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Index
S.No. | Particular Subject Name Credit W

1 'Ma}ﬁr 1 | Business Management 6
2 | Major 2 .| Communication Skills 6
3 | Minor | Business Statistics 6
4 | Elective | Computer Applications (MS- Office) 6
5 | Vocational .| Digital Marketing 4
6 Foundation course 1 Hindi 2
7 Féundation course 1 English 5

| 8 | Foundation course 2 Environmental Education 2

9 Foundation course 2 Yoga & Meditation 2
10 | Field work Internship 4
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Form at for Syllabus of Theory Paper

" Subject: BUSINES.}MANAGEMEN

i ¢ :Course Cd'de = MI-BBAAIT (Group-T)
T — » BB 3
: e{Core '
3 [Ca 'eIET?;pwgdGmmc . (Core Coux;se)
Elective -_ucanona]ﬁ....) : .
4 (if any) _| Not Required (Open for Allj
1. -Student will ‘be able fo assess the glnba] context for _

; :.'C "ursa anmm 12 outcomes

| (CLO) planning, cqofdihatmg, and monitoring  Managerial

‘behaviour.
2-Through various planning and decxs:on-malang techniques,

students can Ieam about how bisingsses ensure fo remain in |

5 : a compel,
3. Students wnll understand Various fbrms of nrgamzaflonaf

structures and their importance

rtance. .
4. Stucle.ms can lem _bout various stratg,,gws us_ed byl

5. Studcnts mll- be Eble to undemfand how orgamzatmns use
different !eadershln s_Ly]es to.stay competmv:. _ :

3 CreditValue poeas s (Gmdlt)s -
- y oz LPRE Mu 25*"75. ]

A

I No. _ctures-Tutnnals—Pracncal (‘m hou_.\_ _per ﬁreete) 3 urs:

LT-;F'*W L : e :
[ Unit | Topics ' No. of Leciures
Management in Indign Culture and T:admon @eﬁmtmn aud Meamqg qf :

Mahagement, Functions and Responsibilities 8f Management, Role of

manager, Principles of Management; School & Thoughts of .

Management, : ;

Plaunm_g Process, Typcs ‘and Slgmf icance, Piamung Vs. Forecas,tmg‘
v Strat.c’gm -and Policies, MBO. Decision Making: Process & 18

ignificant - for Start-ups

"Organization: Nature and Purpose of organization, Ixnponancc ‘and -
Departmentalization, Organizational | i8

: gvance, Line and Staﬁre}atlonshrp, _

Authonty- Delf:ga ion, Decentralization — Differerice between Authority

4 | and power- Responsibility, Recruitment- Sources, Selection, Training, | 18

! Direction —Natiire and Purpose. :

[ Leadership: Meaning, Importance, Types of Lcadcrshrp Lcadership §

| Stylcs Motivation: Types & significance, Maslow’s Need Hiei

;J 5 | Theory X &Y of Molivation. An overview of Strategic Management, 18

|

SWOT Analysis, Strategic Analysis, Alternative-Choice & E\raluanun
| Puture Management- Challenges and Skills AN
| Keywords/Tags:
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ok ¢/ igpoin Oe rich: Management, International Student Edition, T:)Ji;l; !S’géz
v . Fewmagn ::ld Wﬁmmmn& Management MC Graw Hill, New Delhi 1982. -
g'mﬁw’ oL an: The Process of M_a_nage:nent. Concepts, Behaviour and
Y Shukla: Princip] S
7 Egif ng; and Elll{ghsh ﬁgd?lsm?)f Management, ‘Sghitya Bhawan, Agra (UP) (Latest Edition).
v t. Rajeey Kumar Jhalani &Dr. Yogita C

éh %yaB rakashap, Indore (Hind; Medtum%uﬂ handel, Principles of Management, Devi
!ﬁg.ge;itid ngg lﬁ]igl}a, Business Organization, Ram Prasad and Sons, Bhopal (Hindi Medium)
SHIWIVW ,_f.hUO__ A /books.

-

»

' 'i{'?_i‘i%i‘t Q'.“‘“. =

“uggested Cnnhnum:s Evaluannn Methods '
gl um Marks: 100

f’untmuous Comiprehensive Evaluation (CCE): 25marks Unwersl 'Exam (UE) 75 marks
(nternal Assessment: Class Test 10

P Contihuous Comprehensive Assignment/Presentation

“ Syaluation (CCE):25
?External Assessment: Section(A): Three Very Shoit j03.x 03=09
University Exam Section: 75 | Questions (50 Words Each)
Time: 02.00 Hours Section (B): Four Short™,
T ' Questions (200 Words Each) | 04x09=
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iformance relationship. s icu
L Max. Marks: 25475 ' Min Pacern 5 Marks:
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Statistics, Scope of
Collection "of Data,
Primary and Secondary D:
casures of Central Tendef
Measure “of Varfation: Standard Deviation, Mean Deviation ang————————
Skewness, Time Series Analysis. S
Correlation Analysis, Karl Pearson’s Coeflicient “of Comelation, |
glic;?an’; Rank Correlation, Regressjon,‘:;;ﬁnesx of Re.srﬁssign-,@;lfndeﬁ . 20
er. N |

M, 1 \h,'r

&) ¥ ) ¥

¥

#PArt C-Fearning Resources
TextBooks, Referénce:Books, Other resources

*  Fundamentals of Statistics, S.C. Gu pta, Hi ma_layz_i Publishing House
¢ | * DBasic Business Statistics: Concepts and Ap plications, Berenson and Levine, Pearson
- Education. E

' *  Business Statistics, N. D.Vohra, TATA McGraw Hill,
’ D.N. Elhance: Egndamgn'_ta! of Statisti ¢s, Kitab M ahal, Allahabad
Gupta, S.P.: B usiness Stafistics, Sultan Chand and Sons, New Delhi.
Stalistical Analysis, Dr P.C Tulsian, 8.Chand Publicati ons, Delhj
isti Dr);S.M Shukla and Sahai, Sahitya Bhawan Publications, Agra (Hindi
i : ;

5, RS Bhardwaj, Excel Books
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~ | 3 € | (Core Cougge
W | BletiveVorttionall..) | (CoreCouse)
® e auisile (Tany) oy Rsirrad o or AT .
9 "(ch)g C4TNINg outcomes |7 Imagination, Ethical Theory ang SKill to Tneract
Students.can learn how to do th is ethically and "cff'e'cﬁvcly
v 2. Students can learn and practice group. communication |
_ skills. They will learn how 1 respond in discussions.
b 5 . Interviews, conferences.
3. Students can leamn nonverbal communication, listening
b and organizational culture. '
: 4. Students can be equipped with knowledge of professional
b communication through the basic principles of writing
. professional papers and other documents, '
i 6 | Credit Value W _______ (Crdin6 L— ' |
7 _| TotaiMarks _ _| Max. Marks: 25+75 [ Min. Passing Marks-33
5 e. ectures-iutorials-Pr: (i :
i a1 s actical (in hours per week):3 Hours
» | Unit [ Topics : '
- Historical_ background of Communication, Befinition and Process of
& 1 Commun!cat;on, Essentials of Effcc{iye.Commuméﬁlion, Barriers to
Communication, Role of Communication  in Organizational
| Effectiveness. '
" Public Speech - Composition Principles, Speech Delivering Skills, ;
2 |Group Discussion: Do's and Don'ts of Group  Discussion, 18
" @ || Communication in Committees, Seminars and Conference.
[ Non-Verbal ~ Communication: Meaning, types and Importance,
; 3 Listening, Difference between Listening and Hearing. 13
' r Business. Cormespondence, Essentials  of  Effective Business
4 | Correspondence, Structure of Business Letter, Types of Business Letter 18 ]
& Enquiry, Reply. Orders, Complaints and Circular Letter.
5 | Drafting of Notices, Agendas, Minutes, Job Application L:uers,f 18 ]
3 Preparation of Curriculum Vitae.
~ Keywords/Tags: " : |
o T Part C-Learning Resources ~ R
" Text Books, Reference Books, Other resources |

% suggested Readings:
l ™ = Ace of Soft Skills Attiude Communication and Etiquette for Success by Gopalaswamy

= h, Pearson India _— ;
; s g;?ﬁa:}d Das R. P,, Communication Skills, Himalaya Publishing House, Mumbai.

iviehta D. & Mehta N. K., A Handbook of Communication Skills Practices, Radha_Pub,,

I_ L
; g @w* ——
) S e
-, . ,f"r‘o,f)- Jeo 80K Khatie,

C haivmg n, Cenbyal I%OQ‘:'J_ Q_L




+ Sinha K.K., Business Communication, Galgotia Publishing House, New Delhi.

» Murphy A-& Peck Charles E., Effective Business Communication, Tata McGraw Hill, New |

o Dy Praveen Kumar Agrawal &Dr. Avinéesh Kiimat Mishea, Communication Skills, Sshitya' |
Rhawan, Agra (Hindi Medium) ' ; -

 Suggested web links: : e SR P
- hiips :s.a00¢le.co.in/books/about/Effective Business Communication.htm!?id=Dzoljoil VoI | .

‘online courses: - T TS i

STegec .« Part D-Assessmentai
Sugges| ontinuons Evaluation Mefhods: '
Continuous Comprehensive Evaluation (CCE): 25marks University Exam (UE) 75 marks
[Tofernal Assessment: | Class Test e

Continuous Cornprehensive
Evaluation (CCE):25

Assignment/Presentation 110

External Assessment:
University Exam Section: 75
Time: 02.00 Hours

Questions (50 Words Each). |

— : 03303 = 69

Section (B): Four Shott

Questions (200 Words Each) | 04x09 =36
Section (C): Two Long. 02x15=30Total 75.
" Questions (500 Words Each) |
Koo/ sugaestions: Theoretical cxposiion should be accompanied by Discus
*Studies preferably with Indian Context, Présentations and Industry Based Assignments?
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Part A : Introduction

Program: CERTIFICATE | Class : UG [ Year: Iyear | session :2021-2022

Subject M. S. Office’

1. | Course Code i S1-COAP2G

Course Title : M. S. Office

3. | Course Type ey nete Elective

4, | Pre-requisite(If any)

Students should have a basic understanding of Computer peripherals like
mouse, keyboard, monitor, screen, etc. and their basic operations.

5. | Course
Learning
Outcomes ¢ To Create and manage professional documents using word.
(CLO) ¢ Analyze, manage and present data using excel.
o Create and manage presentation using power point.

To insert a table, picture, or drawing into the document.
+ To prepare the document to be sent as a circular letter.

On the completion of this course student will be able -

Credit Value 2

=~ o

Total Marks Max. Marks: 25+75, | Min. Passing Marks: 33

Part B: Content Of the Course
M. S. Office

Total No. of Lectures =30 ( 1 hour/lecture per week) :1-0-0

Unit |

Topies

No. of Lectures

MS Word: Introduction, Peatures & area of use. Working with MS
Word: Ribbon tabs-Home, Insert;<Rage Layout, References, Mailings,)
Review and View, Using word to create a new document, open, save and|
print a document, edit and format text, change the page layout,
background and borders, insert headers and footers, insert and edit tables,
insert clip art and pictures to documents. Formatting Fonts in word, Drop
Cap in word, Applying Text effects, Using Character Spacing, Borders
and Colors, Inserting Header and Footer, Using Date and Time option in
Word, Creating project abstract Features to be covered:-Formatting]
Styles, Inserting table, Bullets and Numbering, Changing Text Direction,
Cell alignment, Footnote, Hyperlink, Symbols, Spell Check , Track
Changes -

6

Creating a Newsletter : Features to be covered:- Table of Content,
Newspaper columns, Images from files and clipart, Drawing toolbar and
Word Art, Formatting Images, Textboxes and Paragraphs

Creating a Feedback form - Features to be covered- Forms, Text Fields,
Inserting objects .

Mail Merge : creating custom document, creating main document,
creating data source , editing data source, opening a data source, sorting|
the data source, finding a record in data source, editing main document,

—
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ortin i

= mrgler:lzrg;ci 1t.:ig:?m.mwnts,l filtering merged documents, printing merged
e s, ing onto letterhead, using different data s i

ingle main document. ’ S

I |MS Excel : Introduction to Excel interface Understanding rows and 6
columnbt, Naming Cells, Working with excel workbook and sheets '
Plonnattfng excel work book, New, Open, Close, Save, Save As
Formatting Text: Font Size, Font Style, Font Color, Use the Bold, Italic,
and Ux}derlme Wrap text, Merge and Centre Currency, Accounting and
ot!:er formats, Modifying Columns, Rows & Cells, Perform Calculations
with Functions, Creating Simple Formulas Setting up your own formula,
Date and Time Functions, Financial Furictions Logical Functions,
Lookup and Reference, Functions
Calculations - Features to be covered:- Cell Referencing, Formulae in
excel — average, standard deviation, Charts, Renaming and Inserting
worl_-:si_mets, Hyper linking, Count function, Mathematical Functions, -
Statistical Functions, Text Functions. Sort and Filter Data with Excell
Sort and filtering data Using number filter, Text filter, Custom filtering,
Removing filters from columns, Conditional formatting.

v Create_Effcclive Charts to Present Data Visually Inserting Column, Pie] 6
bhart etc.  Create an effective chart with Chart Tool, Design, Format,
land Layout options, Adding chart title, Changing layouts, Chart styles,
Editing chart data range Editing data series, Protecting and Sharing the
vork book Protecting a workbook with a password, Allow user to edif
ranges, Track changes, Working with Comments,
[nsert Excel Objects and Charts in Word, Use Macros to Automate Tasks
Creating and Recording Macros, Assigning Macros to the work sheets,
Saving Macro enabled workbook.

IPerformance Analysis - Featurcs to be covered:- Split cells, freezg
. |panes, group and outline, Sosting, Boolean and logical operators,
Conditional formatting Cricket Score Card creation - Features to be
overed:-Pivot Tables, Interactive, Buttons, Importing Data, Data

Protection, Data Validation

Presentations: Making presentation  which 6

V _ [Creating PowerPoint
_Images, Clip Art, Audio,

demonstrate use of Hypetlinks, Inserting

Video, Objects, Tables and Charts
create Master Layouts (slide, template, and notes), Types of views

(basic, presentatjon, slide slotter, notes etc), Inserting — Background,
kextures, Design Templates, Hidden slides. Auto content wizard, Slide

Transition, Custom Animation, Auto Rehearsing

7
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Vocdtional

Open for All . e |

*Cot e Learmng\_ Ll fer the su\.cessfu] completion of the course, the stufdent
1tcomes (CLO) - shall be able to-:

4 -
® Understand digital marketing, importance thereof, ;
¥ _ ‘ ~ meaning of web site and levels of web site, difference s ¢
- | between blog, portal &amp; website. ' o
¥ ~» Understand the working of SEO (search engine i
optimization) on page optimization, off page
w optimization, and will learn to prepare reports

+ Learn about SMO (social media optimization) like
» Face book, twitter, LinkedIn, Tumblr, Pintérest and
2 other social media services optimization
= . e Understand paid tools like Google ad words, dlsplay ; .
- advertising techniques 1
» Leamnand apply hands on experience on tools useful
” to SEO for analysis on website traffic, keyword
' analysis and learn email ma}rkcting and ad designing.

Digital Marketing Marager <

=xpected Job Role / o ag Ma i
-eer opportunities o Search Enginz Optimizer ™
e Social Media Marketer
e Content Marketer i
e Content creator for AR-VR (Augmented Reality -Virtual Rcalny) :
» SEO Specialist for voice assistance |
~ dit Value : ;r
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Engagemem Conversion Process, Retention, Perfomla ot

tal .M kcn;zg_‘ Dxfference§ from‘
al:Marketing vs. Tradi iC
inacketing, SWOT Analysis of Busl

Meamng of Bloc,s, Websites, Portal and Their D

se T nles, Meta Tags

m

‘Search Engine Bp fimization (SEO)

Reports, € Creating. Search.Campalgns Creatma Dlsplay Campmgns,
' SQQa; Meﬂl by

Blog_

et

On page Optlmxzatmn Techmqucs Off Page Opt:rmzahon chhmques, Prcparmﬂ

a Opnmlzat:on (SMO)

ial Med;a Markatmg, Advancec} Faceboo

reation, Twitter Marketing, Linkedin Marketing, mstagtam Mmkcang,fsoc_\__
‘media An;xlyt:cal Tools. 5 _
Kg:wora‘s* Goog:'e Word press FB, Lmled[n hzstagram,. dnalytics,
Communication, Non- Verbal Communication, Intra perscma} and In:erpersona

comml__mzcarz_on..

: Adwords, Dlsplay Advertising Techniques, Report Generation

Search Engme Marketing:

Meamng and Use of Search Engine Ma&ketmg,’[‘ools used — Pay Per Click, Google

W bsxte Trafﬁc Analysis, Affiliate Marke ng and Ad Desngmng
S, Online Reputati igement, EMaﬂ Marketing, Affiliate
| rstandmg Ad Words Aigorxthm_Advcmscmcntﬁemgnmc

Keyword.s PPG
Soch Media, Aﬁ" iliate
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estgd Readings. ]
,Textbnnks-' .
s 1. Ahuja Vandan\ 'D_lg;tal Ma;kznng Oxfﬁrd Umvcrsxty Press (2016) ISBN 97

-2. SainyRomi, NargundkarRa_}endra Di g:tal Markcnn Cases from India,
¥ ISBN 978164429193] 1644291932

uggestlvedmtal platforms web lmks..

/www wordstrcam cgml lmkbmldm\
%20to /azayour%zosne. _ ; t 5 .-x i :
St f}’xmvw targetinternet. comfthe—top-?,2-most—usc'f“ul~mulhl -marketing-
"a'ﬁttps J/dieitalmarketingphilipvines. com/8-strategic-steps-to- natuml -link- bulldehttpsn‘Mww.ﬂ\c-
p_guvs com/digital- markctm,qﬁ

L]

b

¥gested equivalent online courses: T e

fgs:}ionlinecourses_,swayamZac.in

"

el (PROF.PAVAN MISHRA) |
Chairman .. ° ©° ° i
~ : . - "~ Central Board of Studies (Commgrce)
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PART A: Introduetion

Program: UG Level _

Class: I Year

Year: 2021-22 | Session: 2021-22

_ onwards
e Subject: Foundation Course (English)

1. | Course Code X1-FCHBIT

2.. | Course Title English Language and Indian Culture

3. | Course Type (Core Foundation Course

| Course/Elective/Generic
| Elective/ Vocational K )

4. | Pre-Requisite (if any) “To study this-course, a student should have basic knowledge |
of English language, This course will be studied by all the
students of UG leyvel under the Foundation Course category.

5. | Course Leaming Outcomes Through this course the students will be able tor TR

(CLO) ‘1. Prepare for various competitive exams by developing their
English language competence. o
2. Promote their comprehension skills by being exposed to a
variety of texts and their interpretations.
3. Build and enhance their vocabulary. *
4. Develop their communication skills by strengthening
grammar and usages.
5. Inculcate values which make them aware of national
heritage and environmental issues, making them responsible
citizens.

6. | Credit Value 2 Credit

7. | Total Marks Max. Marks: 50 Min. Pass Marks:17

VAATES: J

PARTB: Content of the Course

Total No. of Lectures-Tutorials- Practical (in hours,per week): L-T-P

Total No. of Lectures:

Unit Topics No. of
Lecture
e s
I | Reading, Writing and Interpretation Skills:
| Where The Mind is Without Fear— Rabindranath Tagore [Key Word: Patriotism]
9. National Education — M. K. Gandhi [Key Word: Edification] 05
3. The Axe- R.K Narayan [Key Word: Environment]
4. The Wonder That Was India- A.L Basham (an excerpt) [Key Word: Indianness]
5 Preface to the Mahabharata C. Rajagopalachari [Key Word: Indian Mythology}
[ | Comprehension SKill:
Unseen Passage followed by Multiple choice questions 05
TII | Basic Language Skills 1: Vocabulary Building: Suffix, Prefix, Synonyms, Antonyms,
"{ Homophones, Homonyms and One-word substitution. 05
2+ Basic Grammar: Noun, Pronoun, Adjective, Verb, Adverb, Prepositions, Articles,
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| Time and Tense

| PART C: Learning Resources

Textbooks, Reference Books, Other Resources

Suggested Readings

Essential English Grammar — Raymon¢ Murphy, Cambridge University Press.
* Practical English Grammar Exercises 1- A. J. Thomson & A. V. Martinet, Oxford India.
= Practical English Usage - Michael Swan, Oxford

1{ * English Grammar in Use — Raymond _Mu_rphy___Cambridge-University Press.

T Part D; Assessment and Evaluation s
Max Marks: | Min Marks: 17 ' University Exam (UE) | Totai:
50 ) 50
U.E. Time 2 Hours |
External Assessment (UE) ' Time: 2 Hours
Fifty Multiple Choice

fObjechveﬂ‘rue—False_t;pe questions
to be asked. Each question carries
one mark

&
< \si‘\\;‘-,-
g
Dr. A.S. Kushwah ~
Chairman BOS Jiwaji University, Gwalior
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}ElcctlveJ‘Genenc
‘ tective/ Vocanganal 5 i
ok __rc-RequLte (if any) T Acou mtended to create awareness about the Ii

' sxdes

' -bem' hich is an integral part of environment; -
inculeate the skills reqmred to protect the enwtonmem from all

To study thls course, the student must have a knowl "I::gc baut o |
| the envuomnental components, pollution, bmdw rsity, an: '
‘ecosystem at senior secondary, class 120 jevel:

“Course Learning Outcomes (CLO)| 1. To “anderstand various asp

) & W

oo Value

Anthropocene era.

"inform decisions.

nature preservatlon

envaronmental protection,

ects of life forms;, ecological’
processes, and the impacts on them by the human durmg

3. To develop ernpathy for all life forms, awareness and
™ responsibility towards environmental protection - and

2. Ta build capabilities 1o jdentify reicvant envuonmental
issues, analyze the various underlying causes, evaluate the:
practices and policies, and develop framework to make

4. Todevelop the critical thinking for shaping strategies such
as; scientific, social, economics "administrative
conservation of b‘LOleB

& legal.
ny,

environmental equity and sustainable development
5. To prepare for the competitive exams.

el
7). Credit

Mlax.Marks . 50

ks

I ——

\ Min. Passing Marks:17

( o =
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Unit

Total No, of Lectures: 15

Topics

' Biosphere, .

o Brief account afNaturai Resources and associated problems: Land Resource,

* Water Resource, Encrgy Resource
¢ Concept of Sustainability and Sustainable Development
Keywords: Environment, Forest, Mineral, Food, Land, Water, Energy, Sustainable

Developmtent

n

Biome, Ecosystent and Biodiversity: :
o Major Biomes: Tropical, Temperate, Forest, Grassland, Desert, Tundra, Wetland,
Estuarine and Marine .
o Ecosystem: Structure function and types their Preservation & Restoration
o Biodiversity and its conservation practices. '
Keywords: Biome, Ecosystem, Biodiversity

4 Hrs.

g )€ % '8 '€ ¥ ¥ ¥ W W

il

Environmental Pollution, Management and Social Issues:
¢ ' Pollution: Types, Control measures, Management and associated problems.
s Environniental Law and Legislatioh: Protection and conservation Acts.
e - International Ag_rf;:cmqnt_& Programume.

o Environmental Movenients, communication and public awareness programme.

» National and International organizations related to environment conservation and

monitoring. _ . -
s Role of information technology in environment and human health.
Keywords:  Pollution, Environmental Legislation, Environmental Movement,

Environmental progranime and organization.

6 Hrs.

Suggested activities: (at least one)

I, Visitto an area to document environmental assets: rivers / forest / flora /

fauna.
2. Visit to a local polluted site Urban/ Rural/ Industrial / Agricultural

3. Study of simple ecosystem.

@-u;a[ﬂﬁ%D
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Suggested equivalent online course —

PART C: Learning Resources

Textbooks, Reference Books, Other Resources

s Singh; 1S, S'h}g-h_.S.-P. and Gupta, S.R.;"‘Ecology; Environment Science and Conservation ‘:",S
Chand publishing , New Delhi , (2018) ) :
‘e Divan, S and Rosencranz , A. , “Environmental Law and Poliey in India :Cases, Material &
Status” Oxford University Press, India, (200_2) 2nd Edition . _
» Odum, E.P., “Fundamentals of Ecology « _Philadelphia Saundres , (1971)
o Bharucha , Erach, “Environmental studies * Unive‘rsiﬁes-Enquﬁ'r'lndi'a Pyt. Ltd. Hyderabad
(2014) (Hindi Edition also available). . w _
o Kaushik, Anubha , Kaushik , C.P. “Pergpectives in Environmental Studies “New age
International Publishers , (2018), 6" Edition. ' |
Asthana, D. K Asthana Meera, A Textbook of Environmental Studies”, S. Chand Publishing, '
New Delhi, (2007) )
National Digital Library (https:}}ndl.'iitkgp.ac_.infhomestudy{science)
Epg- pathshala (https:f-/epg-p.inﬂibn_et.ac.ian‘omefDowriload)
NPTEL (https:/nptel.ac.in/course.html)
Comsera (hitps://wWww.COULS era.org/search?q uery=environmental+sci ence&page=1)
e T E,  TESOT A, e s yEae fafiee 78 feeh (2014)
o g B, e e Tidrerer seEerer efe fw. (2008)

o o SN, FETEROT e, Hifeca waT ufehTR.(2018)

. The Health Effects of Climate«Change (edx)
i Climate Change: Financial Risks and Opportunities (edx)
iii.  Introduction to Envi conmental Law and Policy (coursera)

iv. Women in environmental biology (coursera)
v.  Our Earth: It's Climate, History, and Processes (coursera)
vi. Ecology, physiology, environmental science (national digital library)
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__Subject:

Thcal)

tive

[ Pre-requisite(Ifany)  *

NPT e

SOBEShESaing | Onthe completion of this course student wil] e 25—

{ Outeomes (CLO G, W .
| Outcomes ( L) ' Touse keyboard shorteuts to pe T

*  Tocreate a new c_:[q;;;i;ment-,-qpén,. save a,ndp int 5 documem,

° Toedit andfonnattext, 'Chaﬁg_e [hepag& aXOUt,baCknglmC

and borders. ‘
*  Tomodify power point custom template presentation,
* Toinsertclip art and pictures to documents,

* To navigate the start menu to locate p;’@_ rams, files, and

settings & create files and folders.

To create-a- word document with customized template.

16. ]

Credit Value 2

7. | Total Marks — [Mox. Marks: 25475 | Min. Passing Marksr 33

Part- B Content Of the Course
M S Offige (Practical)

Total No. of Labs = 30 labs each of 2 hours duration (1 lab per week)

Practical Lab_will be conducted,based on the theory Syllabus

List of Practical

1. Create a document and, apply different formatting options.

2. Designa Greeting‘ Card using Word Art for different festivals.
X

3. Create your Bio-data and use page borders and shadin a. 3oHEsS

4. Create a document and insert header and footer, page title etc.

i

To create a document, set the margins, orientation, size, column, water

mark, page color and page borders.

6. Insert a table into the document.

7. Prepare a mark sheet of your class subjects.

" e —— e
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13 Apply themes and layouts to power point slides and insert pictures,
14. In power point slide make use of adding transitions and animation &

15. Create a excel worksheet and perform computations using

pr 8. Apply the Creating, _cdgﬁng{- o seouring &prélcé!iﬁé
Operations to aﬁ'-;éxce['?spreadsiuqq- |

9. Prcgflre‘-fa bar chart& pie chartfor analysis of five year results of your
0 institute, - § | |
w 10. Work on the followi ng exjér_.cise 6n 2 Workbook:
- % Copy an existing Sheet
. b. Rename the old Sheet
= ¢ Insert a new Sheet into an existirig Workbook
i ’ d. Delete the renamed Sheet.
3 Prepare an Attendance sheet of 10 students for any 6 subjects of your
= syllabus. Calculate their-

total altendance, total percentage of attendance
of each student & average of attendance. |

12. Create a worksheet on Students list of any 4 faculties and perform
following database functions on it.

a. Sort data by_??Namc
b. Filter data by Class ' :

c. Subtotal of no. of students by Class. »
graphics, shapes, and tables into presentations,

Working with master slides.

available data
and using mathematical functions chosen from menus.
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& €arning Resources
2 &
5
v
¥

B
w
o | Suggested Readings:
- 1 Microsoft Office 97 ¢ WlF Train |, -Giﬁifilﬁburter, Annette Marquis ,BPB

| ~ Publication.
o 2. MS Office 2000 for Everyone ; Saxena Sanjay,, s_s_chnd_
. 3. Writer's Guide to Microsoft Word : Kari Holloway .
2 4. Access 2016 Bible : Michael Alexander Richard Kusleika

5. Excel 2019 : Greg. Harvey

W 6. _Microsoft Poweérpoint Made Easy : Chris Smith
s s Part D: Assessment and Evaluatxon(}’racncal) :
«1aXimum Marks : _ 100 '

“ontinued Comprehensive Evaluation (CCE): \25)
danersnt} Exam(UE): N 13
Tnternal Assessment Marls EXternal Assessment | Marks

ass Interaction 10 _Viva vOee on Practical 15
Attendance 5 Practical Record File 10
~ssignments(Charts/Seminar/ 10 Table Work/ Experiments 50
Fechnology Dissemination/ Report
«1 Excursion/ Lab Visits/ Survey/
* dustrial visit
{OTAL 25 L 75
5



