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Department of Commerce & Management

Internship/On-the-Job Certificate Course

SYLLABUS : SYSTEM BASED ACCOUNTING PRACTICE AND TALLY
SOFTWARE TRAINING

Course Obijectives:This course is designed to give knowledge regarding concept soft
financial Accounting..and Tally as accounting package which is used for learning 1o
maintain accounts. To meet the pace of the growing world, the accounting system
have also been computerized and automated as onc single entry Manages both
accounting and inventory needs. Tally is the most popular accounting packages used
across our country and needs a lot of trained manpower Lo meet there quirements. The
object of this course is to give knowledge about billing. payroll. banking. taxation.
inventory ete. on tally software. As this course is useful for Commerce students to
act jobs in different offices as well as companies in Accounts departments.

Course Contents :

Unit-1 Recording Procedure in Accounting, What is a (ransaction. what is a Voucher.
Recording of transactions in Book of Primary Entry(Joumal),Posting of
transactions into Ledger, Preparation of Trial Balance. Introduction 10
Subsidiary Books of Accounting viz. Cash Book .Bank Book. Sales Book.

Purchase Book etc.

Preparation of Final Accounts. Significance of Final Accounts. Classification
of Asscts-Fixed Assets. Current Assets. Classification of Liabilities-Fixed
[iabilities. Current Liabilities. Introduction to terms like Revenue & Capital
[ncomes/LExpenses. Direct/Indirect Incomes & EXpenses. [ntroduction 10
Trading Account/Manufacturing Account. Profit & Loss Account. Balance
Sheet.

Unit-1 Introduction to Tally Screen. Button Bar. Calculator. Work Arca Gateway of
Tally. Menu Creation of Company Accounts Only Company. [nventory Only
Company, Accounts with Inventory Company. Alteration of Company.
Optional Features of Tally for Financial Accounting-F11,Configuration
options of Tally-F12.

Accounts Masters Why Account Masters are required, Concept of hierarchy
of accounts. Accounting Groups. Accounting Ledgers and Sub Ledgers.
Introduction to Reserved Account Groups available in Tally.Creation of
Account Masters.Creation/Alteration  of Groups.Alteration  of System
Generated Reserved Groups.Deletion of Group ‘[ .edger.




Unit-111

Creation/Alteration of Multiple Ledgers'Groups Copying.Masters.Set Credit
[imits & Credit Periods for Debtors & or Creditors. Advance options for
automatic calculation of interest.

Accounts Vouchers: Introduction to Voucher Scereen of Tally. How 1o Save
Voucher. TTow to Modify saved voucher. How to Print Voucher online. What
is a Payment Voucher, What is a Receipt Voucher. What 1> a Contra
Vouchers. Making entrics through these three types ol vouchers in singh
Entry Mode and Double Lntry Mode. Use of Voucher Configuration
Option(F12),Concept of Sales and Purchasc Account. Concept of Sales
Returns/Returns Inwards, Concept of Purchase Returns or Returns Outwards.
Concept of multiple Sales & Purchase Accounts, What is a Sales Voucher.
What is a Purchase Voucher, What is a Debit Note. What a Credit Note.
Making these voucher entries without Inventory Details. Using Voucher
Mode & Invoice Mode for entry of Sales & Purchase Voucher. Concept of
adjustments. What is a Journal Voucher, Creating new Voucher [ypes.
Creating new Voucher Class.

Unit-1V Accounts Reports: Account  Books. Cash Books(s).Bank Book(s).Sales

Unit-V

Course

Register. Purchase Register. Note Register. Credit Note Register Debit.
I.edgers. Statement of Accounts. Trial Balance. Profit and [oss Account.
Balance sheet. Exception Reports. Interest Calculations. On Receivables. On
payables.

Display: Trial Balance. Day Book. Account Book. Statement of Accounts.
Inventory Books Statements of Inventory, Cash/fund flow. Payroll Reports.
List of Accounts Exception Reports, Print Management.

Purchase Procedure in a company: Purchase Order. Receipt of Goods.
Purchase invoice, Purchase Returns Credit Note. Sales procedure in 4
company. Sales Order, Dispatch of Goods. Sales invoice Sales Returns. Debit
Note Using Optional Vouchers for Purchase Enquiry. Quotations. Inventory
Reports. Reports pertaining Lo inventory.

Advanced Features of Tally: Printing & [Tousckeeping. Backup & Restore
Tally Vault ete. Business Management [ntroduction to Cost Center. Cost
Categories. Provisional Vouchers. MIS Reports.

Outcomes: This course will make student capable for handling financial accounting
into tally in following scope¢:-

e Preparation of Voucher types as per specific requirement under Payment. Receipt,
Journal, Purchase, Sale etc.
e Make an entry to Payment, Receipt. Journal, Contra. Purchase. Sales. Purchase. and

Return & Sales Return Voucher in related Ledgers.
Make Journals entries in to proper head.

e Make ledger into proper group.

Preparation of Financial Statement Comprises Irading account.Profit & .oss
p 2

Account or Income & l‘lxpcndilgl_]"g:‘/\CC()le.RCUCi[’)lS and Payvment Account Balance
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e Also Interpretation of financial Statements. it S
e Reconcile Bank Statement with Cash Book. v
3\ ‘-N'r -~ # ‘, f
e Maintenance of Stock/inventorices. N e
o Report generation ete. e
Certitication - The College needs to provide course completion certificate 10 ¢4 ery
students who completed the coursce successtully.
['otal Teaching: 30 Days
Methods of Instructions :-
1. By Lecture
2. Discussion
3. Assignment
4. Hands of Practice
Members
1- Dr.S.N.Jha
2- Dr.H.P.Singh Saluja
3- Dr. S.R. Thakur
4- Dr.G.P.Gupta
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SYLLABUS of Auditing Vouching & Verification Hands on Training

Objective:

Course Inputs:

Unit-1

Unit-11

Unit-11I

Unit-1V

[his course is designed to give know ledge regarding the concepts of audit.To
pive knowledge of person conducting audit and auditor work.To give
knowledge about different risk involve in business and financial management
and 1o give knowledge about different internal and audit control to mitigate
the different risk.To control all the activitics of an organization.As this course
'« useful for Commerce students 10 gel jobs in different  Chartered
Accountants firms as well as different companies in account section.

Financial Audit-Evolution of financial auditing idea of development of
financial audit in India.auditing objective.scope and philosophy of
auditing.qualification and qualities of an auditor.advantages and limitations of
audit.

Vouching and Verification:To give basic knowledge of auditing starting from
vouching and verification.Vouching means “l0 vouch™ i.e. examine the
vouchers. Verification means "0 verify™ the asscls and liabilities of the
busness.Both the two terms are the first two steps of auditing.in-fact y ouching
helps in the process of veritication.

Types of Audit-General audits and specific audits.types of gencral audits and
types of specific audits.continous,periodical and balance sheet audit.

Internal audit-concept and objectives of internal audit.application of audit 0
different management functions,differentiates between internal and external
audit,internal check and internal audit.

Internal auditor-qualification for and internal auditor,need for independent
functioning,relationship with the external auditor,code of ethics.qualities
required in internal audit personnel.role of internal auditor as a management
member.

Planning of Internal audit-Important of planning internal audit.tactors to foa a
good plan.stages of internal audit planning knowledge of the business an
integral aspects.internal audit plan.

Internal audit Programme-Nature of internal audit programme. advantages
and disadvantages. usc of sampling techniques and use of tests.

Internal Control-Concept and objectives of internal control. characteristics of
an effective system of internal controls. elements and basic principles and
inherent limitations.

Internal check-Meaning and significance of internal check,objectives and
characteristics of an effective internal check system.advantages and
disadvantages.

Internal Controls in Computer-based-syslem:I'I‘ revolution.challenges  in

" internal controls,aspects of internal controls applicable in I'T environment and
internal controls for computersed accounting.

",



Unit-V

Out Comes from this Course: T his course will make students cap

Internal ~ Controls —on the  accounting function-Internal - conwrol
considerations.cash functions like cash and bank.Salaries and employee
benefits,Purchases and creditors.Sales and debtors.Inventories fixed assets
and investments and other accounting activity.

Evaluation of Internal Control systems-Objective of evaluation. steps in
evaluation,  techniques of cvaluation flowcharts and internal - control
questionnaires. internal control schemes.

Dimensions of Internal Control-Internal Control and risk assessment. internadl
control in banking and insurance. internal control tor small and medium
cnlcrpriscs(Sl\*ll-is).uudil practices in relation to internal control. lists out the
reporting of internal control weakness.

Internal audit Report-1 catures of a good internal audit report. importance of
working pupcr.C/\RU.Compunics (Auditors Report yOrder 2003.

able tor indentifyimg

financial and business risk in following area:-

o [xamination of the Truth and fairness of Final accounts.
e Discovery of Errors.

e Detect

ion of Fraud.

e Prevention of Frauds and Errors.
e Advice to Management.

e Ascert

Certification

aining true financial position of business.

The College needs 10 provide coursc completion certificate 1o ever
students who completed the course successtully.

Total Teaching: 30 Days
Methods of Instructions :-
|. By Lecture

7 Discussion

3. Hands of Practice

Members

1- Dr.S.N.Jha

2- Dr.H.P.Singh Saluja

3- Dr. S.R.Thakur

4- Dr.G.P.Gupta
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Internship/On-the-Job Certificate Course

Certificate Programme on Direct Taxes
SYLLABUS:-INCOME TAX PRACTICES & IT FILLING Py dun e
Course Objectives:-This course aims at encouraging salaried individuals to file their own
income tax return and the course material is bsically design to give details knowledge of the
provisions of Income Tax Actto help the salaried employcees 10 proactively plan their taxes
in advance and for giving knowledge of complete c-filling process of income tax return

forms. The course contain meticulously designed tax caleulation knowledge that simplify

complicated calculations and to give tull detailed understanding

Course Contents :

Unit-1 1- Brief History of Income Tax in India.
2- Sailent features of Income Tax.
3- Objectives of Charging Income tax.
4- Important Definitions :
Previous Year. Assessment Year. Person. Asscsscece. Income
S- Features of Income: Gross Total Income : Income of Teads Name

1-Salary 2-Income from House Property 3 Income from Business &
Profession 4- Income from Capital Gains 3- Income from Other

Sourcces
Unit-11 0- Calculation of Total Income
7- Casual Income @
8- ixempted Income: 1-Exempted incomes for all assesses.2- Exempted

income of certain Institutions and funds.3- I'xempted income tor
salaried Persons
9- Residence & Tax Liability : Only Introduction and types of resident
and his tax liability.
10-  Income from Salary-Computation of Taxable Salary-Only Chart Table
UNIT-III 11-  Process of Computation of Taxable Salary Under head Salaries.
12-  Provident Fund : Meaning .Types of Funds
13- Income from Salaries (Retirement & Retrenchment) Basic Knowledge.
14-  Deduction from Gross total Income : U/S 80C 1o 80U
15-  Assessment of Individuals: Computation of Total Income
16-  Computation of ‘Tax Liability of Individuals:- Taxl iability of Various
Persons for Age Up to 60 Years More than 60 Years, More than 75

Years
UNIT-IV 17-  Deduction at Taxal Source.
18- Procedure ol Assessiment

19-  Knowledge About PAN Card
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21-

M.

23-

24-

25-

Course Out Comes:- This course will make student capable for handlin

Certification :-

Knowledge About ADHAR Card
Types of Assessment: |- Self Assessment. Regular Assessment. Best

Judgement. Re-assessment
Recovery & Refunds of Tax
Advanced Payments ol Tax

Provisions and Procedure of the filling the Return of Income and ¢-
filling of Income Tax & 1DS Returns: ITR-TJTR-2.ITR-3.11TR-
4S.1TR-5.1TR-6.1TR-7.Knowledge of Proforma [l R-V

e-filling of Income Tax Returns & TDS.

e-filling of Income Tax:

The course is designed to enable the

provisions which is beneficial

The only course that aims to make self
This course help students to prepare their entric family returns.

This course

provide students own independence on Lax matle

removing dependency on professional

The College needs to provide course completion cert

students filter out unnecessary
for assesses.

assessment of tax liability.

students who completed the course successtully.
Total Teaching Hours: 30 Days

Methods of Instructions :-

1. By Lecture
2. Discussion

3. llands of Practice

Members

Dr.S.N.Jha
2 Dr.11.P.Singh Saluja
3 Dr. S.R. Thakur

Dr.G.P.Gupta
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Internship/On-the-Job Certificate Course

Certificate Programme on Direct Taxes

SYLLABUS:-INCOME TAX PRACTICES & IT FILLING

Course Objectives:-This course aims at encouraging salaried individuals to file their own

meome tax return and the course material is bsically design to give details knowledge of the

provisions of Income Tax Act 10 help the salaried employees to proactively plan their taxes

I advance and for giving knowledge of complete e-filling process of income tax return

forms. The course contain meticulously designed tax caleulation knowledge that simplify

complicated caleulations and to give tull detailed understanding

Course Contents :

Unit-1 1-
2.
3
4-

Unit-11 6-

10-
UNIT-ITI -
12-
[3-
[4-
13-
[6-

UNIT-IV [ 7-
18-
19-

Brief' History of Income Tax in India.

Sailent features of Income Tax.

Objectives of Charging Income tax.

[mportant Definitions :

Previous Year, Assessment Year, Person. Assessee. Income

IFeatures of Income: Gross Total Income : Income of Heads Name
I-Salary 2-Income from House Property 3 Income from Business &
Profession 4- [ncome from Capital Gains 3- Income from Other
Sources

Calculation of Total Income

Casual Income :

Exempted Income:1-Exempted incomes for all assesses.2- Exempted
income of certain Institutions and funds.3- Exempted income for
salaried Persons

Residence & Tax Liability : Only Introduction and types ot resident
and his tax liability.

Income from Salary-Computation of Taxable Salary-Only Chart Table
Process of Computation of Taxable Salary Under head Salaries.
Provident Fund : Meaning ,Types of Funds

Income from Salaries (Retirement & Retrenchment) Basic Knowledge.
Deduction from Gross total Income : U/S 80C to 80U

Assessment of Individuals: Computation of Total Income
Computation of Tax Liability of Individuals:- Tax Liability of Various
Persons for Age Up to 60 Years .More than 60 Years, More than 73
Years

Deduction at Tax at Source.

Procedure of Assessment

Knowledge About PAN Card
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Course Qut Comes:- This course will make student ca

Certification :-

}(nowledgc About ADHAR Card

Lypes of Assessment: 1- Self’ Assessment. Regular Assessment, Best
Iudgement. Re-assessment
Recovery & Refunds of Tax

Advanced Payments of Tax

Provisions and Procedure of the filling the Return of Income and c-
filling of Income Tax & TDS Returns: ITR-1.JTR-2.1TR-3.]TR-
4S.ITR-5.lTR-6.ITR-7.I(n0wlcdge of Proforma ITR-V

e-filling of Income Tax Returns & TDS.

pable for handling self assessment &
e-filling of Income Tax:

The course is designed to enable the students filter out unnecessary
provisions which is beneficial for assesses.

The only course that aims to make self assessment of tax liability.

This course help students to prepare their entrie family returns.

This course provide students own independence on tax matters and
removing dependency on professional

The College needs to provide course completion certificate 1o every

students who completed the course successtully.

Total Teaching Hours: 30 Days

Methods of Instructions :-

1. By Lecture
2. Discussion

3. Hands of Practice

Members

l- Dr.S.N.Jha
2- Dr.H.P.Singh Saluja
3- Dr. S.R. Thakur

4- Dr.G.P.Gupta
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SYLLABUS of Auditing Vouching & Verification Hands on Training

Objective:

Course Inputs:
Unit-T

Unit-II

Unit-111

Unit-1V

Hands v

This course is designed to give knowledge regarding the concepts of audit.To

give knowledge of person conducting audit and auditor work.To give
knowledge about different risk involve in business and financial management
and to give knowledge about different internal and audit control to mitigate
the different risk.To control all the activities of an organization.As this course
is useful for Commerce students to get jobs in different Chartered
Accountants firms as well as different companies in account section.

Financial Audit-Evolution of financial auditing .idea of development of
financial audit in India,auditing objective.scope and philosophy  of
auditing,qualification and qualities of an auditor.advantages and limitations of
audit.

Vouching and Verification:To give basic knowledge of auditing starting from
vouching and verification.Vouching means “to vouch™ i.e. examine the
vouchers. Verification means “to verify™ the assets and liabilities of the
busness.Both the two terms are the first two steps of auditing.in-fact vouching
helps in the process of verification.

Types of Audit-General audits and specific audits.types of general audits and
types of specific audits,continous,periodical and balance sheet audit.

Internal audit-concept and objectives of internal audit.application of audit 1o
different management functions,differentiates between internal and external
audit,internal check and internal audit.

[nternal auditor-qualification for and internal auditor,need for independent
functioning,relationship with the external auditor,code of ethics.qualitics
required in internal audit personnel.role of internal auditor as a management
member,

Planning of Internal audit-Important ot planning internal audit.factors 1o toa a
good plan.stages of internal audit planning knowledge of the business an
integral aspects.internal audit plan.

Internal audit Programme-Nature of internal audit programme. advantages
and disadvantages. usc of sampling techniques and use of tests.

[nternal Control-Conceept and objectives of internal control. characteristics of
an cffective system of internal controls. clements and basic principles and
mherent limitations.

Internal check-Meaning and significance of internal check.objectives and
characteristics of an effective internal check system,advantages and
disadvantages.

Internal Controls in Computer-based-system:IT revolution,challenges in
internal controls,aspects of internal controls applicable in I'T environment and
internal controls for computersed accounting.

\

j



Unit-
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Internal - Controls  on  the  accounting  tunction-Internal — control
considerations.cash  functions like cash and bank.Salaries and employee
benefits.Purchases and creditors.Sales and  debtors.Inventories.fined assels
and investments and other accounting activity.

Evaluation of Internal Control systems-Objective of evaluation. steps in
evaluation. techniques of evaluation flowcharts and internal control
questionnaires. internal control schemes.

Dimensions of Internal Control-Internal Control and risk assessment. internal
control in banking and insurance. internal control tor small and medium
enterprises(SMIs)audit practices in relation to internal control. lists out the
reporting of internal control weakness.

Internal audit Report-1 catures of a good internal audit report. importance of
working paper.CARO.Companies (Auditors Report)Order 2003.

Out Comes from this Course: 1 his course will make students capable tor indentfy ing

financial and business risk in following arca:-

e Ixamination of the Truth and fairness of Final accounts.
*  Discovery of Errors.
e Detection of Fraud.
* Prevention of Frauds and Errors.
e Advice to Management.
¢ Ascortaming true financial position of business.
Certification :- The College needs to provide course completion certificate to every

students who completed the course successtully.

Fotal Teaching: 30 Days
\Methods of Instructions :-

s 1D —

By [ ecture
Discussion
Hands of Practice

\llcml*ch
Dr.S:N.Jha
Dr.H.P.Singh Saluja
Dr. S.R.Thakur
Dr.G.P.Gupta
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Internship/On-the-Job Certificate Coursce

SYLLABUS : SYSTEM BASED ACCOUNTING PRACTICE AND TALLY
SOFTWARE TRAINING

Course Objectives: This course is designed o give knowledge regarding concept soft
financial Accounting..and Tally as accounting package which is used for learning to
maintain accounts, To meet the pace of the growing world. the accounting system
have also been computerized and automated as one single entry manages both
accounting and inventory needs. Tally is the most popular accounting packages used
across our country and needs a lot of trained manpower to meet there quirements. The
object of this course is to give knowledge about billing, payroll. banking. taxation.
inventory etc. on tally software. As this course is useful for Commerce students to
get jobs in different offices as well as companies in Accounts departments.

Course Contents :

Unit-1 Recording Procedure in Accounting, What is a transaction. what is a Voucher.
Recording of transactions in Book of Primary Lntry(Journal).Posting of
transactions into Ledger. Preparation of Trial Balance. Introduction to
Subsidiary Books of Accounting viz. Cash Book Bank Book. Sales Book.
Purchase Book cte,

Preparation of Final Accounts. Significance of Final Accounts. Classification
of Assets-Iixed Assets, Current Assets, Classification of Liabilitics-IFixed
Liabilities, Current Liabilities, Introduction to terms like Revenue & Capital
Incomes/Expenses, Direct/Indirect Incomes & Expenses, Introduction to
Trading Account/Manufacturing Account, Profit & Loss Account, Balance
Sheet.

Unit-I1 [ntroduction to Tally Screen, Button Bar, Calculator, Work Area Gateway of
Tally, Menu Creation of Company Accounts Only Company, Inventory Only
Company. Accounts with Inventory Company. Alteration of Company.
Optional Features of Tally for IFinancial Accounting-I'11.Configuration
options of Tally-1-12.

Accounts Masters Why Account Masters are required. Concept of hierarchy
of accounts. Accounting Groups. Accounting Ledgers and Sub Ledgers.
Introduction 10 Reserved Account Groups available in Tally.Creation of
Account  Masters.Creation/Alteration  of - Groups.Alteration  of System
Generated Reserved Groups,Deletion of Group /Ledger.
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Unit-111 Creation’Alteration of Multiple Tedgers/Groups Copying.Masters.Set Credit
Limits & Credit Periods for Debtors &/ or Creditors. Advance options for
automatic calculation ol interest.

Accounts Vouchers: Introduction to Voucher Screen of Tally. Tow to Save
Voucher, How to Modify saved voucher, How to Print Voucher online, What
is a Payment Voucher, What is a Receipt Voucher, What is a Contra
Vouchers, Making entries through these three types of vouchers in singly
Entry Mode and Double Entry Mode, Use of Voucher Configuration
Option(IF12).Concept of Sales and Purchase Account, Concept of Sales
Returns/Returns Inwards, Concept of Purchase Returns or Returns Outwards.
Concept of multiple Sales & Purchase Accounts. What is a Sales Voucher,
What is a Purchase Voucher. What is a Debit Note. What a Credit Note.
Making these voucher entries without Inventory Details, Using Voucher
Mode & Invoice Mode for entry of Sales & Purchase Voucher. Concepl of
adjustments. What is a Journal Voucher. Creating new Voucher Types.
Creating new Voucher Class.

Unit-1V Accounts Reports: Account Books, Cash Books(s).Bank Book(s).Sales
Register, Purchase Register, Note Register, Credit Note Register Debit.
Ledgers, Statement of Accounts, Trial Balance, Profit and Loss Account.
Balance sheet, Exception Reports, Interest Calculations, On Receivables, On
payables.

Display: Trial Balance. Day Book, Account Book. Statement of’ Accounts,
Inventory Books Statements of Inventory. Cash/fund flow. Payroll Reports.
[ist of Accounts Exception Reports. Print Management.

Unit-V Purchase Procedurc in a company: Purchase Order, Receipt of Goods.
Purchase invoice. Purchase Returns Credit Note, Sales procedure in a
company. Sales Order, Dispatch of Goods. Sales invoice Sales Returns. Debit
Note Using Optional Vouchers for Purchase Enquiry. Quotations. Inventory
Reports. Reports pertaining to inventory.

Advanced Features of Tally: Printing & Housekeeping, Backup & Restore
,Tally Vault etc. Business Management Introduction to Cost Center, Cost
Categories, Provisional Vouchers, MIS Reports.

Course Outcomes: This course will make student capable for handling financial accounting
into tally in following scope:-

e Preparation of Voucher types as per specific requirement under Payment. Receipt.
Journal. Purchase. Sale ctc.

e Make an entry to Payment. Receipt. Journal., Contra. Purchase. Sales, Purchase. and
Return & Sales Return Voucher in related Ledgers.

e Make Journals entries in to proper head.

¢ Make ledger into proper group.

e Preparation of Financial Statement Comprises Trading account.Profit & [oss
Account or Income & Expenditure Account.Receipts and Payment Account Balance
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* Also Interpretation of financial St
e Reconcile Bank Statement with ¢
e  Maintenance of Stock/inve
* Report generation elc,

atements.
ash Book.
ntories.

ot o T : tion certificate to every
Certification :- Ihe College needs 1o provide course completion certificate (¢ ;

students who completed the course successfully.
Total Teaching: 30 Days

Methods of Instructions :-
l. By Lecture

2. Discussion

3. Assignment

4. Tands of Practice

Members

I- Dr.S.N.Jha

2- Dr.H.P.Singh Saluja
3- Dr. S.R. Thakur

4- Dr.G.P.Gupta
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