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Course Name: Advance Excel Bstimated Budget:-Rs. 15000/- Obiectives 
1. To make students learn how to use pivot table in excel 
2.Use advanced functions of excel 2016 to improve productivity. 
3. Enhance spread sheets with templates, charts, graphics and exce 

use pivot table in excel 

formulas. graphics and excel 
*. 10 apply visual elements and advanced formulas to a worksheet. 

SR.NO MODULES DURATI 

ON (30 

HRS) 

CONTENTS 

Ms. Excel 2016 Introduction Fixed Coding System 
Formulas- 
SUM /SUMIF /MAX /DMAX IMIN /DMIN 
ICOUNT /DCOUNT /AVERAGE /DATE & 
TIME /DATEVALUE NLOOKUP 

HLOOKUP /LOAN FUNCTION PMT 
/PPMT /IPMT /LOGICAL FUNCTION-IF 
/OR /NOT /CONCILINATE /UPPER 

Advance LOWER /PROPER /B /S &PIL 1. 
Excel ACCOUNTS 

FORMULAS/DEPRECIATION- 
SLN/DB 30 Hours 

Advance Filter/ Macros/Freeze Panes /Protect 
Sheet& File/Define Name /Hyperlink/Pivot 
Table/Page Setup & Printing /Consolidate 
Data Validation-Advance /Conditional 
Formatting /Chart. 

Outcome 
1. Students will learn to automate common tasks. 

2. Leverage on excel's advanced functionality to simplify and 

streamline their day to day work. 

3.It will increase their employability opportunity. po Pph 
Dr. (Mrs). Rajshree P. Trivedi 

Principal 
Maniben Nanavati Women's College, 
Vile Parle (West), Mumbai - 400 056. 

CO 
Vile parle 

() 
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Syllabus of Add-on Course ‘YATRA’ 

2018-19 

 

Sessions Topic 

I Introduction to Course 

II Introduction to India, States, Capital and  Neighbour 

III The places of Tourist Interest in North India –  

 

Uttarakhand, Delhi, Punjab, and Haryana 

IV The places of Tourist Interest in South India-  

 

Karnataka, Kerala, Tamilnadu 

 

V The places of Tourist Interest in East India- Bihar, Chhattisgarh,  

 

Telangana Map reading of India , and their Capitals 

VI The places of Tourist Interest in West India-  

 

Maharashtra, Mumbai, Goa 

VII Introduction to international Tourism 

VIII Kailash Parvat, Ajanta Ellora 

IX  Documentation- Passport, Visa, Health Certificate 

X South Asia Country – Time Zones and date line 

XI  Itinerary 

XII Process of Filling up form for Passport, Visa 

XIII  Domestic Itinerary 

XIV International Itinerary and Costing 

XV Project Submission Viva Based on Project 
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INTERNAL QUALITY ASSURANCE CELL 

Academic Year: 2019-2020 

A. Name of the Department   : Commerce, Management Studies, B.Com (AFI) 

B. Name of the Teacher In-charge  : Prof. Sunita Sharma , Ms. Pranaya Revandkar,  

   Ms. Yuti Chandan  

C. Stream     : B.Com, BMS, B.Com (AFI)  

D. UG/PG                                             : UG 

E. Title of activity                                 : Advance Excel  

F. Date                                                  : 23rd August 2019 to 6th September 2019  

G. Total Duration                                   : 30 hours  

H. College/ Inter-college /Regional/ National /International level  : College level 

I. Names and Designation of Resource Person    : Ms. Trisha Jagtani  

J. Budget allocated                                 : Rs. 15,000/-  

K. Total expenses incurred                     : Rs. 11,980/- (Eleven Thousand Nine Hundred and 

Eighty) 

L. Target group     : F.Y. B.Com, F.Y.B.Com (AFI) and F.Y.B.M.S.  

M. No. of students benefited                    : B.Com 13 + BMS 7 + BAFI 6 = Total 26 Students  

N. Whether in collaboration                    :Yes 

O. Objectives of the activity                    :  

● To Sharpen the Statistical analysis techniques 

● To analyse the data with the help of Excel 

● To access and manipulate data using the database functions of Excel  

● To teach participants the various formulas and advance conditional formatting 

used in Excel 

● To know alternatives for any given formula problem 

● To Create simple & complex macros in Excel.    

P. Type of Learning                                : Participatory and Problem Solving  

Q. Use of ICT                                          : Yes, Excel, PPT 

R. Assignments / Projects/ Tests given after the activity  : Yes 

S. Whether evaluated                              : Yes 

T. Learning outcomes                             : The learner is able to analyse data with the help of 

Excel  

U. Feedback and analysis                        : Attached  

V. Photographs with caption; Group photograph must attached 

Signature of the Teacher      : 

Name of the Teacher           :  Prof. Sunita Sharma, Ms. Pranaya Revandkar, Ms. Yuti Chandan                           

Date: 16th September 2019  
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Maniben Nanavati Women’s College

Internal Quality Assurance Cell

Format for the Report and Documentation of Courses

TO BE PREPARED BY THE COURSE COORDINATOR
In Consultation with the Teacher In Charge

Academic Year: 2019-2020

1. Name of the department : Gujarati
2. Type of Course: Skill Development   Course
3. Whether Certificate or Diploma or Advanced Course: Certificate course
4. Title of the Course:- KRUTI Course: Akruti Gujarati Typing & Pagemaker
5. Name of the Sponsoring or Collaborating agency, if any. Please file the letter of

intent  of the dept and approval of the  sponsoring agency
Course Fee taken from students: 300/- Per student

6. Duration:- 15 Days/ 40 Hours
7. Class and No of Students: - B. A. II & III Students/ 11 Students
8. Budget: Break- up for following :

a. Remuneration for Resource Person: 7500/-
b. Stationery/ Reading /Writing Material: Nil
c. Any other Expenses: Nil
d. Total amount: 7500/-

9. Learning Objectives of the Course:-
● To train students for  Gujarati typing  by using Akruti Software & Page Maker, which

is useful in printing Media.

● To teach students designing of professional documents like visiting card, designing
page for magazine, invitation card etc

10. Name of the Resource Persons with Bio-data (Attach in Appendix):
Mr. Jayesh Vakhariya -

11. Detailed Syllabus:-
a. Main Topics :

Akruti Gujarati Typing & Pagemaker characteristics

b. Sub Topics:
● To prepare Professional Quality Business Document



● To design e books, brochures, hand bills, visiting cards and other
printing works

● Standard Gujarati Typing by using Akruti Soft wear

12. Schedule  and Lesson Plan (Time Slot and number of hours allotted)
9.00am to 10.00pm (for 10 days only)  & 12 pm to 2 pm (3 Hrs for 15 days – Total 40
Hrs)

13. List of Projects and Assignment for Evaluation:- Students prepared  Bio data,
Visiting Card, Bills, Brochures in Page Maker for assignments

14. Evaluation Method and Marks allocation rubric: Assignments given for practice -
per project 5 to 10 marks

15. Learning Outcomes:

Outcome: They learnt   designing, brochures, handbills, visiting cards and other
printing related material work.

16. Copy of Certificate:- attached
17. Feed Back:- not taken
18. Photographs:- GROUP PHOTO COMPULSORY AT THE END OF THE

COURSE
19. Attendance Sheet duly signed by the course coordinator and principal (With

Name of the Students)
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Maniben Nanavati Women’s College 

(Best College Award 2018-2019) 

Affiliated to SNDT Women’s University, Mumbai 
 

 

 

 

Academic Year: 2020-21 

Syllabus for Add-on Course on GST for Department of Economics 

Sr 
No. 

Modules to Learn Hours 

1. Introduction to GST 05 

 a. What is GST? 
b. Need for GST 
c. Dual GST Model 
d. All Important Definitions 
e. Extent and Commencement of GST (CGST, SGST, 
IGST, UTGST) 
f. GSTN (Goods and Service Tax Network) 
g. GST Council (Goods and Service Tax Council) 

 

2. Levy and Collection of GST 05 

 a. Composition Scheme 
b. Mixed and Composite Goods 
c. Negative List 
d. Exemption List 
e. Declared List 

 

3. Registration Under GST Rules 05 

 a. Persons Liable for Registration under GST 
b. Persons not Liable for Registration under GST 
c. Compulsory Registration 
d. Procedure for Registration under GST 
e. Cancellation of GST Registration 
f. Revocation of Cancellation of GST Registration 

 

4. Overview of Practical Problems on Registration and Levy. 05 
5. Assignment for Students 10 

 
 

Course Duration: 30 Hours Add-on Course 
 



MANIBEN NANAVATI WOMEN’S COLLEGE          

INTERNAL QUALITY ASSURANCE CELL

Academic Year: 2020 -2021

1. Name of the Department : Commerce

2. Type of Course : Add On - Online Course

3. Certificate/ Diploma :   Nil

4. Title of The Course :   Amadeus  – Computer Reservation System

5. Sponsorship :  Nil

6. Duration :  21 days,  12.00 p.m to 6.00 p.m

7. Date :   25th August 2020 to 14th September, 2020

8. Class and No of Students :  S.Y & T.Y Voc –TTM,   31 students

9. Budget : NIL

10. Learning Objectives :  To educate the students regarding the CRS

software and its application in the Tourism industry. 

11. Name of the Resource Person :  Ms. Divya Edvankar  - Training Instructor 

12.  Evaluation Method and Marks

Allocation and Rubric :   Nil

Project :  Nil,  Continuous Assessment

Written Exam :    Yes , online exam.

         13.  Learning Outcome : The course enabled the students to operate the

CRS system, which included bookings to be made through the Amadeus portal online used in

all sectors in the industry. It included hotel bookings, car rental, Eurail pass, creating a 

Passenger name record, selecting a flight, availability of seat in the airline and other industry 

related services. 
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  Syllabus 
 

https://vancotech.com 

Contact - +91-9920748255 

Email – viren@vancotech.com  

 

Goal  

Allow students to enhance their vocational skills and prepare them for real world jobs/industry. 

Objectives 

1. Enhance vocational skills  

2. To get abreast knowledge of Microsoft Excel  

3. Help students in learning Microsoft Excel suite which will enable students in learning, reporting 

and presenting various features of Excel.  

4. Prepare students for basic job in any field 

Topics Covered 

1. Introduction 

- Introduction 

- Interface 

- Tabs and Ribbons 

- Document Windows 

- Navigation Tips 

- Office Button and Save 

 

2. Formatting Data 

- Introduction 

- Entering Data 

- Fonts, Fills, and Alignment 

- Cut, Copy, and Paste 

- Paste Special 

- Undo and Redo 

- Moving, Finding, and Replacing a Value 

- Cell Styles 

- Comments 

 

3. Formatting Numbers 

- Introduction 

- Currency Format 

- Format Painter 

- Formatting Dates 

- Custom and Special Formats 

 

4. Managing Worksheets 

- Introduction 

- Naming and Moving Worksheets 

- Copying Worksheets 

- Adding, Deleting and Hiding Worksheets 

- Grouping Worksheets 

- Moving, Copying, Deleting and Hiding Grouped Worksheets 

 

 

5. Modifying Rows and Columns  
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https://vancotech.com 

Contact - +91-9920748255 

Email – viren@vancotech.com  

- Introduction 

- Inserting and Deleting Columns and Rows 

- Inserting & Deleting Cells 

- Inserting Multiple Columns & Rows 

- Modifying Cell Width and Height 

- Hiding and Unhiding Rows and Columns 

 

6. Understanding Formulas  

- Introduction 

- Using Operations 

- Creating Formulas 

- AutoSum 

- Common Formulas 

- Searching for Formulas 

- Copying Formulas 

 

7. Changing Views  

- Introduction 

- Workbook Views 

- Show/Hide 

- Zoom Features 

- Freeze Panes 

- Split Windows 

- Viewing Multiple Windows 

- Minimize the Ribbon 

- Worksheet Backgrounds 

- Watermarks 

 

8. AutoFill and Custom Lists  

- Introduction 

- AutoFill a Series 

- AutoFill Non-Adjacent Cells 

- AutoFill on Multiple Sheets 

- Creating Custom Lists 

- Series Formatting 

 

9. Conditional Formatting  

- Introduction  

- Highlight Cells Rules 

- Custom Formatting Rule 

 

10. Data Tools 

- Introduction 

- Data Validation 

- Drop-Down Lists 

- Removing Duplicates 

 

- Text to Columns 
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11. Ranges and Dates 

- Introduction 

- Cell Names  

- Named Ranges  

- Formulas with Cell Names  

- Date Formulas 

 

12. Lookups  

- Introduction  

- VLOOKUP 

 

13. Conditional Logic  

- Introduction  

- IF Statement  

- Nested IF  

- AND  

- OR  

- NOT  

- IFERROR  

- SUMIF  

- AVERAGEIF  

- COUNTIF & COUNTIFS  

- SUMIFS  

- AVERAGEIFS 

 

14. Text Formulas  

- Introduction  

- Case Formulas  

- Fix Number Fields  

- Trim Spaces  

- Substitute Text 

 

15. Introduction to Charts  

- Introduction  

- Chart Types  

- Instant Chart  

- Update Chart  

- Column Chart  

- Picture Fill  

- Adjust Chart Size  

- Line Chart  

- Scatter Chart 

 

 

 

 

16. Formatting Charts  
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- Introduction  

- Chart Styles  

- Chart Layouts  

- Add Labels  

- Axis Options  

- Chart Title  

- Legends  

- Data Labels 

 

17. Adding Graphics to Spreadsheets  

– Introduction 

- Insert Pictures  

- Modifying Pictures  

- Insert Shapes  

- Insert SmartArt  

- Apply Themes  

– Arrange 

 

18. Outline, Sort, Filter, and Subtotal  

- Introduction  

- Group and Ungroup  

- Sort Data  

- Sort Multiple Levels  

- Filter Data  

- Advanced Filter  

- Conditional Sorting and Filtering  

- Sorting with Custom Lists  

– Subtotal 
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19. PivotTables  

- Introduction  

- Creating PivotTables  

- Choosing Fields  

- PivotTable Layout  

- Filtering PivotTables  

- Modifying PivotTable Data  

- PivotCharts 

 

20. Protecting Data  

- Introduction  

- Workbook Passwords  

- Protecting Workbooks  

- Unlocking Cells 

 

21. Collaboration  

- Introduction  

- Document Properties  

- Inserting Hyperlinks  

- Sharing a Workbook  

- Track Changes  

- Accept/Reject Changes  

- Mark as Final 

 

22. Printing  

- Introduction  

- Page Orientation  

- Page Breaks  

- Print Area  

- Margins  

- Print Titles  

- Headers and Footers  

- Scaling  

- Sheet Options 

 

23. Saving a Workbook 

- Introduction 

- Save as Previous Version 

- AutoRecover Save Options 

- Templates 

- Save as PDF 

- Save as Web Page 

- Macro-Enabled Workbook 
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Syllabus 
Introduc琀椀on to Computers 

• Computer hardware and so昀琀ware 

• Opera}ng systems and basic computer opera}ons 

• Computer Architecture 

CPU, memory, and storage devices 

• Input and output devices 

• Computer Networks 

Introduc琀椀on to networking concepts 

• Network topologies and protocols 

• Local Area Networks (LANs) and Wide Area Networks (WANs) 
• Internet and the World Wide Web 

Internet Protocols and Services 

• IP addressing and subne琀�ng 

• Domain Name System (DNS) 
• Transmission Control Protocol (TCP) and User Datagram Protocol (UDP) 
• Hypertext Transfer Protocol (HTTP) and secure browsing (HTTPS) 

Social Media and Online Communi琀椀es 

• Introduc}on to social media plavorms 

• Social media communica}on and collabora}on 

• Privacy and security considera}ons in social media 

• Digital Ci}zenship and Online Ethics 

• Digital literacy and responsible technology use 

• Cybersecurity and online safety 

• Ethical considera}ons in social media and online interac}ons 

Network Security 

• Network threats and vulnerabili}es 

• Firewalls, an}virus so昀琀ware, and intrusion detec}on systems 

• Secure network protocols (e.g., SSL/TLS) 

Emerging Trends in Computer Networks and Social Media 

• Cloud compu}ng and virtualiza}on 

• Internet of Things (IoT) 
• Ar}昀椀cial Intelligence (AI) and machine learning applica}ons in social media 



   

 

 

Fundamentals of Computers 
 

Introduc琀椀on 
The course on Fundamentals of Computer, Networks, and social media provides a comprehensive 
introduc}on to the essen}al concepts and principles in these domains. Students will gain knowledge 
about computer architecture, opera}ng systems, and networking fundamentals, including protocols, 
topologies, and internet services. The course also explores the impact of social media and online 
communi}es, focusing on communica}on, collabora}on, and ethical considera}ons. Addi}onally, it 
covers data communica}ons, network security, and emerging trends such as cloud compu}ng, IoT, and 
AI in social media. By the end of the course, students will have a solid founda}on in computer 
fundamentals, networks, and social media, along with insights into their prac}cal applica}ons and 
implica}ons in today's digital world. 

Objec琀椀ve of the course 
• Enhance voca}onal skills.  
• To get abreast knowledge of computer systems, technology, and internet  
• Help students in learning Microso昀琀 o昀케ce suite which will enable students in learning, repor}ng, 

and presen}ng various subjects.  
• Prepare students for basic job in any 昀椀eld.  
• Explain best prac}ces in social media, security 

Course outcome 
• Understand the basic principles of computer architecture, including hardware, so昀琀ware, and 

opera}ng systems. 
• Gain knowledge of network concepts, protocols, and topologies, including LANs, WANs, and the 

Internet. 
• Explore the func}onali}es and services provided by the Internet, such as IP addressing, DNS, TCP, 

and UDP. 
• Examine the impact of social media plavorms and online communi}es on communica}on and 

collabora}on. 
• Understand the ethical considera}ons and responsible use of social media and online 

technologies. 
• Familiarize oneself with data communica}ons, including transmission techniques, encoding, and 

error detec}on. 
• Learn about network security threats, vulnerabili}es, and countermeasures. 
• Explore social media marke}ng strategies, analy}cs, and the use of targeted adver}sing. 
• Stay updated on emerging trends in computer networks, social media, and their prac}cal 

applica}ons, such as cloud compu}ng, IoT, and AI. 
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Goal  

Allow students to enhance their vocational skills and prepare them for real world jobs/industry. 

Objectives 

1. Enhance vocational skills  

2. To get abreast knowledge of Microsoft Excel  

3. Help students in learning Microsoft Excel suite which will enable students in learning, reporting 

and presenting various features of Excel.  

4. Prepare students for basic job in any field 

Topics Covered 

1. Introduction 

- Introduction 

- Interface 

- Tabs and Ribbons 

- Document Windows 

- Navigation Tips 

- Office Button and Save 

 

2. Formatting Data 

- Introduction 

- Entering Data 

- Fonts, Fills, and Alignment 

- Cut, Copy, and Paste 

- Paste Special 

- Undo and Redo 

- Moving, Finding, and Replacing a Value 

- Cell Styles 

- Comments 

 

3. Formatting Numbers 

- Introduction 

- Currency Format 

- Format Painter 

- Formatting Dates 

- Custom and Special Formats 

 

4. Managing Worksheets 

- Introduction 

- Naming and Moving Worksheets 

- Copying Worksheets 

- Adding, Deleting and Hiding Worksheets 

- Grouping Worksheets 

- Moving, Copying, Deleting and Hiding Grouped Worksheets 

 

 

5. Modifying Rows and Columns  
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- Introduction 

- Inserting and Deleting Columns and Rows 

- Inserting & Deleting Cells 

- Inserting Multiple Columns & Rows 

- Modifying Cell Width and Height 

- Hiding and Unhiding Rows and Columns 

 

6. Understanding Formulas  

- Introduction 

- Using Operations 

- Creating Formulas 

- AutoSum 

- Common Formulas 

- Searching for Formulas 

- Copying Formulas 

 

7. Changing Views  

- Introduction 

- Workbook Views 

- Show/Hide 

- Zoom Features 

- Freeze Panes 

- Split Windows 

- Viewing Multiple Windows 

- Minimize the Ribbon 

- Worksheet Backgrounds 

- Watermarks 

 

8. AutoFill and Custom Lists  

- Introduction 

- AutoFill a Series 

- AutoFill Non-Adjacent Cells 

- AutoFill on Multiple Sheets 

- Creating Custom Lists 

- Series Formatting 

 

9. Conditional Formatting  

- Introduction  

- Highlight Cells Rules 

- Custom Formatting Rule 

 

10. Data Tools 

- Introduction 

- Data Validation 

- Drop-Down Lists 

- Removing Duplicates 

 

- Text to Columns 
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11. Ranges and Dates 

- Introduction 

- Cell Names  

- Named Ranges  

- Formulas with Cell Names  

- Date Formulas 

 

12. Lookups  

- Introduction  

- VLOOKUP 

 

13. Conditional Logic  

- Introduction  

- IF Statement  

- Nested IF  

- AND  

- OR  

- NOT  

- IFERROR  

- SUMIF  

- AVERAGEIF  

- COUNTIF & COUNTIFS  

- SUMIFS  

- AVERAGEIFS 

 

14. Text Formulas  

- Introduction  

- Case Formulas  

- Fix Number Fields  

- Trim Spaces  

- Substitute Text 

 

15. Introduction to Charts  

- Introduction  

- Chart Types  

- Instant Chart  

- Update Chart  

- Column Chart  

- Picture Fill  

- Adjust Chart Size  

- Line Chart  

- Scatter Chart 

 

 

 

 

16. Formatting Charts  
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- Introduction  

- Chart Styles  

- Chart Layouts  

- Add Labels  

- Axis Options  

- Chart Title  

- Legends  

- Data Labels 

 

17. Adding Graphics to Spreadsheets  

– Introduction 

- Insert Pictures  

- Modifying Pictures  

- Insert Shapes  

- Insert SmartArt  

- Apply Themes  

– Arrange 

 

18. Outline, Sort, Filter, and Subtotal  

- Introduction  

- Group and Ungroup  

- Sort Data  

- Sort Multiple Levels  

- Filter Data  

- Advanced Filter  

- Conditional Sorting and Filtering  

- Sorting with Custom Lists  

– Subtotal 
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19. PivotTables  

- Introduction  

- Creating PivotTables  

- Choosing Fields  

- PivotTable Layout  

- Filtering PivotTables  

- Modifying PivotTable Data  

- PivotCharts 

 

20. Protecting Data  

- Introduction  

- Workbook Passwords  

- Protecting Workbooks  

- Unlocking Cells 

 

21. Collaboration  

- Introduction  

- Document Properties  

- Inserting Hyperlinks  

- Sharing a Workbook  

- Track Changes  

- Accept/Reject Changes  

- Mark as Final 

 

22. Printing  

- Introduction  

- Page Orientation  

- Page Breaks  

- Print Area  

- Margins  

- Print Titles  

- Headers and Footers  

- Scaling  

- Sheet Options 

 

23. Saving a Workbook 

- Introduction 

- Save as Previous Version 

- AutoRecover Save Options 

- Templates 

- Save as PDF 

- Save as Web Page 

- Macro-Enabled Workbook 
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Course Name: Tally ERP 9

Objectives:

1.  To  introduced  the  students  to  the  basic  of  accounts  and  the  usage  of  TALLY  for

accounting purpose.

2. To have an understanding of basic concept and practical application of Tally 

3. TALLY fundamentals which include learning features and its functionalities.

4.  This  course caters  to  the  vocational  needs  of  the  students  and is  concurrent  with the

syllabus covered by the Universities.

5. To have an understanding of Advance Accounting and inventory in TALLY.ERP 9.

SR.

NO.
MODULES CONTENTS

DURATION

(30) HRS

1. I

● Tally Introduction/Company Creation

● Ledger Creation/Stock Creation

● Voucher Entries/Voucher No.

● Configuration/Cost Center

● Job Costing/Price List/Free Qty

     7 Hours

2. II

● Tally Audit Features/Manufacturing

● Purchase and Sales Order Processing

● Spit Co. Data/Group Co./ODBC Server

● Import & Export/Sales Invoice

● Configuration/POS Invoicing

8 Hours

3. III

● Voucher Types/Budget & Control

● Payroll/Backup & Restore 

● Purchase and Sales Order Processing

● Spit Co. Data/Group Co./ODBC Server

     7 Hours

4. IV

● Import & Export/Sales Invoice

● Configuration/POS Invoicing

● Voucher Types/Budget & Control

● Payroll/Backup & Restore 

8 Hours

Outcome:-

To make students ready with the required skills in accounting software for employability in

the job market.


