali, (2017), Pc Software for Windows 98 Made Simple, 2nd Edition, McGraw Hill Education, New
Delhi.

Stephen L. Nelson, (1999), Office 2000: The Complete Reference, McGraw Hill Professional,US.
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Tamil Nadu Open University
School of Management Studies
Chennai-15

COURSE TITLE : LAB 1 - OFFICE AUTOMATION PACKAGE

COURSE CODE : BBACP1
COURSE CREDIT HC

Course Objective

»

»

Crafting professional word documents excel spread sheets, power point presentations using the
Microsoft office.

To familiarise the preparation of documents and presentations with office automation tools.

Course Outcome

»

»

Apply theoretical knowledge with examples.
Hands on knowledge on word, Excel and PowerPoint.

Preparing a neat aligned, error free document, add header and footer, also perform find replace operation
and define bookmarks.

Preparing documents with special effects and adding new Symbols and frames.

Preparing documents with inserts pictures objects and database.

Preparing tables

Preparing the document in newspaper column layout

Perform mail merger operation and preparing labels.

Type the text, change the font size at 20, Align the text to left, right and justify & centre and underline the text.
Prepare a job application letter enclosing your bio-data

Demonstrate OLE concept by linking an excel worksheet into a work document

Type the text, check spelling and grammar, bullets and numbering list items.

MS EXCEL

Entering and printing worksheet

Worksheet Using formulas
Worksheet Manipulation for electricity bill preparation

Drawing graphs to illustrate class performance

An excel worksheet contains monthly Sales Details of five companies.

MS POWER POINT

Prepare a power point presentation with at least three slides for department inaugural function.
Draw an organization chart with minimum three hierarchical levels.

Design an advertisement campaign with minimum three slides

Insert an excel chart into a power point slide.



Tamil Nadu Open University
School of Management Studies
Chennai- 15

Il Year Syllabus

COURSE TITLE : Financial and Management Accounting

COURSE CODE : BBAC 21
COURSE CREDIT 16

Course Objective

» To understand the basic concepts of financial accounting,cost accounting and managementaccounting.
» To know various tools from accounting and costaccounting. This would facilitate the decisionmaking.
» To develop analytical abilities to face the businesssituations.

Course Outcome

» Identify the underlying principles, characteristics and objectives of a set of financial statements.
» Understand the Assets & liabilities of the business firms.
» On successful completion of this course, the student will gain knowledge in the practical applications

of financial and management accounting.
On successful completion of this course the students will gain knowledge in the accounting practice.

m il Fundamentals of Financial Accounting

Financial Accounting — meaning — objectives - scope of financial accounting. Basic Accounting concepts — Double
Entry Book-Keeping -Journal - Ledger and Subsidiary books —Accounting equation- Meaning and role of debit and
credit - Differences between book-keeping and accounting.

| Block A Trial Balance

Introduction , Meaning , Objectives of preparing a trial balance - Methods of preparing a trial balance - Rectifica-
tion of errors — Trading account — Profit and loss account — Balance sheet — Preparation of Balance Sheet.

| Block e Fundamentals of Management Accounting

Management accounting — Meaning and scope - Distinction between Management Accounting and Financial Ac-
counting - Ratio analysis — Nature of analysis — Classification of ratios- Steps in Ratio Analysis — Liquidity, Profitabil-
ity, Turnover and Capital structure ratio — Interpretations.

_Bloci Y Fund Flow and Cash Flow Analysis___

Fund flow analysis — Concept of funds — Schedule of changes in working capital - Sources and Application of funds
— Preparation of funds flow statements- Cash flow analysis- Cash from operations - Preparation of Cash Flow State-
ment - Format of Cash Flow Statement

%]
c
o
‘B
©
2
=
Q.
<
|
[}
=)
=]
Q.
£
o
o
<
«@
a0}
1
o)
c
Q
£
()
oo
©
c
(1]
=
Y
o
>
=
>
o
©
[N




| Block ] Marginal Cost and Budget

Introduction - Concept of Marginal Costing -Characteristics of Marginal Costing , Difference between Absorption
Costing and Marginal Costing -Cost-volume-Profit (CVP) relationship — Break-even analysis.

Budget and budgetary control — advantages and limitations — Essential features of Budgetary Control- Steps in
budgetary Control -Classification and preparation of budgets

References:

e Finney,H.A.; Miller,Herbert E., (1953), Principles of Accounting, Introductory, 5th Edition Prentice-Hall., New
York.

e S.PJain & K.L. Narang,(2016), Advanced Accountancy Principles of Accounting, Kalyani Publishers / Lyall Bk
Depot, New Delhi.

e  Dr.S.N.Maheswari,(2016),Management Accounting and Financial Control, Sultan Chand & Sons Pvt. Ltd., New
Delhi.

e Shashi K. Gupta & R.K. Sharma, (2016), Management Accounting Principles & Practice, 13th Revised Edition,
Kalyani Publishers / LyallBk Depot, New Delhi.

e M CShukla, S C Gupta & T S Grewal, (2016) Advanced Accounts Volume |,19th Edition, S. Chand Publishing,
New Delhi.
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Tamil Nadu Open University
School of Management Studies
Chennai- 15

COURSE TITLE : Business Statistics
COURSE CODE : BBAC 22

COURSE CREDIT 16

Course Objective

» To inculcate the knowledge of Statistics and its application in the field of Business.
» To enable the students to apply the statistical tools in analysis and interpretation of data.
» To provide basic knowledge about averages and Measures of Dispersion.

Course Outcome

» The students will acquire knowledge about averages to be used in Business Research.
» The students will gain knowledge about the application of Correlation and Regression.
» Gain knowledge in statistical tools and their application in Business and Research.

m 18 Statistics on Overview

Statistics : meaning, nature and scope - Use of statistics in business — Primary data and secondary data — Frequency
distribution — Histogram; Graphs and diagrams.

| Block 1 Measures of Central Tendency

Measures of central tendency — Arithmetic mean, mode, median, geometric and harmonic mean - measures of
dispersion —range, quartile deviation, mean deviation and standard deviation — coefficient of variation.

m c} Correlation & Regression

Correlation — Types of Correlation — Measures of Correlation - Karl Pearson’s Co-efficient of Correlation —Spearman
Rank Correlation Co-efficient.

Simple regression analysis — Regression equation, Fitting of Regression lines — Relationship between Regression
Co-efficient and Correlation Co-efficient.

| Block Y Index Numbers

Index Number - Definition of Index Numbers, Uses — Problems in the construction of index numbers - Simple and
Weighted index numbers - Chain and Fixed base index — Cost of living index numbers.

| Block b TimeSeries

Analysis of Time Series — Definition — Components of Time Series, Uses - Measures of Secular Trend - Measure of
Seasonal Variation - Method of simple average only.

%]
c
o
B
©
0
=
Q.
<
|
[}
=)
=]
Q.
£
o
o
<
«@
a0}
1
o)
c
Q
£
()
oo
©
c
(1]
=
Y
o
>
=
>
o
©
[N




References:

e  Gupta, B.N., (2015), Business Statistics, First Revised Edition, SBPD, New Delhi.
e S.P Gupta, (2012), Statistical Methods, 42nd Revised EditionSultan Chand & Sons Pvt. Ltd., New Delhi.

e  Pillai, R.S.N. &Bagavathi, V., (2012), Statistics — Theory & Practice, 5th Revised Edition, S.Chand& Co., New
Delhi.
e Sinha, V.C. & Gupta, A., ( 2015), Business Statistics, First Edition, SBPD, New Delhi.
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COURSE TITLE : Marketing Management
COURSE CODE : BBAC 23

COURSE CREDIT 16

Course Objective
» To develop an overview about concepts underlying in the marketing management process.
» To learn about market, product, consumer behaviour, distribution, promotion and pricing decisions.

Course Outcome
» Developed understanding of various facets of marketingmanagement.
» The ability to take decisions and plan, develop, execute and control marketingstrategies

Attainment of organisational marketinggoals.

m ¥ Introduction

Nature and Scope of Marketing — Concepts of Marketing — Marketing Management — Functions of Marketing —
Types of Markets - Difference between Marketing and Selling -Various Environmental Factors affecting Marketing
Function

| Block 1 Buying Behaviour & Market Segmentation

Buyer behaviour — Factors influencing buyer behaviour — Buying Motives — Stages of buying decision process - Mar-
ket segmentation — Need and basis of Segmentation — Concept of Marketing Mix — Marketing Strategy.

| Block [d The Product

Product — Definition — Classification — Consumer Goods — Industrial goods — Product Life Cycle — Product Mix —
Product Planning — Branding — Packaging — Developing new Products

_sloci Y Pricing & Physical Distribution

Pricing — Objectives — Pricing Policies and Procedures — Factors influencing pricing decisions — New product pricing
— Psychological aspects in pricing.

Physical distribution — Channels of distribution — Types of Channel — Channel Policy — Wholesalers, Retailers and
Middle men and their functions.

| Block ] Promotion Techniques

Promotion — Advertising — Personal Selling — Sales Promotion — Publicity- Recent Trends in Marketing: E-market-
ing, Relationship marketing, Mobile marketing.
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Tamil Nadu Open University

References:

Gupta C.B. Nair N. Rajan, ( 2020 ), Marketing Management - Text & Cases,19th edition, Sultan Chand &
Sons, New Delhi .

Philip Kotler &Kevin Lane Keller, (2016), Marketing Management, 15th Edition, Pearson Education India,
Noida

V S Ramaswamy& S Namakumari, (2010), Marketing Management, 4th Edition, Om Books Internation-
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COURSE TITLE : Human Resource Management

COURSE CODE : BBAC 24
COURSE CREDIT : 6

Course Objective

» To understand various facets of Human Resource Management.

» To develop the ability to make decisions and plan, execute and control Human Resource Management
strategies towards attainment of organisational goals.

» To understand functions and qualities of Human Resource Manager.

» To learn about Recruitment and Selection Process.

» To acquire knowledge on training and development, performance appraisal, trade union, grievances.

Course Outcome
» Develop understanding of various facets of Human Resourcemanagement.
» The ability to make decisions and plan, develop, execute and control Human Resource strategies.

| Block [EN Introduction to Human Resource Management

HRM Concept and Functions, Role, Status and competencies of HR Manager - HR Policies - Evolution of HRM - HRM
vs HRD - Evolution of HRM - Emerging Challenges of Human Resource Management - Workforce diversity; Empow-
erment - Human Resource Information System.

| Block A Acquisition of Human Resource

Human Resource Planning- Quantitative and Qualitative Dimensions - job analysis — job description and job speci-
fication - Recruitment and Selection — meaning — process of requirement — sources and techniques of Recruitment
— Meaning and Process of Selection — Selection Tests and Interviews — placement, induction, socialisation and
Retention.

| Block JJ Training and Development

Concept and Importance -Training and development methods —Identifying Training and Development Needs - De-
signing Training Programmes - Role Specific and Competency Based Training - Evaluating Training Effectiveness -
Training Process Outsourcing - Management Development - Career Development.

| Block [EY Performance Appraisal

Nature, objectives and importance - Modern Methods and techniques of performance appraisal - potential ap-
praisal and employee counselling - job changes - transfers and promotions -Problems in Performance Appraisal
— Essentials of Effective Appraisal System — Job Evaluation — Concepts, Process and Objectives — Advantages and
Limitations — Methods.
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| Block 5] Compensation and Maintenance

Compensation - Concept and policies- wage and Salary administration -Methods of wage payments and incentive
plans - Fringe benefits - Performance linked compensation - Employee health, welfare and safety social security -
Employer-Employee relations- grievance handling and redressal.
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COURSE TITLE : Internet & Web Designing
COURSE CODE : BBAC 25

COURSE CREDIT : 6

Course Objective
» To develop skills in analysing the usability of Internet and E-Mail.
» To understand how to plan and develop web design.
» Learn the language of the web: HTML and DHTML.

Course Outcome

» Familiar with search engines and browsing.
» Access modem, use mail, send mail with attachment, signature.
» Use HTML and create documents using attractive graphics.

Use DHTML with various attributes and cascading.

m i} Basics of Internet and Web Designing

Internet basics - Internet Address - Domain names - Browsers search Engines - Connecting to the Internet - Install-
ing and configuring a modem - Creating a- connection profile - Changing the default connection - Basic principles
involved in developing a web site- Five Golden rules of web designing- Page design -Home Page Layout- Design
Concept.

| Block ¥ E-Mail
Working with E-mail- Running on email program - Sending, reading, replying deleting and exiting mail - Sending
files via email Attaching a signature - Managing an address book.

| Block ] HTML Introduction

Introduction to HTML - Information file creation - Web server Web client | browser — HTML Commands - Title -
Footer - Paragraph breaks - Line breaks - Heading style - Text style Spacing - Centering font size and color.

| Block [EJ HTML Elements

List - Types of list - Adding graphics to HTML document - Using width, height, alignment and alternative attributes
- Tables - Header rows - data rows - Caption tags - Cells spacing - BG color - Rows span - Cols pan attributes - Links
- Internal and external document reference - Images as hyper links.

CBlock GOHTML

Introduction to DHTML - Cascading style - Color and background attributes - Text attributes - Border attributes -
Marginal related attributes - List attributes — Class, External style sheet.
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COURSE TITLE : LAB - 2 INTERNET & WEB DESIGNING
COURSE CODE : BBAC P2

COURSE CREDIT HC

Course Objective

» To analyse the requirements for and create and implement the principles of web page development.
» To understand the importance of the web as an effective medium of communication.
» To develop basic skills in analysing the usability of a web site.

Course Outcome

» Develop HTML page with various specifications.
» Gain exposure to apply theoretical knowledge practically.
» Access modem, use mail, send mail with attachment, signature.

e Internet & Web Designing

Install a modem in your system.

Install a modem in your system.

Connect internet using an account in your system.

Search a particular topic in using internet search engines.
Create a new email id using any available service providers.
Send andemail to another person’s email id.

Send an email to more than one users at the same time.
Send an email to a person with an attachment.

Send a greeting to a person using internet.

Develop a HTML page to check username and password.
Develop a HTML page to add and remove item from list box.
Develop a HTML page to link other web page.

Develop a HTML page to scroll text from left to right.
Develop a HTML page to display an advertisement.
Develop a static HTML page for a college information.

Develop a HTML page to input information to create a mail id.

Develop a HTML page to conduct auction.

Faculty of Management - B.B.A Computer Applications




e The following programs based on databases:

e Develop a HTML page to input student information.
e Develop a HTML page to display student results for a given roll number.

e Develop a DHTML page to sale a product to users.

e Develop a DHTML page to display product information for a given product id.
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COURSE TITLE : ENVIRONMENTAL STUDIES
COURSE CODE : CCE

COURSE CREDIT : 4

Course Objective

» To provide a dynamic window onto the changing natural and social environments that comprises
our world.
» To engage directly with key contemporary issues - such as globalisation, climate change,

environmental management and cultural transformation — whilst also developing valuable analytical
and communication skills.

» To find flexibility to tailor your module choices to your academic interests.

Course Outcome

» Acquiring wide knowledge on natural processes and resources that sustain life and govern economy.

» Appreciate the consequences of human actions on the web of life, global economy, and quality of
human life.

» Develop critical thinking for shaping strategies (scientific, social, economic, administrative, and legal)
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for environmental protection, conservation of biodiversity, environmental equity, and sustainable
development.

» Inculcate values and attitudes towards understanding complex environmental economic- social
challenges, and active participation in solving current environmental problems and preventing the
future ones.

» Adopt sustainability as a practice in life, society, and industry.

'8 Multidisciplinary nature of environmental studi

e Definition, scope and importance - Need for public awareness

BLOCK 4 Natural Resources

e  Renewable and non-renewable resources: Natural resources and associated problems.
a) Forest resources: Use and over-exploitation, deforestation, case studies. Timber extraction, mining, dams and their
effects on forest and tribal people.

b) Water resources: Use and over-utilization of surface and ground water, floods, drought, conflicts over water,
dams-benefits and problems.

¢) Mineral resources: Use and exploitation, environmental effects of extracting and using mineral resources, case
studies.

d) Food resources: World food problems, changes caused by agriculture and overgrazing, effects of modern agricul-
ture, fertilizer-pesticide problems, water logging, salinity, case studies.

e) Energy resources: Growing energy needs, renewable and non renewable energy sources, use of alternate energy
sources. Case studies.
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f) Land resources: Land as a resource, land degradation, man induced landslides, soil erosion and desertification.

Role of an individual in conservation of natural resources.

Equitable use of resources for sustainable lifestyles.

T » EECET

Concept of an ecosystem.

Structure and function of an ecosystem.
Producers, consumers and decomposers.

Energy flow in the ecosystem.

Ecological succession.

Food chains, food webs and ecological pyramids.

Introduction, types, characteristic features, structure and function of the following ecosystem: - a. Forest
ecosystem b. Grassland ecosystem c. Desert ecosystem d. Aquatic ecosystems (ponds, streams, lakes, rivers,

oceans, estuaries)

m “Y Biodiversity and its conservation

Introduction — Definition: genetic, species and ecosystem diversity.
Bio- geographical classification of India

Value of biodiversity: consumptive use, productive use, social, ethical, aesthetic and option values e Biodiver-
sity at global, National and local levels.

India as a mega-diversity nation
Hot-sports of biodiversity.
Threats to biodiversity: habitat loss, poaching of wildlife, man-wildlife conflicts.

Endangered and endemic species of India

Conservation of biodiversity: In-situ and Ex-situ conservation of biodiversity.

BLOCK B3 Environmental Pollution

Definition

Cause, effects and control measures of: - a. Air pollution b. Water pollution c. Soil pollution
Marine pollution e. Noise pollution f. Thermal pollution g. Nuclear hazards

Solid waste Management: Causes, effects and control measures of urban and industrial wastes.
Role of an individual in prevention of pollution.

Pollution case studies.

Disaster management: floods, earthquake, cyclone and landslides.

6 | Social Issues and the Environment

From Unsustainable to Sustainable development

Urban problems related to energy

Water conservation, rain water harvesting, watershed management

Resettlement and rehabilitation of people; its problems and concerns. Case Studies
Environmental ethics: Issues and possible solutions.

Climate change, global warming, acid rain, ozone layer depletion, nuclear accidents and holocaust- Case Stud-
ies.



Wasteland reclamation.

Consumerism and waste products.
Environment Protection Act.

Air (Prevention and Control of Pollution) Act.

Water (Prevention and control of Pollution) Act

Wildlife Protection Act
Forest Conservation Act

Issues involved in enforcement of environmental legislation.

Public awareness.

YA Human Population and the Environment
Population growth, variation among nations.

Population explosion — Family Welfare Programme.

Environment and human health.

Human Rights.

Value Education.

HIV/AIDS.

Women and Child Welfare.

Role of Information Technology in Environment and human health.

Case Studies.

t: 3 Field Work Visit

Visitto a local area to document environmental assets-river / forest/ grassland/ hill / mountain
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lll Year Syllabus

COURSE TITLE : Operation Management

COURSE CODE : BBAC 31
COURSE CREDIT 16

Course Objective

» To sensitize the students about fundamental concepts of Production and OperationManagement
>
= concepts.
(7]
o » To learn about production methods and importance of production planning.
>
= » To know about method analysis and work measurement.
2 » Possess knowledge on quality control.
2
o Course Outcome
.g » Understanding of the Production concepts.
‘zu » Acquire knowledge in production methods and importance of production planning
Té » The ability to make decisions and plan, develop, execute and control Operationsstrategies
©
[

'8 Introduction & Plant Location

Operations Management—Meaning, objectives, functions—Types of ProductionSystems — Plant Location — Factors
affecting plant location — Selection of site - urban, rural, or sub-urban areas, industrial estates — advantages and
disadvantages.

¥Y Layout of manufacturing facilities

Plant layout—Introduction—features of a good plant layout—factors affecting theplant layout decisions — Material
flow system — Types of plant layout — Material handling — Principles, importance, advantages of good material
handling system - Types of material handling equipments.

<] Production and Inventory Control

Basic types of production — Basic Inventory Models — Economic Order Quantity, Economic Batch Quantity — Reor-
der point — Safety stock — Classification and Codification of stock — ABC classification — Procedure for Stock Control,
Materials Requirement Planning (MRP). JIT.

¥ Method Study & Work Measurement

Method Study Procedures — The Purpose of Time Study — Stop Watch Time Study — Performance Rating — Allow-
ance Factors — Standard Time — Work Sampling Technique. Quality Control: Purposes of Inspection and Quality
Control — Acceptance Sampling by Variables and Attributes — Control Charts.

] Service Operations Management

Introduction — Types of Service — Service Encounter — Service Facility Location — Service Processes and Service
Delivery.
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COURSE TITLE : E-Business
COURSE CODE : BBAC 32

COURSE CREDIT 16

Course Objective

18l Doing Business Online

Definition of E-Business - objectives of E-Business - Evolution of E-Business - History of the Internet- internet rev-
olution and its implications in the business - E-Business Opportunities - E-Business Vs the Traditional Business
Mechanism - merits and demerits of E-Business

» To enable the students gain introductory knowledge on e-business.
» To enable the students to gain application knowledge on e-business.

..? » To gain conceptual knowledge on multimedia in e-business.

(7]

S

£ | Course Outcome

g » Acquire the knowledge of recent trends in e-business.

5 » Analyse the impact of E-commerce on business.

Q

o » Able to use money on net.

.g » Use online advertising search engines, electronic cash.

©

2

£

RS

rY Business Strategy in New Economy

Key features of Internet economy — Redefining the boarders of the firm — Building a successful e-business — Adopt-
ing the Internet in an established business — E-retailing — The elements of business to consumer (B2C) strategy
— Marketing on the internet — Emerging trends in e-commerce.

BLOCK B3 Business — to — Business

An introduction to Business —to — Business (B2B) e-commerce — Organization of B2B marketplace — B2B marketing
and the internet — Opportunities and challenges in B2B — Economics of online advertising: portals and search en-
gine — Concept of M-Commerce

“§ Money on the Net

Overview of the electronic payment systems — Using credit cards on line — Smart cards, electronic cash and other
payment systems — Implications of innovative online payment systems — Rights and obligations in the world of
e-commerce — Third-Party Payment Processing - Electronic Payment Gateway-Security Standard for Electronic
Payment System

BLOCK B3 Environment of E-Business

The environment of e-business - international - legal ethical - tax issues - business plan for implementing e-busi-
ness.
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COURSE TITLE : Financial Management
COURSE CODE : BBAC 33

COURSE CREDIT 16

Course Objective

» To familiarise the students with the concepts, tools and practices of financial management.
» To learn about the decision making process of financial management in a business firm.
by » To determine the working capital and cash management of the firm.
g » To plan for a receivable and inventory management.
>
5 | Course Outcome
5 » To know the basic concepts of financial management, time value of money and cost of capital.
8— » Understand the principles of capital structure.
_g » Have idea on concept of financial management and its function.
‘Z" » Comprehend the characteristics of budgetary control.
E 18l Overview of Financial Management

Financial management: Definition and scope — objectives of Financial Management — Profit Maximization Vs
wealth maximization - functions and role of finance manager.

pY Cost of Capital & Capital Structure

Cost of capital — Cost of debt — Cost of preference share capital — Cost of Equity — Cost of retained earnings —
Weighted average cost of capital - Capital structure — Meaning — Factors affecting capital structure — Optimal capi-
tal structure- Theories of capital structure: Net income approach -Net operating income approach - MM approach
and Traditional approach

] Capital Budgeting & Dividend Policy

Capital Budgeting — Capital Budgeting process — Methods of Ranking investment proposals — Payback method —
Internal Rate of Return method — Net present value method. Dividend and Dividend policy — Forms of dividends
— Determinants of dividend policy.

24 Working Capital Management - I

Working capital Management—Concept of working capital-Kinds of workingcapital - Determinants of working cap-
ital — Estimation of Working Capital (Problem) - Cash Management - Motives for holding cash — Managing cash
inflows and cash outflows — Monitoring collections & Disbursements.

Y Working Capital Management - II

Receivables management — Objectives — Factors influencing size of receivables — Credit policy — Credit standard
— Credit term — Collection policy — Incremental analysis - Inventory management — Meaning — Types of inventory
— Purpose of holding inventory — Excess or inadequate inventory — EOQ — Levels of stock: reorder level, minimum
level and maximum level — Techniques — ABC, VED, FSN and HML analysis.




References:
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COURSE TITLE : Management Information Systems
COURSE CODE : BBAC 34

COURSE CREDIT 16

Course Objective

» To develop conceptual understanding about latest developments inthe field of Information Technology
and the impact of I.T. in managing a business.
Z » To learn to use Information Technology to gain competitive advantage in business.
(7]
E‘ Course Outcome
g » Manage information systems and data in organisation.
S » Understand DSS (Decision Support Systems), ERP(Enterprise Resource Planning),
8— » Work with hardware and software related to data management.
S = ] .
E 8 Introduction to MIS
5 Introduction to MIS - Meaning, concept - Evolution - significance and need -Objectives and features - structure of
g MIS based on management activity
[

pA Concepts of Information

Nature of information - Definition and Types ofmanagement information - Data Vs Information - Information for
various levels of management - Value of information in decision making - age of information.

cll Value & Cost of Information

Value and cost of information - Types of information systems - Operations supportsystem - Transaction Processing
Systems - Decision support System - Process Control Systems - Executive support system - Formal and Informal
information system - Knowledge Work Systems- Expert system Artificial intelligence

“¥ Planning Information System

Planning information system - Developing information system - System Analysis and design - Implementing In-
formation System acquisition - Managing and Controlling information system resources -Information resources
management.

Y Application Technologies

Application Technologies: Introduction - ERP Concepts, Evolution of ERP - ERPpackages - ERP Evaluation - ERP im-
plementation Application Examples




References:
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COURSE TITLE : Business Accounting Software
COURSE CODE : BBAC 35

COURSE CREDIT 16

Course Objective

» To introduce the students to the basic of accounts and the usage of Tally for accounting purpose.
» To create company, enter accounting voucher entries including advance voucher entries, do
.§' reconciliation of bank statement, do accrual adjustments, and also print financial statements, etc. in
4 Tally.
)
2
§ Course Outcome
5 » Use Tally for maintain ledger, cash books and various company data.
8— » Prepare bills using Tally.
_g » Develop knowledge in VAT, and prepare TDS report.
‘Z“ » Maintain inventory record in Tally.
E BLOCK N Fundamentals of Accountancy

Introduction to Accountancy — Introduction to Tally fundamentals — Maintenance of company Data — Concept of
Ledger — Configuration of chart of Accounts — Maintaining Stock Details - How to make entries in Cash book — Pur-
chase book — Sales book — Invoice — Purchase return book — Sales return book — Petty cash book — Configuration
in tally

BLOCK W4 Trial Balance Entries

Introduction to Bills — Details of bills — Description of: Accounting vouchers — Inventory vouchers — Cost centres
and Cost categories — Entries in Trail balance — How to create new groups — master configuration — Accounts mas-
ters — ready-made creation — List of groups — How to alter groups — creation of primary groups — Secondary group
creation

T :

Introduction to VAT — VAT activation and classification — Creating of ledger — Stationary ledger — Display the created
ledger — concepts of voucher — Creation of receipt voucher — Payment voucher — Credit note — Remove the voucher
— Print the voucher — Accounting input credit on opening stock — Accounting of inter-state branch transfer — VAT
computation — VAT Form — CST introduction — Ledger Creation — Creating vouchers — CST reports

| BLock B TDS

TDS Introduction — Configuration of Tally for TDS - Creation of balance sheets — concept of trial balance in tally —
balance sheet — sales registers — Purchase registers — Sales vouchers — concept of ageing — receivable ageing — re-
ceivable ageing — TDS Report — Configuring Tally for Service Tax — Master Creation — Service Tax Reports




BLOCK -] Tally in GST

Activating Tally in GST - Setting Up GST (Company Level, Ledger Level or Inventory Level) - GST Taxes & Invoices -
SGST, CGST & IGST - Creating GST Masters in Tally, Purchase Voucher with GST: Updating GST Number for Suppliers
-Intra-State Purchase Entry in GST (SGST + CGST) - Inter-State Purchase Entry in GST (IGST) - Printing GST Sales
Invoice from Tally ERP9 Software, GST Reports and Returns: GSTR 1 in Tally - GSTR 1 Return Filing

References:

e Nadhani AK, (2016), Implementing Tally, BPB Publications, New Delhi.

e Asok K. Nadhani, (2018) Tally ERP 9 Training Guide, 4th Revise Edition, BPB Publications, New Delhi.
e Dr. Namrata Agrawal, (2019), Comdex Tally.ERP 9 Course Kit, Dreamtech Press, New Delhi.

e Rizwan Ahmed, (2016), Tally ERP 9, Margham Publications, Chennai.

e Sridharan(2013) TALLY, Narmadha publications, Chennai.
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COURSE TITLE : LAB - 3 BUSINESS ACCOUNTING SOFTWARE

COURSE CODE : BBAC P3
COURSE CREDIT HIC

Course Objective
» To introduce the students to the basic of accounts and the usage of Tally for accounting purpose.

» To create company, enter accounting voucher entries including advance voucher entries, do reconcile
bank statement, do accrual adjustments, and also print financial statements, etc. in Tally.

Course Outcome
» Gain exposure to apply theoretical knowledge practically.

» Hands on experience in Bill preparation, TDS Report, Ledger, Inventory record.

] Business Accounting Software

e Create a group in Tally

e How to create a primary group? Explain with your own example

e Create Ledger with your own entries from the books already available
e  Explain how to create Voucher entries

e Explain how to remove voucher entries

e  Print the Voucher you have created with all necessary entries

e  Explain how to create stock category.

e  Explain how to create groups with your own entries.

e  Explain — Multi Stock Item

e  Creation of Delivery Note — Explain with your entries.
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