Courses Syllabus Details
	Course Name
	Duration
	Eligibility 

	Certificate in Basic Computer (CBC)
	1 or 2 or 3 Months
	Not Applicable

	Certificate in Computer Fundamentals For Kids (CCFK)
	1 or 2 or 3 Months
	Not Applicable

	Certificate in Computer Financial Accounting (CCFA-Tally)
	1 or 2 or 3 or 6 Months
	Not Applicable

	Certificate in Computer Programming (CCP)
	1 or 2 or 3 or 6 Months
	Not Applicable

	Certificate in DeskTop Publishing (CDTP)
	3 or 6 Months
	Not Applicable

	Certificate in Web Designing (CWD)
	3 or 6 Months
	Not Applicable

	Certificate in Computer Skills (CCS)
	6 Months
	Not Applicable

	Diploma in Computer Skills (DCS)
	6 Months
	10th Pass

	Diploma in Computer Application (DCA)
	6 Months
	10th Pass

	Diploma in Web Designing (DWD)
	6 Months
	10th Pass

	Diploma in Desktop Publishing (DDTP)
	6 Months
	10th Pass

	Advance Certificate in Computer Skills (ACCS)
	1 Year
	Not Applicable

	Advance Diploma in Computer Application (ADCA)
	1 Year
	10th Pass

	Advance Diploma in Computer Skills (ADCS)
	1 Year
	10th Pass

	Advance Diploma in Computer Financial Accounting (ADCFA)
	1 Year
	10th Pass

	Diploma in Computer Office Skills & Accounting (DCOSA)
	1 Year
	10th Pass

	Diploma in Computer Office Management & Publishing (DCOMP)
	1 Year
	12th Pass

	Advance Diploma in Computer Programming Skills (ADCPS)
	1 Year
	12th Pass

	Honours Diploma in Computer Skills (HDCS)
	1 Year
	12th Pass

	PG Diploma in Computer Skills (PGDCS)
	1 Year
	Graduation




Please Distribute Below Mentioned Syllabus Copies to Your Computer Teachers

So That Your Teacher Can Provide Systematically Teaching To Students.

You Can Modify/Change Below Mentioned Courses Syllabus


















Certificate in Basic Computer (CBC)
Duration: 1 or 2 or 3 Months          Eligibility: Not Applicable
Timings: 1 hr Theory and 1 hr Practical Class

Syllabus Coverage:
Fundamental of Computer:
Theoretical Work:- Introduction to Computer, Definition of Computer, Computer Characteristics, Classification of Computer, Input/Output Unit- CPU,  History & Generations of Computers, Bit & Bytes, Introduction to Computer Hardware-Input & Output Devices, Memory & its types, Introduction to Computer Software & its Classification.
Practical Work: English typing-Tutor (During theory of Fundamental)
Operating System: 
Theoretical Work:- Operating System- Definition & Function, Introduction to Window & its current versions, Introduction & types of Window.
Practical Works:-Start up window on your CPU & Monitor, Introduction to Window Accessories- Calculator, Note Pad, Word Pad, and Paint & Clock.
Microsoft Office: Word, Excel, PowerPoint
MS WORD
Theoretical Cum Work:- Introduction to MS Word, MS Word Screen, Title bar, Menu bar, Standard tool bar, Formatting tool bar, The Ruler, Status bar.
Practical Work:- To Create, Open, Save Documents etc: New Document, Page Setup of Document, Type words in Documents, Save/Save as Document, Open Document, Print Preview of Document, and Print.
To Edit Document: Undo typing, Redo typing, Cut, Copy, Paste, Office Clipboard, Select All, Find, Replace, Go to.
To View Document: Normal View, Web layout View, Print Layout View, Outline View, Task pane. Toolbar Options, Ruler View, Document Map, Header & Footer, Full Screen View, Zoom.
[bookmark: sa]To Insert Date, Time Symbol, Picture etc. in Document: Page Number, Date & Time, Symbol, Picture- Clipart/FromFile/OrganizationChart/WordArt/AutoShapes/Chart, Comment, Hyperlink, Reference-Footnote/Caption, Diagram, Textbox, File, object. 
To Format font, paragraph etc. in documents: Font, Paragraph, Bullet & Numbering Border, Shading, Drop Cap, Change Case, Background, Theme, Style & Formatting.
To Create Table: Draw table, Insert table, Delete table, Select Table, Table Auto format, Convert text to table. Convert table to text.
MS EXCEL
Theoretical Cum Practical Work:- Introduction to MS Excel, MS Excel Screen, Standard tool bar, Formatting tool bar, Creating work book, Entering Data, Creating Formulas, Formatting a Worksheet, Inserting Table, picture ,Charts, Sorting, Printing. Function-Statistical Function/Logical Function, Filtering Data. General Template- Loan Calculator, Invoice etc.
MS POWERPOINT
Theoretical cum Practical Work:- Introduction to MS PowerPoint, Main Elements of presentation- Slides/Handout/SpeakersNote/Outlines, Creating a presentation, To format Slides, To Insert- Table/Chart & other Drawing objects. To print Slides.
Computer Lab Practical 
 Viva








Certificate in Computer Fundamentals For Kids (CCFK)
Duration: 1 or 2 or 3 Months          Eligibility: Not Applicable
Timings: 1 hr Theory and 1 hr Practical Class

Syllabus Coverage:
Fundamental of Computer:
Theoretical Work:- Introduction to Computer, Definition of Computer, Computer Characteristics, Classification of Computer, Input/Output Unit- CPU,  History & Generations of Computers, Bit & Bytes, Introduction to Computer Hardware-Input & Output Devices, Memory & its types, Introduction to Computer Software & its Classification.
Practical Work: English typing-Tutor (During theory of Fundamental)
Operating System: 
Theoretical Work:- Operating System- Definition & Function, Introduction to Window & its current versions, Introduction & types of Window.
Practical Works:-Start up window on your CPU & Monitor, Introduction to Window Accessories- Calculator, Note Pad, Word Pad, and Paint & Clock.
Computer Lab Practical
Viva

























Certificate in Computer Financial Accounting (CCFA-Tally)
Duration: 1 or 2 or 3 or 6 Months          Eligibility: Not Applicable
Timings: 1 hr Theory and 1 hr Practical Class

Syllabus Coverage:
Fundamental of Computer:
Theoretical Work:- Introduction to Computer, Definition of Computer, Computer Characteristics, Classification of Computer, Input/Output Unit- CPU, History & Generations of Computers, Bit & Bytes, Introduction to Computer Hardware-Input & Output Devices, Memory & its types, Introduction to Computer Software & its Classification.
Practical Work: English typing-Tutor (During theory of Fundamental)
Operating System: 
Theoretical Work:- Operating System- Definition & Function, Introduction to Window & its current versions, Introduction & types of Window.
Practical Works:-Start up window on your CPU & Monitor, Introduction to Window Accessories- Calculator, Note Pad, Word Pad, and Paint & Clock.
Tally: 
Theoretical Cum Practical Work:- Basic of Accountancy, Introduction to Tally, Meaning of Tally, Use of Tally, To Start Tally, To Create Company, Selecting a Company, Altering a Company, Closing a Company
Accounts Groups- Creating Ledger Accounts, Display Ledger Accounts, Altering a Ledger Account, Deleting Ledger Accounts, Multiple Ledgers, Exit From Tally
Inventory Information- Introduction of Inventory Information, Stock Groups, Stock Categories, Creating Multiple Stock Categories, Units of Measures, Location & Godown, Stock Items, Purchase Order, Sales Order, Invoice Entry
Voucher Entry- Introduction of Voucher Entry, Steps to Make Voucher Entry, Receipt Voucher, Payment Voucher, Contra Voucher, Purchase Vouchers, Sales Voucher, Journal Voucher, Credit Note, Debit Note, Journal, Stock Journal, Physical Stock Voucher, Memo Voucher, Reversing Journals, Displaying, Altering & Deleting Vouchers.
Reports- Introduction of Reports, Balance sheet, Configuring Balance Sheet, Printing Balance sheet, Profit & Loss Account, Printing of Profit & Loss Account, Stock Summary, Configuring of Stock Summary, Printing of Stock Summary, Day Book, Configuring of Day Book, Printing of Day Book, Accounts Books, Group Summary, Inventory Books, Statements of Inventory
Taxes- GST or VAT, TDS or Sales Tax or Service Tax. Or Concept of Payroll, Solved Exercise.
Computer Lab Practical
Viva














Certificate in Computer Programming (CCP)
Duration: 1 or 2 or 3 or 6 Months          Eligibility: Not Applicable
Timings: 1 hr Theory and 1 hr Practical Class

Syllabus Coverage:
Programming Language C:
Overview of C: History of C, Importance of C, Structure of a C Program.
Elements of C: C character set, identifiers and keywords, Data types, Constants and Variables, Assignment statement, Symbolic constant.
Input/output: Unformatted & formatted I/O function in C, Input functions viz. scanf(), getch(), getche(), getchar(), gets(), output functions viz. printf(), putch(), putchar(), puts().
Operators & Expression: Arithmetic, relational, logical, bitwise, unary, assignment, conditional
operators and special operators. Arithmetic expressions, evaluation of arithmetic expression, type
casting and conversion, operator hierarchy & associability.
Decision making & branching: Decision making with IF statement, IF-ELSE statement, Nested IF statement, ELSE-IF ladder, switch statement, goto statement.
looping: For, while, and do-while loop, jumps in loops, break, continue statement.
Functions: Definition, prototype, passing parameters, recursion.
Storage classes in C: auto, extern, register and static storage class, their scope, storage, & lifetime.
Arrays: Definition, initialization, processing an array, passing arrays to functions, Strings & arrays.
Strings in ‘C’: Introduction, Declaration and initialization of string, String I/O, Array of strings, String manipulation functions: String length, copy, compare, concatenate, search for a substring.
Structure and Union: Introduction, Features of structures, Declaration and initialization of structures, Structure within structure, Array of structures, Structure and functions. Union: Introduction, Union of structures. Typedef, Enumerations.
Pointers: Introduction, Pointer variables, Pointer operators, Pointer assignment, Pointer conversions, Pointer arithmetic, Pointer comparison, Pointers and arrays, Pointers and functions, Pointers and strings, Pointer to pointer, dynamic allocation using pointers malloc(), calloc(), realloc().
Files: Introduction, File types, File operations, File I/O, Structure Read and write in a file, Errors in file handling, Random-access I/O in files.
Preprocessor: Introduction, #define, macros, macro versus functions, #include, Conditional Compilation directives, undefining a macro. Command line arguments: defining and using
Command line arguments.
Or
Programming Language C++:
Introduction to C++: C++ Standard Library, Illustrative Simple C++ Programs. Header Files, Namespaces, Application of object oriented programming.
Object Oriented Concepts: Introduction to Objects and Object Oriented Programming, Encapsulation, Polymorphism, Overloading, Inheritance
Classes & Object: Abstract Classes, Accessifier (public/ protected/ private), Class Scope and Accessing Class Members, Controlling Access Function, Constant, Class Member, Structure and Class
Friend Functions: Friend Function and Friend Classes
Dynamic Memory Allocation: This Pointer, Dynamic Memory Allocation and Deallocation (New and Delete)
Static Members: Static Class Members, Static Member Functions
Constructors & Destructors: Constructors, parameter Constructors and Copy Constructors, Deconstructors, 
Inheritance: Introduction of inheritance, Types of Inheritance, Overriding Base Class Members in a Derived Class, Public, Protected and Private Inheritance, Effect of Constructors and Deconstructors of Base Class in Derived Classes.
Polymorphism: Introduction to Polymorphism, Pointer to Derived class, Virtual Functions, Pure Virtual Function, Abstract Base Classes, Static and Dynamic Binding. 
Operator Overloading: Fundamentals of Operator Overloading, Rules for Operators Overloading, Implementation of Operator Overloading Like  <<,>>  Unary Operators, Binary Operators.
Files: Text Streams and binary stream, Sequential and Random Access File, Stream Input/ Output Classes, Stream Manipulators.
Exception Handling: Basics of C++ Exception Handling, Try, Throw, Catch, multiple catch, Re-throwing an Exception, Exception specifications.
Templates: Function Templates, Overloading Template Functions, Class Template, Class Templates and Non- Type Template arguments.
Or
Programming Language VB (Visual Basic)
Theoretical Cum Practical Work:- Introduction to VB, Features of VB, VB 6 Vs other version of VB
Structure of VB Application- Control Property & Methods
Procedure of VB- event, general, function & properties
Modules in Visual Basic- form modules, standard & class modules
Data Types, Variable, Constant operators- Math operator, comparison, logical operator, Decision Control structure, Loop Control structure, Function, array.
Or
Oracle-SQL (Structured Query language):
Theoretical Cum Practical Work:- Introduction of Oracle/RDBMS, objectives, SQL*Plus, SQL Command
DDL-Create, Alter, Drop
DML- Insert, Delete, Update, select
DCL- Grant, Revoke
Creating a table-Constant, Data Types, Operators & Functions, Alter a table, Character set, Identifier, constant, variables
Constraints- Primary key, unique key, check constraint, foreign key
Joins
Or
JAVA PROGRAMMING
Theoretical Cum Practical Work:- Objects Oriented Programming Concept, Introduction of Java Programming, Data Types, Variables, Laterals, Operator- (Arithmetic, unary, relational, conditional) Expression- Decision making & looping, Array, Classes, Objects, Interface, Inheritance, String Characters, packages.
Or
JavaScript:
Theoretical Work:- Introduction to JavaScript, Overview, Difference between JavaScript & Java, Versions of JavaScript, Syntax & Conventions, Writing a Simple JavaScript Program, Variables & their Naming Rules, Variable Scopes, Expressions, Conditional Expressions, Loop Statements-for Statement/while Statements/break Statements/continue Statements, Functions, Arrays, Objects, Event handlers- onClick/onMouseOver/onSubmit/onFocus/onChange/onBlur/onLoad/onunload, Dialog boxes -Alert, Confirm & Prompt
Practical Work:- Script for Creating an Alert Dialog Box, Script for Creating an Prompt Dialog Box, Some Scripts for Practicing in Java.
Computer Lab Practical
Viva













Certificate in DeskTop Publishing (CDTP)
Duration: 3 or 6 Months          Eligibility: Not Applicable
Timings: 1 hr Theory and 1 hr Practical Class

Syllabus Coverage:
Fundamental of Computer:
Theoretical Work:- Introduction to Computer, Definition of Computer, Computer Characteristics, Classification of Computer, Input/Output Unit- CPU,  History & Generations of Computers, Bit & Bytes, Introduction to Computer Hardware-Input & Output Devices, Memory & its types, Introduction to Computer Software & its Classification.
Practical Work: English typing-Tutor (During theory of Fundamental)
Operating System: 
Theoretical Work:- Operating System- Definition & Function, Introduction to Window & its current versions, Introduction & types of Window.
Practical Works:-Start up window on your CPU & Monitor, Introduction to Window Accessories- Calculator, Note Pad, Word Pad, and Paint & Clock.
Microsoft Office: Word, Excel, PowerPoint
MS WORD
Theoretical Cum Work:- Introduction to MS Word, MS Word Screen, Title bar, Menu bar, Standard tool bar, Formatting tool bar, The Ruler, Status bar.
Practical Work:- To Create, Open, Save Documents etc: New Document, Page Setup of Document, Type words in Documents, Save/Save as Document, Open Document, Print Preview of Document, and Print.
To Edit Document: Undo typing, Redo typing, Cut, Copy, Paste, Office Clipboard, Select All, Find, Replace, Go to.
To View Document: Normal View, Web layout View, Print Layout View, Outline View, Task pane. Toolbar Options, Ruler View, Document Map, Header & Footer, Full Screen View, Zoom.
To Insert Date, Time Symbol, Picture etc. in Document: Page Number, Date & Time, Symbol, Picture- Clipart/FromFile/OrganizationChart/WordArt/AutoShapes/Chart, Comment, Hyperlink, Reference-Footnote/Caption, Diagram, Textbox, File, object. 
To Format font, paragraph etc. in documents: Font, Paragraph, Bullet & Numbering Border, Shading, Drop Cap, Change Case, Background, Theme, Style & Formatting.
To Create Table: Draw table, Insert table, Delete table, Select Table, Table Auto format, Convert text to table. Convert table to text.
MS EXCEL
Theoretical Cum Practical Work:- Introduction to MS Excel, MS Excel Screen, Standard tool bar, Formatting tool bar, Creating work book, Entering Data, Creating Formulas, Formatting a Worksheet, Inserting Table, picture ,Charts, Sorting, Printing. Function-Statistical Function/Logical Function, Filtering Data. General Template- Loan Calculator, Invoice etc.
MS POWERPOINT
Theoretical cum Practical Work:- Introduction to MS PowerPoint, Main Elements of presentation- Slides/Handout/SpeakersNote/Outlines, Creating a presentation, To format Slides, To Insert- Table/Chart & other Drawing objects. To print Slides.
DTP
PAGEMAKER
Theoretical Cum Practical Work:- Introduction to PageMaker- PageMaker Environment Elements, Navigating a PageMaker Document & Tools, Creating a Document- Document Setup and Saving, Using Text, Using and Importing Graphics, Multi-Page Documents- Multi-Page Document Setup, Master Pages, Inserting Pages and Working with Text, Working with Frames- Creating Text Frames, Formatting Text- Character Formatting, Paragraph Formatting, Working with Indents, Tabs, and Rules, Graphics- Working with Text and Graphics, Attaching Text to a Frame.
CORELDRAW
Theoretical Cum Practical Work:-Introduction: About Corel Draw, Creating a New Document, Opening a Existing Document, Working With Templates, Layout, Import, Export, Tools-Pick tool, Smudge Brush, Roughen Brush, Free Transform Tool, Crop tool, Hand Tool, Text tool, freehand tool, Rectangular tool, Interactive tool, Eyedropper tool, Outline tool, Fill tool, Interactive Fill tool, Selecting fill and outline color, Corel Draw Layout-Insert Page, Delete Page, Rename Page, Page Setup, Page Background Working with Shape & Object- Drawing Rectangle, Drawing Circle, Drawing Polygon, Creating Star, Working with Basic shape, Arrows, Flowchart Shape, Banner Shape, Working with Text & Line- Formatting Text, Formatting Paragraph, Changing Shape of the Text, Working With Lines, Design Works- Logo, Poster, Visiting Cards etc.
PHOTOSHOP
Theoretical Cum Practical Work:-Introduction to Photoshop-Resetting Tools, Resetting Preferences, The Interface, Workspaces, Toolbox, Opening, Closing, and Saving Images, Save for Web, Using the Quick Edit Workspace- Creating Photo Vignettes, Using the Marquee Tools, Feathering a Selection, Basic Image Cropping, Using the Smart Brush Tool, Editing Smart Brush Effects, Selective Coloring the Easy Way, Selection-The Select Menu, Refine Edge, Using the Marquee Selection Tools, Using the Lasso Tool, Using the Magnetic Lasso Tool, Using the Polygonal Lasso Tool, Using the Magic Wand, Creating a Simple Composite Image, Using the Selection Brush, Using the Quick Selection Tool, Using the Magic Extractor, Using the Defringe Command, Making a Picture-in-Picture "Snapshot", Stroking Selections, Using the Shear Filters, Adjustment Layers, Working with Color-Color Basics, Using the Color Picker, Using the Swatches Palette,Color Management in PSE 7, Using the Undo History Palette, Resizing and Resampling Images, Layers- Merge Down, Merge Visible, Flatten: Why and When, Fill Layers, Group with Previous, Changing Layer Content, Taking a Screenshot & Scanning a Photo.
Computer Lab Practical
Viva





























Certificate in Web Designing (CWD)
Duration: 3 or 6 Months	  Eligibility: Not Applicable
Timings: 1 hr Theory and 1 hr Practical Class
Syllabus Coverage:
Fundamental of Computer:
Theoretical Work:- Introduction to Computer, Definition of Computer, Computer Characteristics, Classification of Computer, Input/Output Unit- CPU,  History & Generations of Computers, Bit & Bytes, Introduction to Computer Hardware-Input & Output Devices, Memory & its types, Introduction to Computer Software & its Classification.
Practical Work: English typing-Tutor (During theory of Fundamental)
Operating System: 
Theoretical Work:- Operating System- Definition & Function, Introduction to Window & its current versions, Introduction & types of Window.
Practical Works:-Start up window on your CPU & Monitor, Introduction to Window Accessories- Calculator, Note Pad, Word Pad, and Paint & Clock.
HTML & DHTML:
HTML	
Theoretical cum Practical Work:- Introduction to HTML, Concept, Versions of HTML,  HTML editors, Elements of HTML-Tags/Attributes, To write a HTML document
Minimum Required Tags in HTML-HTML Tag,/Head Tag/Title Tag/Body Tag,  A Sample of HTML Document, Headings, Paragraphs, Line Break, Lists- Number list/Unnumbered List/Definition Lists/Nested List, Type Attribute, Preformatted Text, Using Links-WebPages/Mailto/Images, Specify Size of images, Character Formatting-Bold/Underline/Italic/Suscripts/Superscripts/Alignment Attribute/Changing Font Size & Color, Setting the Color of Body Background/Text & Links. Background Graphics or Images.
DHTML
Theoretical Cum Practical Work:- Introduction to DHTML, Table-Tag/ Border/Cells/Row/ Space/Size/Alignment/Spanning Rows & Columns/Specify Background Color/Creating Table with in Table, Frames, Using Forms- Setting Up a Form/Creating a text box/Creating a Radio Button/Creating a Checkbox/Creating a Menu/Creating Buttons a Submit or Accept, Reset or Refresh. 
JavaScript:
Theoretical Work:- Introduction to JavaScript, Overview, Difference between JavaScript & Java, Versions of JavaScript, Syntax & Conventions, Writing a Simple JavaScript Program, Variables & their Naming Rules, Variable Scopes, Expressions, Conditional Expressions, Loop Statements-for Statement/while Statements/break Statements/continue Statements, Functions, Arrays, Objects, Event handlers- onClick/onMouseOver/onSubmit/onFocus/onChange/onBlur/onLoad/onunload, Dialog boxes -Alert, Confirm & Prompt
Practical Work:- Script for Creating an Alert Dialog Box, Script for Creating an Prompt Dialog Box, Some Scripts for Practicing in Java.
CSS (Cascading Style Sheet):
Introduction, Levels of Style Sheets, Style Specification Formats, Selector Forms, Property Value Forms, Font Properties, List Properties, Color, Alignment of Text, Box Model, Background Images, Conflict Resolution.
SQL (Structured Query language):
Theoretical Cum Practical Work:- Introduction of Oracle/RDBMS, objectives, SQL*Plus, SQL Command
DDL-Create, Alter, Drop. DML- Insert, Delete, Update, select. DCL- Grant, Revoke
Creating a table-Constant, Data Types, Operators & Functions, Alter a table, Character set, Identifier, constant, variables
Constraints- Primary key, unique key, check constraint, foreign key. Joins
PHP:
Introduction to PHP, Environment setup, Syntax overview, Variable types, Constants, Operators, Decision making, Loops, Arrays, Strings, GET and POST methods, File Inclusion functions, Files and I/O, Functions, Cookies, Session, Login script, File Uploading
Advanced PHP:
PHP and Ajax, PHP & MYSQl, Error Handling, Date and Time, PHP & XML, PHP forms, Validation
AJAX
Computer Lab Practical
Viva

Certificate in Computer Skills (CCS)
Duration: 6 Months        Eligibility: Not Applicable 
Timings: 1 hr Theory and 1 hr Practical Class

Syllabus Coverage:
Fundamental of Computer:
Theoretical Work:- Introduction to Computer, Definition of Computer, Computer Characteristics, Classification of Computer, Input/Output Unit- CPU,  History & Generations of Computers, Bit & Bytes, Introduction to Computer Hardware-Input & Output Devices, Memory & its types, Introduction to Computer Software & its Classification.
Practical Work: English typing-Tutor (During theory of Fundamental)
Operating System: 
Theoretical Work:- Operating System- Definition & Function, Introduction to Window & its current versions, Introduction & types of Window.
Practical Works:-Start up window on your CPU & Monitor, Introduction to Window Accessories- Calculator, Note Pad, Word Pad, and Paint & Clock.
Microsoft Office: Word, Excel, PowerPoint
MS WORD
Theoretical Cum Work:- Introduction to MS Word, MS Word Screen, Title bar, Menu bar, Standard tool bar, Formatting tool bar, The Ruler, Status bar.
Practical Work:- To Create, Open, Save Documents etc: New Document, Page Setup of Document, Type words in Documents, Save/Save as Document, Open Document, Print Preview of Document, and Print.
To Edit Document: Undo typing, Redo typing, Cut, Copy, Paste, Office Clipboard, Select All, Find, Replace, Go to.
To View Document: Normal View, Web layout View, Print Layout View, Outline View, Task pane. Toolbar Options, Ruler View, Document Map, Header & Footer, Full Screen View, Zoom.
To Insert Date, Time Symbol, Picture etc. in Document: Page Number, Date & Time, Symbol, Picture- Clipart/FromFile/OrganizationChart/WordArt/AutoShapes/Chart, Comment, Hyperlink, Reference-Footnote/Caption, Diagram, Textbox, File, object. 
To Format font, paragraph etc. in documents: Font, Paragraph, Bullet & Numbering Border, Shading, Drop Cap, Change Case, Background, Theme, Style & Formatting.
To Create Table: Draw table, Insert table, Delete table, Select Table, Table Auto format, Convert text to table. Convert table to text.
MS EXCEL
Theoretical Cum Practical Work:- Introduction to MS Excel, MS Excel Screen, Standard tool bar, Formatting tool bar, Creating work book, Entering Data, Creating Formulas, Formatting a Worksheet, Inserting Table, picture ,Charts, Sorting, Printing. Function-Statistical Function/Logical Function, Filtering Data. General Template- Loan Calculator, Invoice etc.
MS POWERPOINT
Theoretical cum Practical Work:- Introduction to MS PowerPoint, Main Elements of presentation- Slides/Handout/SpeakersNote/Outlines, Creating a presentation, To format Slides, To Insert- Table/Chart & other Drawing objects. To print Slides.
MS ACCESS
Theoretical cum Practical Work:- Introduction to MS Access, MS Access Screen, Title bar, Menu Bar, The toolbars, The status Bar, Create/Open/Close a database, Creating/Closing/Saving data tables, Relationships, Queries, Forms, Reports.
Programming Language C:
Overview of C: History of C, Importance of C, Structure of a C Program.
Elements of C: C character set, identifiers and keywords, Data types, Constants and Variables,
Assignment statement, Symbolic constant.
Input/output: Unformatted & formatted I/O function in C, Input functions viz. scanf(), getch(), getche(), getchar(), gets(), output functions viz. printf(), putch(), putchar(), puts().
Operators & Expression: Arithmetic, relational, logical, bitwise, unary, assignment, conditional
operators and special operators. Arithmetic expressions, evaluation of arithmetic expression, type
casting and conversion, operator hierarchy & associativity.
Decision making & branching: Decision making with IF statement, IF-ELSE statement, Nested IF statement, ELSE-IF ladder, switch statement, goto statement.
looping: For, while, and do-while loop, jumps in loops, break, continue statement.
Functions: Definition, prototype, passing parameters, recursion.
Storage classes in C: auto, extern, register and static storage class, their scope, storage, & lifetime.
Arrays: Definition, initialization, processing an array, passing arrays to functions, Strings & arrays. Strings in ‘C’: Introduction, Declaration and initialization of string, String I/O, Array of strings, String manipulation functions: String length, copy, compare, concatenate, search for a substring.
Structure and Union: Introduction, Features of structures, Declaration and initialization of structures, Structure within structure, Array of structures, Structure and functions. Union: Introduction, Union of structures. Typedef, Enumerations.
Pointers: Introduction, Pointer variables, Pointer operators, Pointer assignment, Pointer, conversions, Pointer arithmetic, Pointer comparison, Pointers and arrays, Pointers and functions, Pointers and strings, Pointer to pointer, dynamic allocation using pointers malloc(), calloc(), realloc().
Files: Introduction, File types, File operations, File I/O, Structure Read and write in a file, Errors
in file handling, Random-access I/O in files.
Preprocessor: Introduction, #define, macros, macro versus functions, #include, Conditional compilation directives, undefining a macro. Command line arguments: defining and using command line arguments.

Or
Tally: 
Theoretical Cum Practical Work:- Basic of Accountancy, Introduction to Tally, Meaning of Tally, Use of Tally, To Start Tally, To Create Company, Selecting a Company, Altering a Company, Closing a Company
Accounts Groups- Creating Ledger Accounts, Display Ledger Accounts, Altering a Ledger Account, Deleting Ledger Accounts, Multiple Ledgers, Exit From Tally
Inventory Information- Introduction of Inventory Information, Stock Groups, Stock Categories, Creating Multiple Stock Categories, Units of Measures, Location & Godown, Stock Items, Purchase Order, Sales Order, Invoice Entry
Voucher Entry- Introduction of Voucher Entry, Steps to Make Voucher Entry, Receipt Voucher, Payment Voucher, Contra Voucher, Purchase Vouchers, Sales Voucher, Journal Voucher, Credit Note, Debit Note, Journal, Stock Journal, Physical Stock Voucher, Memo Voucher, Reversing Journals, Displaying, Altering & Deleting Vouchers.
Reports- Introduction of Reports, Balance sheet, Configuring Balance Sheet, Printing Balance sheet, Profit & Loss Account, Printing of Profit & Loss Account, Stock Summary, Configuring of Stock Summary, Printing of Stock Summary, Day Book, Configuring of Day Book, Printing of Day Book, Accounts Books, Group Summary, Inventory Books, Statements of Inventory
Taxes- GST or VAT, TDS or Sales Tax or Service Tax. Or Concept of Payroll, Solved Exercise.
Internet: Introduction to Internet, Surf World Wide Web, Creating Email, Social Websites
Computer Lab Practical
Viva















Diploma in Computer Skills (DCS)
Or
Diploma in Computer Application (DCA)
Duration: 6 Months	Eligibility: 10th
Timings: 1 hr Theory and 1 hr Practical Class

Syllabus Coverage:
Fundamental of Computer:
Theoretical Work:- Introduction to Computer, Definition of Computer, Computer Characteristics, Classification of Computer, Input/Output Unit- CPU,  History & Generations of Computers, Bit & Bytes, Introduction to Computer Hardware-Input & Output Devices, Memory & its types, Introduction to Computer Software & its Classification.
Practical Work: English typing-Tutor (During theory of Fundamental)
Operating System: 
Theoretical Work:- Operating System- Definition & Function, Introduction to Window & its current versions, Introduction & types of Window.
Practical Works:-Start up window on your CPU & Monitor, Introduction to Window Accessories- Calculator, Note Pad, Word Pad, and Paint & Clock.
Microsoft Office: Word, Excel, PowerPoint
MS WORD
Theoretical Cum Work:- Introduction to MS Word, MS Word Screen, Title bar, Menu bar, Standard tool bar, Formatting tool bar, The Ruler, Status bar.
Practical Work:- To Create, Open, Save Documents etc: New Document, Page Setup of Document, Type words in Documents, Save/Save as Document, Open Document, Print Preview of Document, and Print.
To Edit Document: Undo typing, Redo typing, Cut, Copy, Paste, Office Clipboard, Select All, Find, Replace, Go to.
To View Document: Normal View, Web layout View, Print Layout View, Outline View, Task pane. Toolbar Options, Ruler View, Document Map, Header & Footer, Full Screen View, Zoom.
To Insert Date, Time Symbol, Picture etc. in Document: Page Number, Date & Time, Symbol, Picture- Clipart/FromFile/OrganizationChart/WordArt/AutoShapes/Chart, Comment, Hyperlink, Reference-Footnote/Caption, Diagram, Textbox, File, object. 
To Format font, paragraph etc. in documents: Font, Paragraph, Bullet & Numbering Border, Shading, Drop Cap, Change Case, Background, Theme, Style & Formatting.
To Create Table: Draw table, Insert table, Delete table, Select Table, Table Auto format, Convert text to table. Convert table to text.
MS EXCEL
Theoretical Cum Practical Work:- Introduction to MS Excel, MS Excel Screen, Standard tool bar, Formatting tool bar, Creating work book, Entering Data, Creating Formulas, Formatting a Worksheet, Inserting Table, picture ,Charts, Sorting, Printing. Function-Statistical Function/Logical Function, Filtering Data. General Template- Loan Calculator, Invoice etc.
MS POWERPOINT
Theoretical cum Practical Work:- Introduction to MS PowerPoint, Main Elements of presentation- Slides/Handout/SpeakersNote/Outlines, Creating a presentation, To format Slides, To Insert- Table/Chart & other Drawing objects. To print Slides.
MS ACCESS
Theoretical cum Practical Work:- Introduction to MS Access, MS Access Screen, Title bar, Menu Bar, The toolbars, The status Bar, Create/Open/Close a database, Creating/Closing/Saving data tables, Relationships, Queries, Forms, Reports.
Programming Language C:
Overview of C: History of C, Importance of C, Structure of a C Program.
Elements of C: C character set, identifiers and keywords, Data types, Constants and Variables,
Assignment statement, Symbolic constant.
Input/output: Unformatted & formatted I/O function in C, Input functions viz. scanf(), getch(), getche(), getchar(), gets(), output functions viz. printf(), putch(), putchar(), puts().
Operators & Expression: Arithmetic, relational, logical, bitwise, unary, assignment, conditional
operators and special operators. Arithmetic expressions, evaluation of arithmetic expression, type
casting and conversion, operator hierarchy & associativity.
Decision making & branching: Decision making with IF statement, IF-ELSE statement, Nested IF statement, ELSE-IF ladder, switch statement, goto statement.
looping: For, while, and do-while loop, jumps in loops, break, continue statement.
Functions: Definition, prototype, passing parameters, recursion.
Storage classes in C: auto, extern, register and static storage class, their scope, storage, & lifetime.
Arrays: Definition, initialization, processing an array, passing arrays to functions, Strings & arrays. Strings in ‘C’: Introduction, Declaration and initialization of string, String I/O, Array of strings, String manipulation functions: String length, copy, compare, concatenate, search for a substring.
Structure and Union: Introduction, Features of structures, Declaration and initialization of structures, Structure within structure, Array of structures, Structure and functions. Union: Introduction, Union of structures. Typedef, Enumerations.
Pointers: Introduction, Pointer variables, Pointer operators, Pointer assignment, Pointer, conversions, Pointer arithmetic, Pointer comparison, Pointers and arrays, Pointers and functions, Pointers and strings, Pointer to pointer, dynamic allocation using pointers malloc(), calloc(), realloc().
Files: Introduction, File types, File operations, File I/O, Structure Read and write in a file, Errors
in file handling, Random-access I/O in files.
Preprocessor: Introduction, #define, macros, macro versus functions, #include, Conditional compilation directives, undefining a macro. Command line arguments: defining and using command line arguments.

Or
Tally: 
Theoretical Cum Practical Work:- Basic of Accountancy, Introduction to Tally, Meaning of Tally, Use of Tally, To Start Tally, To Create Company, Selecting a Company, Altering a Company, Closing a Company
Accounts Groups- Creating Ledger Accounts, Display Ledger Accounts, Altering a Ledger Account, Deleting Ledger Accounts, Multiple Ledgers, Exit From Tally
Inventory Information- Introduction of Inventory Information, Stock Groups, Stock Categories, Creating Multiple Stock Categories, Units of Measures, Location & Godown, Stock Items, Purchase Order, Sales Order, Invoice Entry
Voucher Entry- Introduction of Voucher Entry, Steps to Make Voucher Entry, Receipt Voucher, Payment Voucher, Contra Voucher, Purchase Vouchers, Sales Voucher, Journal Voucher, Credit Note, Debit Note, Journal, Stock Journal, Physical Stock Voucher, Memo Voucher, Reversing Journals, Displaying, Altering & Deleting Vouchers.
Reports- Introduction of Reports, Balance sheet, Configuring Balance Sheet, Printing Balance sheet, Profit & Loss Account, Printing of Profit & Loss Account, Stock Summary, Configuring of Stock Summary, Printing of Stock Summary, Day Book, Configuring of Day Book, Printing of Day Book, Accounts Books, Group Summary, Inventory Books, Statements of Inventory
Taxes- GST or VAT, TDS or Sales Tax or Service Tax. Or Concept of Payroll, Solved Exercise.
Internet: Introduction to Internet, Surf World Wide Web, Creating Email, Social Websites
Computer Lab Practical
Viva














Diploma in Web Designing (DWD)
Duration: 6 Months	Eligibility: 10th
Timings: 1 hr Theory and 1 hr Practical Class
Syllabus Coverage:
Fundamental of Computer:
Theoretical Work:- Introduction to Computer, Definition of Computer, Computer Characteristics, Classification of Computer, Input/Output Unit- CPU,  History & Generations of Computers, Bit & Bytes, Introduction to Computer Hardware-Input & Output Devices, Memory & its types, Introduction to Computer Software & its Classification.
Practical Work: English typing-Tutor (During theory of Fundamental)
Operating System: 
Theoretical Work:- Operating System- Definition & Function, Introduction to Window & its current versions, Introduction & types of Window.
Practical Works:-Start up window on your CPU & Monitor, Introduction to Window Accessories- Calculator, Note Pad, Word Pad, and Paint & Clock.
HTML & DHTML:
HTML	
Theoretical cum Practical Work:- Introduction to HTML, Concept, Versions of HTML, HTML editors, Elements of HTML-Tags/Attributes, To write a HTML document
Minimum Required Tags in HTML-HTML Tag,/Head Tag/Title Tag/Body Tag,  A Sample of HTML Document, Headings, Paragraphs, Line Break, Lists- Number list/Unnumbered List/Definition Lists/Nested List, Type Attribute, Preformatted Text, Using Links-WebPages/Mailto/Images, Specify Size of images, Character Formatting-Bold/Underline/Italic/Suscripts/Superscripts/Alignment Attribute/Changing Font Size & Color, Setting the Color of Body Background/Text & Links. Background Graphics or Images.
DHTML
Theoretical Cum Practical Work:- Introduction to DHTML, Table-Tag/ Border/Cells/Row/ Space/Size/Alignment/Spanning Rows & Columns/Specify Background Color/Creating Table with in Table, Frames, Using Forms- Setting Up a Form/Creating a text box/Creating a Radio Button/Creating a Checkbox/Creating a Menu/Creating Buttons a Submit or Accept, Reset or Refresh. 
JavaScript:
Theoretical Work:- Introduction to JavaScript, Overview, Difference between JavaScript & Java, Versions of JavaScript, Syntax & Conventions, Writing a Simple JavaScript Program, Variables & their Naming Rules, Variable Scopes, Expressions, Conditional Expressions, Loop Statements-for Statement/while Statements/break Statements/continue Statements, Functions, Arrays, Objects, Event handlers- onClick/onMouseOver/onSubmit/onFocus/onChange/onBlur/onLoad/onunload, Dialog boxes -Alert, Confirm & Prompt
Practical Work:- Script for Creating an Alert Dialog Box, Script for Creating an Prompt Dialog Box, Some Scripts for Practicing in Java.
CSS (Cascading Style Sheet):
Introduction, Levels of Style Sheets, Style Specification Formats, Selector Forms, Property Value Forms, Font Properties, List Properties, Color, Alignment of Text, Box Model, Background Images, Conflict Resolution.
SQL (Structured Query language):
Theoretical Cum Practical Work:- Introduction of Oracle/RDBMS, objectives, SQL*Plus, SQL Command
DDL-Create, Alter, Drop. DML- Insert, Delete, Update, select. DCL- Grant, Revoke
Creating a table-Constant, Data Types, Operators & Functions, Alter a table, Character set, Identifier, constant, variables
Constraints- Primary key, unique key, check constraint, foreign key. Joins
PHP:
Introduction to PHP, Environment setup, Syntax overview, Variable types, Constants, Operators, Decision making, Loops, Arrays, Strings, GET and POST methods, File Inclusion functions, Files and I/O, Functions, Cookies, Session, Login script, File Uploading
Advanced PHP:
PHP and Ajax, PHP & MYSQl, Error Handling, Date and Time, PHP & XML, PHP forms, Validation
AJAX
Computer Lab Practical
Viva

Diploma in Desktop Publishing (DDTP)
Duration: 6 Months	 Eligibility: 10th
Timings: 1 hr Theory and 1 hr Practical Class

Syllabus Coverage:
Fundamental of Computer:
Theoretical Work:- Introduction to Computer, Definition of Computer, Computer Characteristics, Classification of Computer, Input/Output Unit- CPU,  History & Generations of Computers, Bit & Bytes, Introduction to Computer Hardware-Input & Output Devices, Memory & its types, Introduction to Computer Software & its Classification.
Practical Work: English typing-Tutor (During theory of Fundamental)
Operating System: 
Theoretical Work:- Operating System- Definition & Function, Introduction to Window & its current versions, Introduction & types of Window.
Practical Works:-Start up window on your CPU & Monitor, Introduction to Window Accessories- Calculator, Note Pad, Word Pad, and Paint & Clock.
Microsoft Office: Word, Excel, PowerPoint
MS WORD
Theoretical Cum Work:- Introduction to MS Word, MS Word Screen, Title bar, Menu bar, Standard tool bar, Formatting tool bar, The Ruler, Status bar.
Practical Work:- To Create, Open, Save Documents etc: New Document, Page Setup of Document, Type words in Documents, Save/Save as Document, Open Document, Print Preview of Document, and Print.
To Edit Document: Undo typing, Redo typing, Cut, Copy, Paste, Office Clipboard, Select All, Find, Replace, Go to.
To View Document: Normal View, Web layout View, Print Layout View, Outline View, Task pane. Toolbar Options, Ruler View, Document Map, Header & Footer, Full Screen View, Zoom.
To Insert Date, Time Symbol, Picture etc. in Document: Page Number, Date & Time, Symbol, Picture- Clipart/FromFile/OrganizationChart/WordArt/AutoShapes/Chart, Comment, Hyperlink, Reference-Footnote/Caption, Diagram, Textbox, File, object. 
To Format font, paragraph etc. in documents: Font, Paragraph, Bullet & Numbering Border, Shading, Drop Cap, Change Case, Background, Theme, Style & Formatting.
To Create Table: Draw table, Insert table, Delete table, Select Table, Table Auto format, Convert text to table. Convert table to text.
MS EXCEL
Theoretical Cum Practical Work:- Introduction to MS Excel, MS Excel Screen, Standard tool bar, Formatting tool bar, Creating work book, Entering Data, Creating Formulas, Formatting a Worksheet, Inserting Table, picture ,Charts, Sorting, Printing. Function-Statistical Function/Logical Function, Filtering Data. General Template- Loan Calculator, Invoice etc.
MS POWERPOINT
Theoretical cum Practical Work:- Introduction to MS PowerPoint, Main Elements of presentation- Slides/Handout/SpeakersNote/Outlines, Creating a presentation, To format Slides, To Insert- Table/Chart & other Drawing objects. To print Slides.
DTP
PAGEMAKER
Theoretical Cum Practical Work:- Introduction to PageMaker- PageMaker Environment Elements, Navigating a PageMaker Document & Tools, Creating a Document- Document Setup and Saving, Using Text, Using and Importing Graphics, Multi-Page Documents- Multi-Page Document Setup, Master Pages, Inserting Pages and Working with Text, Working with Frames- Creating Text Frames, Formatting Text- Character Formatting, Paragraph Formatting, Working with Indents, Tabs, and Rules, Graphics- Working with Text and Graphics, Attaching Text to a Frame.
CORELDRAW
Theoretical Cum Practical Work:-Introduction: About Corel Draw, Creating a New Document, Opening a Existing Document, Working With Templates, Layout, Import, Export, Tools-Pick tool, Smudge Brush, Roughen Brush, Free Transform Tool, Crop tool, Hand Tool, Text tool, freehand tool, Rectangular tool, Interactive tool, Eyedropper tool, Outline tool, Fill tool, Interactive Fill tool, Selecting fill and outline color, Corel Draw Layout-Insert Page, Delete Page, Rename Page, Page Setup, Page Background Working with Shape & Object- Drawing Rectangle, Drawing Circle, Drawing Polygon, Creating Star, Working with Basic shape, Arrows, Flowchart Shape, Banner Shape, Working with Text & Line- Formatting Text, Formatting Paragraph, Changing Shape of the Text, Working With Lines, Design Works- Logo, Poster, Visiting Cards etc.
PHOTOSHOP
Theoretical Cum Practical Work:-Introduction to Photoshop-Resetting Tools, Resetting Preferences, The Interface, Workspaces, Toolbox, Opening, Closing, and Saving Images, Save for Web, Using the Quick Edit Workspace- Creating Photo Vignettes, Using the Marquee Tools, Feathering a Selection, Basic Image Cropping, Using the Smart Brush Tool, Editing Smart Brush Effects, Selective Coloring the Easy Way, Selection-The Select Menu, Refine Edge, Using the Marquee Selection Tools, Using the Lasso Tool, Using the Magnetic Lasso Tool, Using the Polygonal Lasso Tool, Using the Magic Wand, Creating a Simple Composite Image, Using the Selection Brush, Using the Quick Selection Tool, Using the Magic Extractor, Using the Defringe Command, Making a Picture-in-Picture "Snapshot", Stroking Selections, Using the Shear Filters, Adjustment Layers, Working with Color-Color Basics, Using the Color Picker, Using the Swatches Palette,Color Management in PSE 7, Using the Undo History Palette, Resizing and Resampling Images, Layers- Merge Down, Merge Visible, Flatten: Why and When, Fill Layers, Group with Previous, Changing Layer Content, Taking a Screenshot & Scanning a Photo.
Computer Lab Practical
Viva





























Advance Certificate in Computer Skills (ACCS)
Duration: 12 Months          Eligibility: Not Applicable
Timings: 1 hr Theory and 1 hr Practical Class

Syllabus Coverage:
Fundamental of Computer:
Theoretical Work:- Introduction to Computer, Definition of Computer, Computer Characteristics, Classification of Computer, Input/Output Unit- CPU,  History & Generations of Computers, Bit & Bytes, Introduction to Computer Hardware-Input & Output Devices, Memory & its types, Introduction to Computer Software & its Classification.
Practical Work: English typing-Tutor (During theory of Fundamental)
Operating System: 
Theoretical Work:- Operating System- Definition & Function, Introduction to Window & its current versions, Introduction & types of Window.
Practical Works:-Start up window on your CPU & Monitor, Introduction to Window Accessories- Calculator, Note Pad, Word Pad, and Paint & Clock.
Microsoft Office: Word, Excel, PowerPoint
MS WORD
Theoretical Cum Work:- Introduction to MS Word, MS Word Screen, Title bar, Menu bar, Standard tool bar, Formatting tool bar, The Ruler, Status bar.
Practical Work:- To Create, Open, Save Documents etc: New Document, Page Setup of Document, Type words in Documents, Save/Save as Document, Open Document, Print Preview of Document, and Print.
To Edit Document: Undo typing, Redo typing, Cut, Copy, Paste, Office Clipboard, Select All, Find, Replace, Go to.
To View Document: Normal View, Web layout View, Print Layout View, Outline View, Task pane. Toolbar Options, Ruler View, Document Map, Header & Footer, Full Screen View, Zoom.
To Insert Date, Time Symbol, Picture etc. in Document: Page Number, Date & Time, Symbol, Picture- Clipart/FromFile/OrganizationChart/WordArt/AutoShapes/Chart, Comment, Hyperlink, Reference-Footnote/Caption, Diagram, Textbox, File, object. 
To Format font, paragraph etc. in documents: Font, Paragraph, Bullet & Numbering Border, Shading, Drop Cap, Change Case, Background, Theme, Style & Formatting.
To Create Table: Draw table, Insert table, Delete table, Select Table, Table Auto format, Convert text to table. Convert table to text.
MS EXCEL
Theoretical Cum Practical Work:- Introduction to MS Excel, MS Excel Screen, Standard tool bar, Formatting tool bar, Creating work book, Entering Data, Creating Formulas, Formatting a Worksheet, Inserting Table, picture ,Charts, Sorting, Printing. Function-Statistical Function/Logical Function, Filtering Data. General Template- Loan Calculator, Invoice etc.
MS POWERPOINT
Theoretical cum Practical Work:- Introduction to MS PowerPoint, Main Elements of presentation- Slides/Handout/SpeakersNote/Outlines, Creating a presentation, To format Slides, To Insert- Table/Chart & other Drawing objects. To print Slides.
MS ACCESS
Theoretical cum Practical Work:- Introduction to MS Access, MS Access Screen, Title bar, Menu Bar, The toolbars, The status Bar, Create/Open/Close a database, Creating/Closing/Saving data tables, Relationships, Queries, Forms, Reports.
HTML:
HTML
Theoretical cum Practical Work:- Introduction to HTML, Concept, Versions of HTML,  HTML editors, Elements of HTML-Tags/Attributes, To write a HTML document
Minimum Required Tags in HTML-HTML Tag,/Head Tag/Title Tag/Body Tag,  A Sample of HTML Document, Headings, Paragraphs, Line Break, Lists- Number list/Unnumbered List/Definition Lists/Nested List, Type Attribute, Preformatted Text, Using Links-WebPages/Mailto/Images, Specify Size of images, Character Formatting-Bold/Underline/Italic/Suscripts/Superscripts/Alignment Attribute/Changing Font Size & Color, Setting the Color of Body Background/Text & Links. Background Graphics or Images.
Or 
Tally: 
Theoretical Cum Practical Work:- Basic of Accountancy, Introduction to Tally, Meaning of Tally, Use of Tally, To Start Tally, To Create Company, Selecting a Company, Altering a Company, Closing a Company
Accounts Groups- Creating Ledger Accounts, Display Ledger Accounts, Altering a Ledger Account, Deleting Ledger Accounts, Multiple Ledgers, Exit From Tally
Inventory Information- Introduction of Inventory Information, Stock Groups, Stock Categories, Creating Multiple Stock Categories, Units of Measures, Location & Godown, Stock Items, Purchase Order, Sales Order, Invoice Entry
Voucher Entry- Introduction of Voucher Entry, Steps to Make Voucher Entry, Receipt Voucher, Payment Voucher, Contra Voucher, Purchase Vouchers, Sales Voucher, Journal Voucher, Credit Note, Debit Note, Journal, Stock Journal, Physical Stock Voucher, Memo Voucher, Reversing Journals, Displaying, Altering & Deleting Vouchers.
Reports- Introduction of Reports, Balance sheet, Configuring Balance Sheet, Printing Balance sheet, Profit & Loss Account, Printing of Profit & Loss Account, Stock Summary, Configuring of Stock Summary, Printing of Stock Summary, Day Book, Configuring of Day Book, Printing of Day Book, Accounts Books, Group Summary, Inventory Books, Statements of Inventory
Taxes- GST or VAT, TDS or Sales Tax or Service Tax. Or Concept of Payroll, Solved Exercise.
Internet: Introduction to Internet, Surf World Wide Web, Creating Email, Social Websites
Computer Lab Practical
Viva


























Advance Diploma in Computer Application (ADCA)
Or
Advance Diploma in Computer Skills (ADCS) 
Duration: 12 Months            Eligibility: 10th
Timings: 1 hr Theory and 1 hr Practical Class

Syllabus Coverage:
Fundamental of Computer:
Theoretical Work:- Introduction to Computer, Definition of Computer, Computer Characteristics, Classification of Computer, Input/Output Unit- CPU,  History & Generations of Computers, Bit & Bytes, Introduction to Computer Hardware-Input & Output Devices, Memory & its types, Introduction to Computer Software & its Classification.
Practical Work: English typing-Tutor (During theory of Fundamental)
Operating System: 
Theoretical Work:- Operating System- Definition & Function, Introduction to Window & its current versions, Introduction & types of Window.
Practical Works:-Start up window on your CPU & Monitor, Introduction to Window Accessories- Calculator, Note Pad, Word Pad, and Paint & Clock.
Microsoft Office: Word, Excel, PowerPoint
MS WORD
Theoretical Cum Work:- Introduction to MS Word, MS Word Screen, Title bar, Menu bar, Standard tool bar, Formatting tool bar, The Ruler, Status bar.
Practical Work:- To Create, Open, Save Documents etc: New Document, Page Setup of Document, Type words in Documents, Save/Save as Document, Open Document, Print Preview of Document, and Print.
To Edit Document: Undo typing, Redo typing, Cut, Copy, Paste, Office Clipboard, Select All, Find, Replace, Go to.
To View Document: Normal View, Web layout View, Print Layout View, Outline View, Task pane. Toolbar Options, Ruler View, Document Map, Header & Footer, Full Screen View, Zoom.
To Insert Date, Time Symbol, Picture etc. in Document: Page Number, Date & Time, Symbol, Picture- Clipart/FromFile/OrganizationChart/WordArt/AutoShapes/Chart, Comment, Hyperlink, Reference-Footnote/Caption, Diagram, Textbox, File, object. 
To Format font, paragraph etc. in documents: Font, Paragraph, Bullet & Numbering Border, Shading, Drop Cap, Change Case, Background, Theme, Style & Formatting.
To Create Table: Draw table, Insert table, Delete table, Select Table, Table Auto format, Convert text to table. Convert table to text.
MS EXCEL
Theoretical Cum Practical Work:- Introduction to MS Excel, MS Excel Screen, Standard tool bar, Formatting tool bar, Creating work book, Entering Data, Creating Formulas, Formatting a Worksheet, Inserting Table, picture ,Charts, Sorting, Printing. Function-Statistical Function/Logical Function, Filtering Data. General Template- Loan Calculator, Invoice etc.
MS POWERPOINT
Theoretical cum Practical Work:- Introduction to MS PowerPoint, Main Elements of presentation- Slides/Handout/SpeakersNote/Outlines, Creating a presentation, To format Slides, To Insert- Table/Chart & other Drawing objects. To print Slides.
MS ACCESS
Theoretical cum Practical Work:- Introduction to MS Access, MS Access Screen, Title bar, Menu Bar, The toolbars, The status Bar, Create/Open/Close a database, Creating/Closing/Saving data tables, Relationships, Queries, Forms, Reports.
HTML & DHTML:
HTML
Theoretical cum Practical Work:- Introduction to HTML, Concept, Versions of HTML,  HTML editors, Elements of HTML-Tags/Attributes, To write a HTML document
Minimum Required Tags in HTML-HTML Tag,/Head Tag/Title Tag/Body Tag,  A Sample of HTML Document, Headings, Paragraphs, Line Break, Lists- Number list/Unnumbered List/Definition Lists/Nested List, Type Attribute, Preformatted Text, Using Links-WebPages/Mailto/Images, Specify Size of images, Character Formatting-Bold/Underline/Italic/Suscripts/Superscripts/Alignment Attribute/Changing Font Size & Color, Setting the Color of Body Background/Text & Links. Background Graphics or Images.
DHTML
Theoretical Cum Practical Work:- Introduction to DHTML, Table-Tag/ Border/Cells/Row/ Space/Size/Alignment/Spanning Rows & Columns/Specify Background Color/Creating Table with in Table, Frames, Using Forms- Setting Up a Form/Creating a text box/Creating a Radio Button/Creating a Checkbox/Creating a Menu/Creating Buttons a Submit or Accept, Reset or Refresh.
Programming Language C:
Overview of C: History of C, Importance of C, Structure of a C Program.
Elements of C: C character set, identifiers and keywords, Data types, Constants and Variables,
Assignment statement, Symbolic constant.
Input/output: Unformatted & formatted I/O function in C, Input functions viz. scanf(), getch(), getche(), getchar(), gets(), output functions viz. printf(), putch(), putchar(), puts().
Operators & Expression: Arithmetic, relational, logical, bitwise, unary, assignment, conditional
operators and special operators. Arithmetic expressions, evaluation of arithmetic expression, type
casting and conversion, operator hierarchy & associativity.
Decision making & branching: Decision making with IF statement, IF-ELSE statement, Nested IF statement, ELSE-IF ladder, switch statement, goto statement.
looping: For, while, and do-while loop, jumps in loops, break, continue statement.
Functions: Definition, prototype, passing parameters, recursion.
Storage classes in C: auto, extern, register and static storage class, their scope, storage, & lifetime.
Arrays: Definition, initialization, processing an array, passing arrays to functions, Strings & arrays. Strings in ‘C’: Introduction, Declaration and initialization of string, String I/O, Array of strings, String manipulation functions: String length, copy, compare, concatenate, search for a substring.
Structure and Union: Introduction, Features of structures, Declaration and initialization of structures, Structure within structure, Array of structures, Structure and functions. Union: Introduction, Union of structures. Typedef, Enumerations.
Pointers: Introduction, Pointer variables, Pointer operators, Pointer assignment, Pointer, conversions, Pointer arithmetic, Pointer comparison, Pointers and arrays, Pointers and functions, Pointers and strings, Pointer to pointer, dynamic allocation using pointers malloc(), calloc(), realloc().
Files: Introduction, File types, File operations, File I/O, Structure Read and write in a file, Errors in file handling, Random-access I/O in files.
Preprocessor: Introduction, #define, macros, macro versus functions, #include, Conditional compilation directives, undefining a macro. Command line arguments: defining and using command line arguments.

Tally: 
Theoretical Cum Practical Work:- Basic of Accountancy, Introduction to Tally, Meaning of Tally, Use of Tally, To Start Tally, To Create Company, Selecting a Company, Altering a Company, Closing a Company
Accounts Groups- Creating Ledger Accounts, Display Ledger Accounts, Altering a Ledger Account, Deleting Ledger Accounts, Multiple Ledgers, Exit From Tally
Inventory Information- Introduction of Inventory Information, Stock Groups, Stock Categories, Creating Multiple Stock Categories, Units of Measures, Location & Godown, Stock Items, Purchase Order, Sales Order, Invoice Entry
Voucher Entry- Introduction of Voucher Entry, Steps to Make Voucher Entry, Receipt Voucher, Payment Voucher, Contra Voucher, Purchase Vouchers, Sales Voucher, Journal Voucher, Credit Note, Debit Note, Journal, Stock Journal, Physical Stock Voucher, Memo Voucher, Reversing Journals, Displaying, Altering & Deleting Vouchers.
Reports- Introduction of Reports, Balance sheet, Configuring Balance Sheet, Printing Balance sheet, Profit & Loss Account, Printing of Profit & Loss Account, Stock Summary, Configuring of Stock Summary, Printing of Stock Summary, Day Book, Configuring of Day Book, Printing of Day Book, Accounts Books, Group Summary, Inventory Books, Statements of Inventory
Taxes- GST or VAT, TDS or Sales Tax or Service Tax. Or Concept of Payroll, Solved Exercise.
Internet: Introduction to Internet, Surf World Wide Web, Creating Email, Social Websites
Computer Lab Practical
Viva





Advance Diploma in Computer Financial Accounting (ADCFA)
Or
Diploma in Computer Office Skills & Accounting (DCOSA)
Duration: 12 Months          Eligibility: 10th
Timings: 1 hr Theory and 1 hr Practical Class
Syllabus Coverage:
Fundamental of Computer:
Theoretical Work:- Introduction to Computer, Definition of Computer, Computer Characteristics, Classification of Computer, Input/Output Unit- CPU,  History & Generations of Computers, Bit & Bytes, Introduction to Computer Hardware-Input & Output Devices, Memory & its types, Introduction to Computer Software & its Classification.
Practical Work: English typing-Tutor (During theory of Fundamental)
Operating System: 
Theoretical Work:- Operating System- Definition & Function, Introduction to Window & its current versions, Introduction & types of Window.
Practical Works:-Start up window on your CPU & Monitor, Introduction to Window Accessories- Calculator, Note Pad, Word Pad, and Paint & Clock.
Microsoft Office: Word, Excel, PowerPoint
MS WORD
Theoretical Cum Work:- Introduction to MS Word, MS Word Screen, Title bar, Menu bar, Standard tool bar, Formatting tool bar, The Ruler, Status bar.
Practical Work:- To Create, Open, Save Documents etc: New Document, Page Setup of Document, Type words in Documents, Save/Save as Document, Open Document, Print Preview of Document, and Print.
To Edit Document: Undo typing, Redo typing, Cut, Copy, Paste, Office Clipboard, Select All, Find, Replace, Go to.
To View Document: Normal View, Web layout View, Print Layout View, Outline View, Task pane. Toolbar Options, Ruler View, Document Map, Header & Footer, Full Screen View, Zoom.
To Insert Date, Time Symbol, Picture etc. in Document: Page Number, Date & Time, Symbol, Picture- Clipart/FromFile/OrganizationChart/WordArt/AutoShapes/Chart, Comment, Hyperlink, Reference-Footnote/Caption, Diagram, Textbox, File, object. 
To Format font, paragraph etc. in documents: Font, Paragraph, Bullet & Numbering Border, Shading, Drop Cap, Change Case, Background, Theme, Style & Formatting.
To Create Table: Draw table, Insert table, Delete table, Select Table, Table Auto format, Convert text to table. Convert table to text.
MS EXCEL
Theoretical Cum Practical Work:- Introduction to MS Excel, MS Excel Screen, Standard tool bar, Formatting tool bar, Creating work book, Entering Data, Creating Formulas, Formatting a Worksheet, Inserting Table, picture ,Charts, Sorting, Printing. Function-Statistical Function/Logical Function, Filtering Data. General Template- Loan Calculator, Invoice etc.
MS POWERPOINT
Theoretical cum Practical Work:- Introduction to MS PowerPoint, Main Elements of presentation- Slides/Handout/SpeakersNote/Outlines, Creating a presentation, To format Slides, To Insert- Table/Chart & other Drawing objects. To print Slides.
Internet: Introduction to Internet, Surf World Wide Web, Creating Email, Social Websites
Tally: 
Theoretical Cum Practical Work:- Basic of Accountancy, Introduction to Tally, Meaning of Tally, Use of Tally, To Start Tally, To Create Company, Selecting a Company, Altering a Company, Closing a Company
Accounts Groups- Creating Ledger Accounts, Display Ledger Accounts, Altering a Ledger Account, Deleting Ledger Accounts, Multiple Ledgers, Exit From Tally
Inventory Information- Introduction of Inventory Information, Stock Groups, Stock Categories, Creating Multiple Stock Categories, Units of Measures, Location & Godown, Stock Items, Purchase Order, Sales Order, Invoice Entry
Voucher Entry- Introduction of Voucher Entry, Steps to Make Voucher Entry, Receipt Voucher, Payment Voucher, Contra Voucher, Purchase Vouchers, Sales Voucher, Journal Voucher, Credit Note, Debit Note, Journal, Stock Journal, Physical Stock Voucher, Memo Voucher, Reversing Journals, Displaying, Altering & Deleting Vouchers.
Reports- Introduction of Reports, Balance sheet, Configuring Balance Sheet, Printing Balance sheet, Profit & Loss Account, Printing of Profit & Loss Account, Stock Summary, Configuring of Stock Summary, Printing of Stock Summary, Day Book, Configuring of Day Book, Printing of Day Book, Accounts Books, Group Summary, Inventory Books, Statements of Inventory
Taxes- GST or VAT, TDS or Sales Tax or Service Tax. Or Concept of Payroll, Solved Exercise.
Computer Lab Practical
Viva
































Diploma in Computer Office Management & Publishing (DCOMP)
Duration: 12 Months          Eligibility: 12th
Timings: 1 hr Theory and 1 hr Practical Class

Syllabus Coverage:
Fundamental of Computer:
Theoretical Work:- Introduction to Computer, Definition of Computer, Computer Characteristics, Classification of Computer, Input/Output Unit- CPU,  History & Generations of Computers, Bit & Bytes, Introduction to Computer Hardware-Input & Output Devices, Memory & its types, Introduction to Computer Software & its Classification.
Practical Work: English typing-Tutor (During theory of Fundamental)
Operating System: 
Theoretical Work:- Operating System- Definition & Function, Introduction to Window & its current versions, Introduction & types of Window.
Practical Works:-Start up window on your CPU & Monitor, Introduction to Window Accessories- Calculator, Note Pad, Word Pad, and Paint & Clock.
Microsoft Office: Word, Excel, PowerPoint
MS WORD
Theoretical Cum Work:- Introduction to MS Word, MS Word Screen, Title bar, Menu bar, Standard tool bar, Formatting tool bar, The Ruler, Status bar.
Practical Work:- To Create, Open, Save Documents etc: New Document, Page Setup of Document, Type words in Documents, Save/Save as Document, Open Document, Print Preview of Document, and Print.
To Edit Document: Undo typing, Redo typing, Cut, Copy, Paste, Office Clipboard, Select All, Find, Replace, Go to.
To View Document: Normal View, Web layout View, Print Layout View, Outline View, Task pane. Toolbar Options, Ruler View, Document Map, Header & Footer, Full Screen View, Zoom.
To Insert Date, Time Symbol, Picture etc. in Document: Page Number, Date & Time, Symbol, Picture- Clipart/FromFile/OrganizationChart/WordArt/AutoShapes/Chart, Comment, Hyperlink, Reference-Footnote/Caption, Diagram, Textbox, File, object. 
To Format font, paragraph etc. in documents: Font, Paragraph, Bullet & Numbering Border, Shading, Drop Cap, Change Case, Background, Theme, Style & Formatting.
To Create Table: Draw table, Insert table, Delete table, Select Table, Table Auto format, Convert text to table. Convert table to text.
MS EXCEL
Theoretical Cum Practical Work:- Introduction to MS Excel, MS Excel Screen, Standard tool bar, Formatting tool bar, Creating work book, Entering Data, Creating Formulas, Formatting a Worksheet, Inserting Table, picture ,Charts, Sorting, Printing. Function-Statistical Function/Logical Function, Filtering Data. General Template- Loan Calculator, Invoice etc.
MS POWERPOINT
Theoretical cum Practical Work:- Introduction to MS PowerPoint, Main Elements of presentation- Slides/Handout/SpeakersNote/Outlines, Creating a presentation, To format Slides, To Insert- Table/Chart & other Drawing objects. To print Slides.
Internet: Introduction to Internet, Surf World Wide Web, Creating Email, Social Websites
Tally: 
Theoretical Cum Practical Work:- Basic of Accountancy, Introduction to Tally, Meaning of Tally, Use of Tally, To Start Tally, To Create Company, Selecting a Company, Altering a Company, Closing a Company
Accounts Groups- Creating Ledger Accounts, Display Ledger Accounts, Altering a Ledger Account, Deleting Ledger Accounts, Multiple Ledgers, Exit From Tally
Inventory Information- Introduction of Inventory Information, Stock Groups, Stock Categories, Creating Multiple Stock Categories, Units of Measures, Location & Godown, Stock Items, Purchase Order, Sales Order, Invoice Entry
Voucher Entry- Introduction of Voucher Entry, Steps to Make Voucher Entry, Receipt Voucher, Payment Voucher, Contra Voucher, Purchase Vouchers, Sales Voucher, Journal Voucher, Credit Note, Debit Note, Journal, Stock Journal, Physical Stock Voucher, Memo Voucher, Reversing Journals, Displaying, Altering & Deleting Vouchers.
Reports- Introduction of Reports, Balance sheet, Configuring Balance Sheet, Printing Balance sheet, Profit & Loss Account, Printing of Profit & Loss Account, Stock Summary, Configuring of Stock Summary, Printing of Stock Summary, Day Book, Configuring of Day Book, Printing of Day Book, Accounts Books, Group Summary, Inventory Books, Statements of Inventory
Taxes- GST or VAT, TDS or Sales Tax or Service Tax. Or Concept of Payroll, Solved Exercise.
DTP
PAGEMAKER
Theoretical Cum Practical Work:- Introduction to PageMaker- PageMaker Environment Elements, Navigating a PageMaker Document & Tools, Creating a Document- Document Setup and Saving, Using Text, Using and Importing Graphics, Multi-Page Documents- Multi-Page Document Setup, Master Pages, Inserting Pages and Working with Text, Working with Frames- Creating Text Frames, Formatting Text- Character Formatting, Paragraph Formatting, Working with Indents, Tabs, and Rules, Graphics- Working with Text and Graphics, Attaching Text to a Frame.
CORELDRAW
Theoretical Cum Practical Work:-Introduction: About Corel Draw, Creating a New Document, Opening a Existing Document, Working With Templates, Layout, Import, Export, Tools-Pick tool, Smudge Brush, Roughen Brush, Free Transform Tool, Crop tool, Hand Tool, Text tool, freehand tool, Rectangular tool, Interactive tool, Eyedropper tool, Outline tool, Fill tool, Interactive Fill tool, Selecting fill and outline color, Corel Draw Layout-Insert Page, Delete Page, Rename Page, Page Setup, Page Background Working with Shape & Object- Drawing Rectangle, Drawing Circle, Drawing Polygon, Creating Star, Working with Basic shape, Arrows, Flowchart Shape, Banner Shape, Working with Text & Line- Formatting Text, Formatting Paragraph, Changing Shape of the Text, Working With Lines, Design Works- Logo, Poster, Visiting Cards etc.
PHOTOSHOP
Theoretical Cum Practical Work:-Introduction to Photoshop-Resetting Tools, Resetting Preferences, The Interface, Workspaces, Toolbox, Opening, Closing, and Saving Images, Save for Web, Using the Quick Edit Workspace- Creating Photo Vignettes, Using the Marquee Tools, Feathering a Selection, Basic Image Cropping, Using the Smart Brush Tool, Editing Smart Brush Effects, Selective Coloring the Easy Way, Selection-The Select Menu, Refine Edge, Using the Marquee Selection Tools, Using the Lasso Tool, Using the Magnetic Lasso Tool, Using the Polygonal Lasso Tool, Using the Magic Wand, Creating a Simple Composite Image, Using the Selection Brush, Using the Quick Selection Tool, Using the Magic Extractor, Using the Defringe Command, Making a Picture-in-Picture "Snapshot", Stroking Selections, Using the Shear Filters, Adjustment Layers, Working with Color-Color Basics, Using the Color Picker, Using the Swatches Palette,Color Management in PSE 7, Using the Undo History Palette, Resizing and Resampling Images, Layers- Merge Down, Merge Visible, Flatten: Why and When, Fill Layers, Group with Previous, Changing Layer Content, Taking a Screenshot & Scanning a Photo.
Computer Lab Practical
Viva

















Advance Diploma in Computer Programming Skills (ADCPS)
Duration: 12 Months	                             Eligibility: 12th
Timings: 1 hr Theory and 1 hr Practical Class

Syllabus Coverage:
Fundamental of Computer:
Theoretical Work:- Introduction to Computer, Definition of Computer, Computer Characteristics, Classification of Computer, Input/Output Unit- CPU,  History & Generations of Computers, Bit & Bytes, Introduction to Computer Hardware-Input & Output Devices, Memory & its types, Introduction to Computer Software & its Classification.
Practical Work: English typing-Tutor (During theory of Fundamental)
Operating System: 
Theoretical Work:- Operating System- Definition & Function, Introduction to Window & its current versions, Introduction & types of Window.
Practical Works:-Start up window on your CPU & Monitor, Introduction to Window Accessories- Calculator, Note Pad, Word Pad, and Paint & Clock.
Microsoft Office: Word, Excel, PowerPoint
MS WORD
Theoretical Cum Work:- Introduction to MS Word, MS Word Screen, Title bar, Menu bar, Standard tool bar, Formatting tool bar, The Ruler, Status bar.
Practical Work:- To Create, Open, Save Documents etc: New Document, Page Setup of Document, Type words in Documents, Save/Save as Document, Open Document, Print Perview of Document, and Print.
To Edit Document: Undo typing, Redo typing, Cut, Copy, Paste, Office Clipboard, Select All, Find, Replace, Go to.
To View Document: Normal View, Web layout View, Print Layout View, Outline View, Task pane. Toolbar Options, Ruler View, Document Map, Header & Footer, Full Screen View, Zoom.
To Insert Date, Time Symbol, Picture etc. in Document: Page Number, Date & Time, Symbol, Picture- Clipart/FromFile/OrganizationChart/WordArt/AutoShapes/Chart, Comment, Hyperlink, Reference-Footnote/Caption, Diagram, Textbox, File, object. 
To Format font, paragraph etc. in documents: Font, Paragraph, Bullet & Numbering Border, Shading, Drop Cap, Change Case, Background, Theme, Style & Formatting.
To Create Table: Draw table, Insert table, Delete table, Select Table, Table Auto format, Convert text to table. Convert table to text.
MS EXCEL
Theoretical Cum Practical Work:- Introduction to MS Excel, MS Excel Screen, Standard tool bar, Formatting tool bar, Creating work book, Entering Data, Creating Formulas, Formatting a Worksheet, Inserting Table, picture ,Charts, Sorting, Printing. Function-Statistical Function/Logical Function, Filtering Data. General Template- Loan Calculator, Invoice etc.
MS POWERPOINT
Theoretical cum Practical Work:- Introduction to MS PowerPoint, Main Elements of presentation- Slides/Handout/SpeakersNote/Outlines, Creating a presentation, To format Slides, To Insert- Table/Chart & other Drawing objects. To print Slides.
Introduction to programming language: Different levels of PL: High Level language, Assembly language, Machine language; Introduction to Compiler, Interpreter, Debugger, Linker, Loader, Assembler.
Problem Analysis: Problem solving techniques, Algorithms and Flowchart representation. 
Programming Language C:
Overview of C: History of C, Importance of C, Structure of a C Program.
Elements of C: C character set, identifiers and keywords, Data types, Constants and Variables, Assignment statement, Symbolic constant.
Input/output: Unformatted & formatted I/O function in C, Input functions viz. scanf(), getch(), getche(), getchar(), gets(), output functions viz. printf(), putch(), putchar(), puts().
Operators & Expression: Arithmetic, relational, logical, bitwise, unary, assignment, conditional operators and special operators. Arithmetic expressions, evaluation of arithmetic expression, type casting and conversion, operator hierarchy & associativity.
Decision making & branching: Decision making with IF statement, IF-ELSE statement, Nested IF statement, ELSE-IF ladder, switch statement, goto statement.
looping: For, while, and do-while loop, jumps in loops, break, continue statement. Functions: Definition, prototype, passing parameters, recursion.
Storage classes in C: auto, extern, register and static storage class, their scope, storage, & lifetime.
Arrays: Definition, initialization, processing an array, passing arrays to functions, Strings & arrays. Strings in ‘C’: Introduction, Declaration and initialization of string, String I/O, Array of strings, String manipulation functions: String length, copy, compare, concatenate, search for a substring.
Structure and Union: Introduction, Features of structures, Declaration and initialization of structures, Structure within structure, Array of structures, Structure and functions. Union: Introduction, Union of structures. Typedef, Enumerations.
Pointers: Introduction, Pointer variables, Pointer operators, Pointer assignment, Pointer, conversions, Pointer arithmetic, Pointer comparison, Pointers and arrays, Pointers and functions, Pointers and strings, Pointer to pointer, dynamic allocation using pointers malloc(), calloc(), realloc().
Files: Introduction, File types, File operations, File I/O, Structure Read and write in a file, Errors in file handling, Random-access I/O in files.
Preprocessor: Introduction, #define, macros, macro versus functions, #include, Conditional compilation directives, undefining a macro. Command line arguments: defining and using command line arguments.

Programming Language C++:
Introduction to C++: C++ Standard Library, Illustrative Simple C++ Programs. Header Files, Namespaces, Application of object oriented programming.
Object Oriented Concepts: Introduction to Objects and Object Oriented Programming, Encapsulation, Polymorphism, Overloading, Inheritance
Classes & Object: Abstract Classes, Accessifier (public/ protected/ private), Class Scope and Accessing Class Members, Controlling Access Function, Constant, Class Member, Structure and Class
Friend Functions: Friend Function and Friend Classes
Dynamic Memory Allocation: This Pointer, Dynamic Memory Allocation and Deallocation (New and Delete)
Static Members: Static Class Members, Static Member Functions
Constructors & Destructors: Constructors, parameter Constructors and Copy Constructors, Deconstructors, 
Inheritance: Introduction of inheritance, Types of Inheritance, Overriding Base Class Members in a Derived Class, Public, Protected and Private Inheritance, Effect of Constructors and Deconstructors of Base Class in Derived Classes.
Polymorphism: Introduction to Polymorphism, Pointer to Derived class, Virtual Functions, Pure Virtual Function, Abstract Base Classes, Static and Dynamic Binding. 
Operator Overloading: Fundamentals of Operator Overloading, Rules for Operators Overloading, Implementation of Operator Overloading Like  <<,>>  Unary Operators, Binary Operators.
Files: Text Streams and binary stream, Sequential and Random Access File, Stream Input/ Output Classes, Stream Manipulators.
Exception Handling: Basics of C++ Exception Handling, Try, Throw, Catch, multiple catch, Re-throwing an Exception, Exception specifications.
Templates: Function Templates, Overloading Template Functions, Class Template, Class Templates and Non- Type Template arguments.
Programming Language VB (Visual Basic)
Theoretical Cum Practical Work:- Introduction to VB, Features of VB, VB 6 Vs other version of VB
Structure of VB Application- Control Property & Methods
Procedure of VB- event, general, function & properties
Modules in Visual Basic- form modules, standard & class modules
Data Types, Variable, Constant operators- Math operator, comparison, logical operator, Decision Control structure, Loop Control structure, Function, array.
SQL (Structured Query language):
Theoretical Cum Practical Work:- Introduction of Oracle/RDBMS, objectives, SQL*Plus, SQL Command
DDL-Create, Alter, Drop. DML- Insert, Delete, Update, select. DCL- Grant, Revoke
Creating a table-Constant, Data Types, Operators & Functions, Alter a table, Character set, Identifier, constant, variables
Constraints- Primary key, unique key, check constraint, foreign key. Joins
Internet: Introduction to Internet, Surf World Wide Web, Creating Email, Social Websites 
Computer Lab Practical
Viva

Honours Diploma in Computer Skills (HDCS)
Duration: 12 Months	                             Eligibility: 12th
Timings: 1 hr Theory and 1 hr Practical Class

Syllabus Coverage:
Fundamental of Computer:
Theoretical Work:- Introduction to Computer, Definition of Computer, Computer Characteristics, Classification of Computer, Input/Output Unit- CPU,  History & Generations of Computers, Bit & Bytes, Introduction to Computer Hardware-Input & Output Devices, Memory & its types, Introduction to Computer Software & its Classification.
Practical Work: English typing-Tutor (During theory of Fundamental)
Operating System: 
Theoretical Work:- Operating System- Definition & Function, Introduction to Window & its current versions, Introduction & types of Window.
Practical Works:-Start up window on your CPU & Monitor, Introduction to Window Accessories- Calculator, Note Pad, Word Pad, and Paint & Clock.
Microsoft Office: Word, Excel, PowerPoint
MS WORD
Theoretical Cum Work:- Introduction to MS Word, MS Word Screen, Title bar, Menu bar, Standard tool bar, Formatting tool bar, The Ruler, Status bar.
Practical Work:- To Create, Open, Save Documents etc: New Document, Page Setup of Document, Type words in Documents, Save/Save as Document, Open Document, Print Perview of Document, and Print.
To Edit Document: Undo typing, Redo typing, Cut, Copy, Paste, Office Clipboard, Select All, Find, Replace, Go to.
To View Document: Normal View, Web layout View, Print Layout View, Outline View, Task pane. Toolbar Options, Ruler View, Document Map, Header & Footer, Full Screen View, Zoom.
To Insert Date, Time Symbol, Picture etc. in Document: Page Number, Date & Time, Symbol, Picture- Clipart/FromFile/OrganizationChart/WordArt/AutoShapes/Chart, Comment, Hyperlink, Reference-Footnote/Caption, Diagram, Textbox, File, object. 
To Format font, paragraph etc. in documents: Font, Paragraph, Bullet & Numbering Border, Shading, Drop Cap, Change Case, Background, Theme, Style & Formatting.
To Create Table: Draw table, Insert table, Delete table, Select Table, Table Auto format, Convert text to table. Convert table to text.
MS EXCEL
Theoretical Cum Practical Work:- Introduction to MS Excel, MS Excel Screen, Standard tool bar, Formatting tool bar, Creating work book, Entering Data, Creating Formulas, Formatting a Worksheet, Inserting Table, picture ,Charts, Sorting, Printing. Function-Statistical Function/Logical Function, Filtering Data. General Template- Loan Calculator, Invoice etc.
MS POWERPOINT
Theoretical cum Practical Work:- Introduction to MS PowerPoint, Main Elements of presentation- Slides/Handout/SpeakersNote/Outlines, Creating a presentation, To format Slides, To Insert- Table/Chart & other Drawing objects. To print Slides.
Introduction to programming language: Different levels of PL: High Level language, Assembly language, Machine language; Introduction to Compiler, Interpreter, Debugger, Linker, Loader, Assembler.
Problem Analysis: Problem solving techniques, Algorithms and Flowchart representation. 
Programming Language C:
Overview of C: History of C, Importance of C, Structure of a C Program.
Elements of C: C character set, identifiers and keywords, Data types, Constants and Variables, Assignment statement, Symbolic constant.
Input/output: Unformatted & formatted I/O function in C, Input functions viz. scanf(), getch(), getche(), getchar(), gets(), output functions viz. printf(), putch(), putchar(), puts().
Operators & Expression: Arithmetic, relational, logical, bitwise, unary, assignment, conditional operators and special operators. Arithmetic expressions, evaluation of arithmetic expression, type casting and conversion, operator hierarchy & associativity.
Decision making & branching: Decision making with IF statement, IF-ELSE statement, Nested IF statement, ELSE-IF ladder, switch statement, goto statement.
looping: For, while, and do-while loop, jumps in loops, break, continue statement. Functions: Definition, prototype, passing parameters, recursion.
Storage classes in C: auto, extern, register and static storage class, their scope, storage, & lifetime.
Arrays: Definition, initialization, processing an array, passing arrays to functions, Strings & arrays. Strings in ‘C’: Introduction, Declaration and initialization of string, String I/O, Array of strings, String manipulation functions: String length, copy, compare, concatenate, search for a substring.
Structure and Union: Introduction, Features of structures, Declaration and initialization of structures, Structure within structure, Array of structures, Structure and functions. Union: Introduction, Union of structures. Typedef, Enumerations.
Pointers: Introduction, Pointer variables, Pointer operators, Pointer assignment, Pointer, conversions, Pointer arithmetic, Pointer comparison, Pointers and arrays, Pointers and functions, Pointers and strings, Pointer to pointer, dynamic allocation using pointers malloc(), calloc(), realloc().
Files: Introduction, File types, File operations, File I/O, Structure Read and write in a file, Errors in file handling, Random-access I/O in files.
Preprocessor: Introduction, #define, macros, macro versus functions, #include, Conditional compilation directives, undefining a macro. Command line arguments: defining and using command line arguments.

Programming Language C++:
Introduction to C++: C++ Standard Library, Illustrative Simple C++ Programs. Header Files, Namespaces, Application of object oriented programming.
Object Oriented Concepts: Introduction to Objects and Object Oriented Programming, Encapsulation, Polymorphism, Overloading, Inheritance
Classes & Object: Abstract Classes, Accessifier (public/ protected/ private), Class Scope and Accessing Class Members, Controlling Access Function, Constant, Class Member, Structure and Class
Friend Functions: Friend Function and Friend Classes
Dynamic Memory Allocation: This Pointer, Dynamic Memory Allocation and Deallocation (New and Delete)
Static Members: Static Class Members, Static Member Functions
Constructors & Destructors: Constructors, parameter Constructors and Copy Constructors, Deconstructors, 
Inheritance: Introduction of inheritance, Types of Inheritance, Overriding Base Class Members in a Derived Class, Public, Protected and Private Inheritance, Effect of Constructors and Deconstructors of Base Class in Derived Classes.
Polymorphism: Introduction to Polymorphism, Pointer to Derived class, Virtual Functions, Pure Virtual Function, Abstract Base Classes, Static and Dynamic Binding. 
Operator Overloading: Fundamentals of Operator Overloading, Rules for Operators Overloading, Implementation of Operator Overloading Like  <<,>>  Unary Operators, Binary Operators.
Files: Text Streams and binary stream, Sequential and Random Access File, Stream Input/ Output Classes, Stream Manipulators.
Exception Handling: Basics of C++ Exception Handling, Try, Throw, Catch, multiple catch, Re-throwing an Exception, Exception specifications.
Templates: Function Templates, Overloading Template Functions, Class Template, Class Templates and Non- Type Template arguments.

HTML & DHTML:
HTML
Theoretical cum Practical Work:- Introduction to HTML, Concept, Versions of HTML,  HTML editors, Elements of HTML-Tags/Attributes, To write a HTML document
Minimum Required Tags in HTML-HTML Tag,/Head Tag/Title Tag/Body Tag,  A Sample of HTML Document, Headings, Paragraphs, Line Break, Lists- Number list/Unnumbered List/Definition Lists/Nested List, Type Attribute, Preformatted Text, Using Links-WebPages/Mailto/Images, Specify Size of images, Character Formatting-Bold/Underline/Italic/Suscripts/Superscripts/Alignment Attribute/Changing Font Size & Color, Setting the Color of Body Background/Text & Links. Background Graphics or Images.
DHTML
Theoretical Cum Practical Work:- Introduction to DHTML, Table-Tag/ Border/Cells/Row/ Space/Size/Alignment/Spanning Rows & Columns/Specify Background Color/Creating Table with in Table, Frames, Using Forms- Setting Up a Form/Creating a text box/Creating a Radio Button/Creating a Checkbox/Creating a Menu/Creating Buttons a Submit or Accept, Reset or Refresh. 
Tally: 
Theoretical Cum Practical Work:- Basic of Accountancy, Introduction to Tally, Meaning of Tally, Use of Tally, To Start Tally, To Create Company, Selecting a Company, Altering a Company, Closing a Company
Accounts Groups- Creating Ledger Accounts, Display Ledger Accounts, Altering a Ledger Account, Deleting Ledger Accounts, Multiple Ledgers, Exit From Tally
Inventory Information- Introduction of Inventory Information, Stock Groups, Stock Categories, Creating Multiple Stock Categories, Units of Measures, Location & Godown, Stock Items, Purchase Order, Sales Order, Invoice Entry
Voucher Entry- Introduction of Voucher Entry, Steps to Make Voucher Entry, Receipt Voucher, Payment Voucher, Contra Voucher, Purchase Vouchers, Sales Voucher, Journal Voucher, Credit Note, Debit Note, Journal, Stock Journal, Physical Stock Voucher, Memo Voucher, Reversing Journals, Displaying, Altering & Deleting Vouchers.
Reports- Introduction of Reports, Balance sheet, Configuring Balance Sheet, Printing Balance sheet, Profit & Loss Account, Printing of Profit & Loss Account, Stock Summary, Configuring of Stock Summary, Printing of Stock Summary, Day Book, Configuring of Day Book, Printing of Day Book, Accounts Books, Group Summary, Inventory Books, Statements of Inventory
Taxes- GST or VAT, TDS or Sales Tax or Service Tax. Or Concept of Payroll, Solved Exercise.
Internet: Introduction to Internet, Surf World Wide Web, Creating Email, Social Websites

Computer Lab Practical
Viva






























PG Diploma in Computer Skills (PGDCS)
Duration: 12 Months	Eligibility: Graduation
Timings: 1 hr Theory and 1 hr Practical Class

Syllabus Coverage:
Fundamental of Computer:
Theoretical Work:- Introduction to Computer, Definition of Computer, Computer Characteristics, Classification of Computer, Input/Output Unit- CPU,  History & Generations of Computers, Bit & Bytes, Introduction to Computer Hardware-Input & Output Devices, Memory & its types, Introduction to Computer Software & its Classification.
Practical Work: English typing-Tutor (During theory of Fundamental)
Operating System: 
Theoretical Work:- Operating System- Definition & Function, Introduction to Window & its current versions, Introduction & types of Window.
Practical Works:-Start up window on your CPU & Monitor, Introduction to Window Accessories- Calculator, Note Pad, Word Pad, and Paint & Clock.
Microsoft Office: Word, Excel, PowerPoint
MS WORD
Theoretical Cum Work:- Introduction to MS Word, MS Word Screen, Title bar, Menu bar, Standard tool bar, Formatting tool bar, The Ruler, Status bar.
Practical Work:- To Create, Open, Save Documents etc: New Document, Page Setup of Document, Type words in Documents, Save/Save as Document, Open Document, Print Preview of Document, and Print.
To Edit Document: Undo typing, Redo typing, Cut, Copy, Paste, Office Clipboard, Select All, Find, Replace, Go to.
To View Document: Normal View, Web layout View, Print Layout View, Outline View, Task pane. Toolbar Options, Ruler View, Document Map, Header & Footer, Full Screen View, Zoom.
To Insert Date, Time Symbol, Picture etc. in Document: Page Number, Date & Time, Symbol, Picture- Clipart/FromFile/OrganizationChart/WordArt/AutoShapes/Chart, Comment, Hyperlink, Reference-Footnote/Caption, Diagram, Textbox, File, object. 
To Format font, paragraph etc. in documents: Font, Paragraph, Bullet & Numbering Border, Shading, Drop Cap, Change Case, Background, Theme, Style & Formatting.
To Create Table: Draw table, Insert table, Delete table, Select Table, Table Auto format, Convert text to table. Convert table to text.
MS EXCEL
Theoretical Cum Practical Work:- Introduction to MS Excel, MS Excel Screen, Standard tool bar, Formatting tool bar, Creating work book, Entering Data, Creating Formulas, Formatting a Worksheet, Inserting Table, picture ,Charts, Sorting, Printing. Function-Statistical Function/Logical Function, Filtering Data. General Template- Loan Calculator, Invoice etc.
MS POWERPOINT
Theoretical cum Practical Work:- Introduction to MS PowerPoint, Main Elements of presentation- Slides/Handout/SpeakersNote/Outlines, Creating a presentation, To format Slides, To Insert- Table/Chart & other Drawing objects. To print Slides.
MS ACCESS
Theoretical cum Practical Work:- Introduction to MS Access, MS Access Screen, Title bar, Menu Bar, The toolbars, The status Bar, Create/Open/Close a database, Creating/Closing/Saving data tables, Relationships, Queries, Forms, Reports.
Programming Language C:
Overview of C: History of C, Importance of C, Structure of a C Program.
Elements of C: C character set, identifiers and keywords, Data types, Constants and Variables, Assignment statement, Symbolic constant.
Input/output: Unformatted & formatted I/O function in C, Input functions viz. scanf(), getch(), getche(), getchar(), gets(), output functions viz. printf(), putch(), putchar(), puts().
Operators & Expression: Arithmetic, relational, logical, bitwise, unary, assignment, conditional operators and special operators. Arithmetic expressions, evaluation of arithmetic expression, type casting and conversion, operator hierarchy & associativity.
Decision making & branching: Decision making with IF statement, IF-ELSE statement, Nested IF statement, ELSE-IF ladder, switch statement, goto statement.
looping: For, while, and do-while loop, jumps in loops, break, continue statement. Functions: Definition, prototype, passing parameters, recursion.
Storage classes in C: auto, extern, register and static storage class, their scope, storage, & lifetime.
Arrays: Definition, initialization, processing an array, passing arrays to functions, Strings & arrays. Strings in ‘C’: Introduction, Declaration and initialization of string, String I/O, Array of strings, String manipulation functions: String length, copy, compare, concatenate, search for a substring.
Structure and Union: Introduction, Features of structures, Declaration and initialization of structures, Structure within structure, Array of structures, Structure and functions. Union: Introduction, Union of structures. Typedef, Enumerations.
Pointers: Introduction, Pointer variables, Pointer operators, Pointer assignment, Pointer, conversions, Pointer arithmetic, Pointer comparison, Pointers and arrays, Pointers and functions, Pointers and strings, Pointer to pointer, dynamic allocation using pointers malloc(), calloc(), realloc().
Files: Introduction, File types, File operations, File I/O, Structure Read and write in a file, Errors in file handling, Random-access I/O in files.
Preprocessor: Introduction, #define, macros, macro versus functions, #include, Conditional compilation directives, undefining a macro. Command line arguments: defining and using command line arguments.

Programming Language C++:
Introduction to C++: C++ Standard Library, Illustrative Simple C++ Programs. Header Files, Namespaces, Application of object oriented programming.
Object Oriented Concepts: Introduction to Objects and Object Oriented Programming, Encapsulation, Polymorphism, Overloading, Inheritance
Classes & Object: Abstract Classes, Accessifier (public/ protected/ private), Class Scope and Accessing Class Members, Controlling Access Function, Constant, Class Member, Structure and Class
Friend Functions: Friend Function and Friend Classes
Dynamic Memory Allocation: This Pointer, Dynamic Memory Allocation and Deallocation (New and Delete)
Static Members: Static Class Members, Static Member Functions
Constructors & Destructors: Constructors, parameter Constructors and Copy Constructors, Deconstructors, 
Inheritance: Introduction of inheritance, Types of Inheritance, Overriding Base Class Members in a Derived Class, Public, Protected and Private Inheritance, Effect of Constructors and Deconstructors of Base Class in Derived Classes.
Polymorphism: Introduction to Polymorphism, Pointer to Derived class, Virtual Functions, Pure Virtual Function, Abstract Base Classes, Static and Dynamic Binding. 
Operator Overloading: Fundamentals of Operator Overloading, Rules for Operators Overloading, Implementation of Operator Overloading Like  <<,>>  Unary Operators, Binary Operators.
Files: Text Streams and binary stream, Sequential and Random Access File, Stream Input/ Output Classes, Stream Manipulators.
Exception Handling: Basics of C++ Exception Handling, Try, Throw, Catch, multiple catch, Re-throwing an Exception, Exception specifications.
Templates: Function Templates, Overloading Template Functions, Class Template, Class Templates and Non- Type Template arguments.
Programming Language VB (Visual Basic)
Theoretical Cum Practical Work:- Introduction to VB, Features of VB, VB 6 Vs other version of VB
Structure of VB Application- Control Property & Methods
Procedure of VB- event, general, function & properties
Modules in Visual Basic- form modules, standard & class modules
Data Types, Variable, Constant operators- Math operator, comparison, logical operator, Decision Control structure, Loop Control structure, Function, array.
Or
JAVA PROGRAMMING
Theoretical Cum Practical Work:- Objects Oriented Programming Concept, Introduction of Java Programming, Data Types, Variables, Laterals, Operator- (Arithmetic, unary, relational, conditional) Expression- Decision making & looping, Array, Classes, Objects, Interface, Inheritance, String Characters, packages.
HTML & DHTML:
HTML
Theoretical cum Practical Work:- Introduction to HTML, Concept, Versions of HTML,  HTML editors, Elements of HTML-Tags/Attributes, To write a HTML document
Minimum Required Tags in HTML-HTML Tag,/Head Tag/Title Tag/Body Tag,  A Sample of HTML Document, Headings, Paragraphs, Line Break, Lists- Number list/Unnumbered List/Definition Lists/Nested List, Type Attribute, Preformatted Text, Using Links-WebPages/Mailto/Images, Specify Size of images, Character Formatting-Bold/Underline/Italic/Suscripts/Superscripts/Alignment Attribute/Changing Font Size & Color, Setting the Color of Body Background/Text & Links. Background Graphics or Images.
DHTML
Theoretical Cum Practical Work:- Introduction to DHTML, Table-Tag/ Border/Cells/Row/ Space/Size/Alignment/Spanning Rows & Columns/Specify Background Color/Creating Table with in Table, Frames, Using Forms- Setting Up a Form/Creating a text box/Creating a Radio Button/Creating a Checkbox/Creating a Menu/Creating Buttons a Submit or Accept, Reset or Refresh. 
JavaScript:
Theoretical Work:- Introduction to JavaScript, Overview, Difference between JavaScript & Java, Versions of JavaScript, Syntax & Conventions, Writing a Simple JavaScript Program, Variables & their Naming Rules, Variable Scopes, Expressions, Conditional Expressions, Loop Statements-for Statement/while Statements/break Statements/continue Statements, Functions, Arrays, Objects, Event handlers- onClick/onMouseOver/onSubmit/onFocus/onChange/onBlur/onLoad/onunload, Dialog boxes -Alert, Confirm & Prompt.
Practical Work:- Script for Creating an Alert Dialog Box, Script for Creating an Prompt Dialog Box, Some Scripts for Practicing in Java.
Internet: Introduction to Internet, Surf World Wide Web, Creating Email, Social Websites
Computer Lab Practical
Viva
