The Spoken Tutorial project

*Self explanatory - uses simple language
“Aundio-video - uses multisensory approach
*Small duration - has better retention
*Learner-centered - learn at your own pace

“Learning by doing - learn and practice
simultaneously

*Empowerment - learn a new FOSS
Target Group
*Students - High School and College

*Working professional - Software users,
developers and trainers

*Research scholars

*Community at large

Workshops
The Spoken Tutorial Projects Team conducts
workshops on LibreOffice and other FOSS
using Spoken tutorials and gives certificates
to those who pass an online test.

For More details, please write to
contact@spoken-tutorial.org

This work is licensed under a Creative Commons
Attribution-ShareAlike 4.0 International License

The Spoken Tutorial Project is funded by
the National Mission on Education
through Information and Communication
Technology, Ministry of Human Resource
Development, Government of India.

Contact us

Email: contact@spoken-tutorial.org
Website: http://spoken-tutorial.org

|IT Bombay

Spoken Tutorial

LibreOffice

The Document Foundation
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Libreoffice
Introduction

LibreOffice is a powerful free and open source
personal  productivily  suite  for  Windows,
Macintosh and GNU/Linux OS
It gives you six feature-rich applications for all
your document production and dala  processing
needs Wniler, Cale, hnpress, Draw, Math and
Base.

These tools are supported and documentation 1s
free from a large, dedicated community of users,
contributors and developers. The ecomparison
with Microsoft office suite

would be as follows:

« Writer = Word
= Cale = Excel
+ Base = Access
« Tmpress = PowerPoint
Tt alsa affers Draw, a program the lats you build
sketches and diagrams and Math an equation
editor.

D
Features

*LibreOffice is a comprehensive, professional
quahty produectivity suite available for free.

“It is available in more than 30 languages and for
all major operating systoms, ineluding Microsoft
Windows, Mac OS X and GNU/Tanux

“Tt's free & requires no license costs or annnal
fees.

“It has no language barriers- [U's available in a
large number of regional languages.

“Fublic license- use it, customize it, hack it and
copy il.

N

* LibreOffice sutte gives you high quality & very
proffessional tools.

* Simple-to-use yvet powerful interface that is
easy to personalize.

* It 1s designed to be compatible with other
major office suites.

* It 18 compatshle with all popular file formats
like doc, docx, xls, xlsx, ppt, pptx

What Libreoffice offers l

Writer

This is the word processor component of
LibreOffice suite. This is a handy tool for
drafting a letter to producing an entire book
with lables of contents, illustrabions and
diagrams. It gives you the option of auto-
completion, auto-formatting and  automatic
spell check while you Lype.

Cale

Cale is lhe spreadsheel management tool of
LibreOffice Suite. It helps m managing your
nuwnbers and data elleciently. Analyze your data
with Cale and then use it to present your final
output. A fully-integrated help system makes
easier work of entering complex formulae.

Impress

This is the fastest and easiest way lo reate
effective multimecia presentations. You can
incorporate amimation and special effects in
your presentalion using Tuipress.

Draw lets you build diagrams}

Draw

sketehes from seratel A picture is worth
a thousand words, so  why not try
souething simple with box and line
diagrams? easily createlowceharts, route
maps & other such basiediagrams. Or else
go further and easilybuild dynamic 3D
illustrations with special effects.

Base

This 1s the database front end of the
LibreOffice  suite. With Base, you can
seamlessly mtegrate your existing
databasestructures  mto  the  other
components of LabreUffice, or create an
mterface to use and administer your data
as a stand-alone application.

Math

Tt is a simple equation editor that lets vou
layout and display your mathematical,
chemical, electrical or scientific
equations quickly, m standard written
notation. Even the most- complex

caleulations can be understood, when
displayed correctly.
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Name of FOSS Applications Commercial | Employability Department
equivalent
Linue-Ubuntu Virus free, robost Windows Technician or-Sysiem Computer Science,
Operating System administrator for IT, ECE,
Computer Vendors Electronics
{SME’s),Indian Railways,
Municipal Corporations,
Adr India and many SME's
LibreOffice - Basic computer MS-Office Adminisiration, Data entry | All the departments
usapge Office suite personnel, Travel Agency
for documents, Assistant, Indian railways,
spreadsheets, Municipal corporations,
presentations, Govt. offices
databaze eic.
Writer Word Processing, | Word
Documentation
Calc Spreadsheets Excel
Impress Presentafions Powerpoint
Base Managing ACCESS
Databaszes
ﬁlaw Drawing Paint
Math Mathematical MathType
Operations
PHPEMySOIL Web development JWET Website Developer Computer Science
and Database in all types of small and IT
Management and large enterprises,
popular comparies hinng
PHPEMYSOL trained
persons are Air-india,
Bridge & Roof Co., Media
CiC+H+, Java, Programming Programmer in Computer Science
Metbeans and language EiMEs_ mlidnﬁln . and IT
Python Jawva Netbeans and
Python, Lab-Assistant
in colieges. Popular
companies requiring
programmers on CiC++,
Java and Pyihon are HCL
technologies, Wipro, LAT,
TGS




MName of FOSS Applications Commercial | Employability Department
equivalent
Soilab Scientific Matiab Value addition in Computer Science,
Computation technical probiem solving | 1T, Electronics,
package for via use of computational | ECE, Mechanical
numerical methods for engineering
computations problems, Applicable
in Chemical, ECE,
Elecirical, Electronics,
Civil, Mechanical,
Mathematics etc.
LaTeX Document markup | MS-Word Value addifion to All the departments
language and academic Skills set.
preparation system Essential for Intemational
for Tex typesetting paper presentation and
scientific joumals.
CpenFOAM For Fluid Mechanics | Fluent Companies like AUDI, Mechanical
10 solve and create Tata Steel, Volkswagen,
fiuid movies eic. have started using
it. Also Indian Govt.
agencies like BARC
(Babha Atomic Research
Center ) are making use
of this free software.
Oscad - now EDA tool for circuit. | Orcad PCB designer in ECE, Electronics,
FreeEDA design, simulation, SME's and academic EEE, Electrical
analysis and PCB institutions, Lab assistant
design. for Electronic Circuit
Lab, Electronic network
designer.
Firefox Web browsar Internet System Administrator and | All the depariments
Explorer Lab assistant in SME's
and academic Institutes
GIMP, Q-CAD Image Editing and | Photoshop Self employed photo Ars and Textile
Graphic Design editor, editorin -designing, Fashion
photostudios, graphic designing,
design job in gift stores, | Architeciue
advertising agencies, eic.
Blender Animation and Maya 3D Amimator in graphic and | Arts, Design
Computer Graphics animation media, fim
eic. Sectors, such as
advertising compuler
pgames, TV, education,
interior-decoration, etc.
Ruby Programrming Ruby was used to Simuiations,
language implemented the reactive | 3D Modeling,
conirol part for the Business, Robotics,
Siemens sernvice robot. Metworking, Systemn
Ruby Web Dialogs based | Adminisiration, etc.
app o manage and track

oncall and on-site support
for the IT help desk and
IT operations teams.




Name of FOSS Applications Commercial | Employability Department
equivalent
Perl High-level Basic, Ruby, Perl has been called the | Web developers,
programiming Awk, system administrator's svstem
language assemnbier, best friend for its ability administrators.
PDL, TCL, o make commaon tasks Mathernaticians,
Octave, Guile, | easy. Perl's process, file, | geneticists,
SLang, and iext manipulation joumnalists,
Befung facilities make it managers , etc.
and Lua particularly well-suited
for tasks invalving quick
prototyping, system
uiilities, softwane tools,
system management
tasks, database acress,
graphical programming,
networking, and web
programming.
Cell Designer -Software for CeliDesigner has Biochemical
Planning & fully implemented the Metworks
Designing Wirsless Korowajczuk 30 model,
Communication capable of performing
‘Systems, Modeling simultaneously outdoor
toal and indoor multifloor
predictions.
GChemPaint GChemPaint is GChemPaint is curmently | Chemistny
an editor for 2D being developed as
chemical structures part of The Chemistry
with a muitiple Development Kit, and a
‘document interface. Standard Widget Tool
kit-based GChemPaint
application is being
developed. as part of
Bioclipse.
Inkscape Graphic Designing | Adobe Phioto editing, Photo Designing
IHustrator, Manipulation and
Coreldraw Graphic Design
Jmal Application Jmol applet is Jmol retums a 30 Cha‘nﬁlry
used 1o explore representation of a Biochemistry
ihe structure of molecule that may be
miolecubes. Jmol used as a teaching
applet is used tool, or for research
1o depict X-ray .g. in chemisiry and
Structures. biochemistry. Thereis a
and a development
‘tool kit that can be
integrated into other Java

applications.




MName of FOSS Applications Commercial | Employability Department
equivalent
Bash Bash is a “Unix Familiarity with GMNU/S System
shell® command Linux command lines, administrators
line interface for and familiarity with basic
interacting with the programming concepts
operating system. is a prerequisite for
Bash has the ability learning BASH. System
o run an entire administrators will greathy
script of commands, bhenefit by learming to
known as a “Bash automate comman tasks
Shell script” or using BASH.
“Shell script”.
Ascend ASCENDisa Its main uses have been | Chemical
free. open source, in the field of chemical Engingering
mathematical process modelfling, '
modefling system. with its novel modelling
language comventions
and powerful solver.
Java Business Tocreatea To built the business Library Management
Application business application application and provide | System
i {from scraich. domain expertise
Kiurtie An educational Some of its features All the depariment
QrOQramirirg are: intuitive syntax
environment which highlighting, simple emor
helps in leaming messages, integrated
how to build logic canvas to make drawings
and how to program, on, integrated help
inan easy manner. function, siow motion or
step execution, and more.
Ktouch Typing tutor teaches Learn typing at your own
how to type using pace. Gradually increase
an online interactive your typing speed
keyboard and along with it, your
accuracy.

www.spoken-tutorial.org

Link for matching courses using spoken-tutorial
http://process speken-tutorial orglimages/7/72/Matching spoken-tutorial pdf




ARTIFICIAL INTELLIGENCE

Duration (40 Hours)

Course Specific outcomes. Artificial intellipence is a broad and fast-growing subfield of computer science
concerned with the intellizgence demonstrated by machines, in contrast to the intelligence displayed by humans. The
peneral n-hjdéﬁm are 1o leamn about computer systems that exhibit intelligent behavior, design intelligent agenis,
identify Al problems and solve the problems, design knowledge representation and expert systems, design neural
nerworks for solving problems, identify different machine learning paradigms and identify their practical

applications. i oo

Unit-1'(10 hours)
Overview of Arificial Intelligence, Goals of Artificial Intelligence, Reasoning, Problem’ solving, I“-Zt_!r{:_*'-"1*!4:'554=
representation, Leaming. - S e e R et LA i i',_"'

Unit-I1 (10 hours) i

[t I.' ':ul‘i r < ‘,l'l

Applications of Artificial Tielli 2 Self-driving Cars, Google Translate, Amazon’s Alexa, Ec-f:rgh: Bfaps;

Subsets of Artificial InT.n:Hig-mr_::#a learning and D::f-;:l..a:af;un,g, 0 R Th A At '- L S J;*’
T x s ) F,I:'_..':J' AP S oy - . i .:r g - i 3

4 L'_I':iji.lﬂ.lll:{ll.] hours): | hR

[
o
i

Applications of Machine L-:urmn.g, A..-rmw:m raau:_-n::mi:ndalim u‘ﬂ's'rﬁ, M;chinn Learning used in. fraud detection,
Machine Learning used In social, Applications of deep learriing, Predicting carthquakes, Metflix recommendation
system, 54 e ARG "r

fi : " “ ,'r:= i A Un[l:-l‘h;:_{lﬂ hours)

|
b ]

45

Al v ML ve DL, Neuoral Network, ﬁb‘rmmam Artificial Intelligence so popular?, Popular Al Algorithms - Decision

tree, K-means Ap i T4l :

Assessment Criterfa/ Avward qf:t:."l.:‘.lfﬂﬁtathn: 5

Farticipanis who ntu rd ‘_?:!g!'ﬁ_é_:_l;:#n'dnnc: shall be awarded the tmnplellﬁ-ﬁ certifieate,
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LUCKNOW! PUBLIC COLLEGE OF PROFESSIONAL STUDIES

CYBER SECURITY
Duration (40 Hnuﬁ}

Course Specific outcomes: The objective of this course is to familiarize siudents with

system and web vulnerability ’
eviluale network delence tools ,
undersiand cyber laws and imvestigats o cﬁrm:nmn
[ Prepare report and apply kaws for the enses,

|-_-llll

it .o Unit-I(10 h-:rurs} :
m Cyber Space Jurisdiction, Jurisdiction issues under 1T Al 2000, :mdrm:rrnl principals ﬂt'Juna:IJr:l_H:ﬂ exlra-
terrestria] jurisdiction and case laws on cyber space Jurisdiction. E-commerce! and Laws in India: Digital /
Electronke sighaturs in Indian laws, E-commercs; issues and provisions In J'mgﬂgm'law, and E -—(I_I‘m-n.-:mnnn:..
Unit-1T {10 hisars)
Inteliectual Property Rights, Dl:nrmurl Mames and Trademark Dispute: Concept of trademarks in interret era,
cybersqualiing, reverse’ 'nuaﬂk!rlg, junsdiction in l:ru-:]-l:ma:k ﬁjaput-r.a, mpj'r:ghl in L'I1= -:I:g;l:nl m-:dmm. and

capyright mwmpuﬂ:rpmmms : B
. Unieann (o hmtu} b i
Developing: Secure Inl'-bnﬂum Systems; Informatlon sscirity gn-.remnrmt -!i: mk managn:amnn, sz-.-un;_-.r
architeclure & design Eﬁﬂl.l:l’ll:r'. J ] ls: i
. ' "ty ",- .'t. e i l--_ 3y ;

O i Y - '.'.'.

'_'Q_ e liin ,?.m I.rrlIT-I'l"fI-l]I!murs) o R R
Eﬁ.ﬂ.lm;r F{ﬂtﬂﬁ. Dm!npnmlq:uf pnlh:p:-.s, MWW, policies, lemail security p-n-h{:lta-, POIRGY review PPM-'
I corparale pnllmsrmph :I-b:unl-‘jf puﬂms. puhllahlng anr.l; nnuﬁnau:-n r:qlalrmnmr. :l[lh: p-ull::]ts:.

.__.--" ek I} T S

Assessment Criteria/ Award ul'mtli‘i:::tnn, ’ ;

m P;nlnlp:nls wiho secured. ':"5 o nmn&nu slult I.n: nwardnl ﬂu :nmpl:tl-m ul.-tiﬁ-q.q.t-:.
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FRENCH LANGUAGE
Duration (40 Hours)

Course Specific uut_gnmc:s: evelop the capacily to comprebend, analyse and synthesize diverse writlen
and orel information In French. » Enable leamers 10 commumicate in an imhu:nd;m manner with fittle or no.
help from the native speaker and to- arwin r:-:-mmun'rt-'ql:i'ré fluency 1o Frmdm,-i:b have a good knowledge of
ml:u'ph syntzctic, lexical and phonalogical aspects -M".h: Em;ulgc. Develop :h: ahifity to apply their lmwl:d;:
ln-lilmguli'n shllamumslmdvmuﬂ mng:nl'm!-ht‘-: nrumnmma Frénch conlext,

II-'

o Unitl uu h-nln}

Greeting aa'hﬂ l.r:np:, L:;S-ﬂu‘ladmu ‘#mhumre ‘-I’:rhnctr:, :mirm]lu Lz: mbrmnrdlmummtﬂ.-ms
Translation " L Fioa

S g th—ﬂ'{lﬂhwrﬂ + AT 3

. Grammaire: Les am:l:&;l,n:dpm&; Lmadyu-ﬂﬁmwmmﬂ '-’nl:-:aER. IR et RE; Verbe ;m:mml.

_' LUimperatif Emmuﬁmmmun mdl}du-gue nmdﬁpmntsﬂmmhmmm L-ﬂ.n:plll:un.,lm
nﬂmlnnﬂ.:sswmduh urualm; Les moins de | innee Les ooul memfmhu:'rm

v e be i bpg ' :. . e 1:_-' i L :.I-' ¥ = . . i e e :.l'l. T
et 2 i!- 4 -'-f.. i S e -'_:é S g
= e i e [ i .ll . X -_-\._"':.l-__ L e ﬂ.l'l‘"—ﬂ[ﬂa iﬂl.ll.'.t] 5 .']_ e

T ' : I’ . 1 L =) F
E‘ulﬂpmlhl. Pamgra-ph 'n'!‘mng thw:n m;m:hﬁu‘.lm E‘inhsaﬂm {Frm:a, mmmrrrl:rﬂ.s, Tiemm, fietes ehe).
G ' T.!mt-nf (10 hours) p

ﬂr:l Skills Epukhg nd lhlmﬂng skillg: {]ml -:a:pm:imu, Reading and answering questions on the tu:t
tqa-rmpg np.m]:rrl and dua:mmg muzs of General i inlerests. French through audio visuml methods: BOfES aru!

i 2N Pk T f
Aﬁmm:niﬂﬂlmﬂﬁmrﬂ'uﬂﬂﬂﬂuﬂm. s

Ptrr.rﬂpnu whu 1mr.red 75 % attendance. shall be m:d:-:l the completion certificate.

. m; Jeu (or. Al Singh)
[! Dean Academics .1._:_ it lmﬂﬂiﬁ"-"uhl P.']Inrqlpjim.]ﬁ'-f I.
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TALLY ACCOUNTING N S
Duration (40 Hours)

Course Specific onteomes: nmnu!nnb.rec:hua af this course Is to Introdce students to the latest versian

of Tally ERP9. It provides the advanced concepts of computerized accounting in terms of Tally ERPS. After

mmphﬁmﬂummdmuwﬂhammmmwmmbemdmnnﬂmh
mmﬂaﬁdmmﬂmmngﬁdmrnhgmr&fﬂfmmm

acecunting professional can easily secure jobs. {

s ! .l-..' - 7 w uﬁﬂ'r] ﬂs hﬂm] ..'.- ; ::.--. .r:l - R .IT
inhﬂdﬂdiﬂnh.ﬁmmﬂngm hﬂﬂ\'ﬂaﬂmﬂﬂn ﬂffhﬂpun’:ndaﬂ.mnﬂng.ﬂ.pptﬂumni l:mmh
fAccounting, Furmu nf.l.:n:runﬁrgﬁr;tun ]

unﬁnmmﬂmﬁmmmmﬂwmmm
mmmmmwmmmdmw &
ﬁmdmknfTalrElP?hmHu:um, MMTWEQTWMW&TW
Amﬁmhﬂmmuuqmmrdmmms. & ¢

o : : Unit-II (15hoars)
Mﬂgﬂiﬂ:ﬂumwmjnmmmmmmu,msmmmmaw
Select company, Eatev.mfni' Tally, Accounts/inventory Information.
mmmmmmmm JmmimmNMammw.ﬂdﬂhmpam
Maintaining Group Company in Tally.ERpS: Pre-defined groups of accounts in Tally ERPS, Mapping bmm
ﬁeﬂ,?ummehﬂMﬁmﬂTﬂrEmmWammmumﬂqmnﬂm&mp Criate,

+ Ater & Delete; L dgers - Crets, Alter & Delete

2 Unit-A11 (10 boars)
Accounting Voucher Entry: Accounting voucher, Predefined vouchers in Tally.ERPD, Creating, displaying &

aleering voucher types, Debit & Credit nules for vouchers,
I.I'uudluEn'trrl:nnl'igm:hnﬂ “w:hrrem::unﬂwﬂmlurm Mentification of transaciions for

different vouchers, -
Recarding mru-udhu in Talty.ERPS: Rmrdlngqf_mh Encdfthwmdiﬂn_s.

Assessment Criterial Award of certification: gribes . :
Parficipants ﬁtu?m;pf?ﬁ'.;ﬁ atfendance a'_h.all be mrdbd the c:;mphﬂi'n certificate.

m | (or Anl Sogh)
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PERSONALITY DEVELOPMENT PROGRAM
Duration (40 Hours)

Course ngmﬁr: oufcomes: After Completion nni':u program, sudents would he able 1o mﬂn’ﬂnd

Ih:ﬂudmmdﬂtlrwwd‘nsmmmmm|hnﬂnrmywwddt:nushlrsnmdnfmpm
l.’nwﬂhﬂmpmitmm Tt M e Fiea iy

1
-

e e = L
g

J U T [Iuhn-n;

Unﬁnmﬁg I’-m-:u:lrt]r E-:]E-I{rru-.ﬁndgc -impmhnnt. Benefits; !’u‘mlrl.}' 'E'rpﬁ, Big Fiu: M-ndnl of
melﬂyﬁmng%ﬁ&hnﬂc?mphhhrm%h,lnmwm#ulﬂ

k I":'-\.' I' AL ; e "" .C . 'r'l
AL ':":'5; - 1 B .I : ¥
Rttt - : T M T
0 :3._" l:lH-ltl:“hﬂHﬂ} B ; e

!nm’::w E!i‘lh.- ﬂfm_m&,mrﬂ]ﬂlﬂmpﬂﬂﬂmﬂnﬂ]ﬂhlhﬂdmuﬂm first impression,
S-tﬂingj-wmtl‘atm Intm'i-m Gmﬂmm—])n’s and Dion’ts; Mast and Must Wot's for the candidate,
_Mmtﬂlamwmﬁmﬂm EWTWMW

b N
! Usit-11 (18 bours)

I!-'Il::ung SHIII “The | rrlﬂﬁ'm -gm-i-, ﬁb mﬂm’w le HdpMpH[m Eﬂ.u'uin uﬂﬂg ;
. minutes, Fwaﬂlnkmwgn{ﬂmfuphamﬁmﬁn ﬁrﬂ'ﬁdm:jr H:g;lumng SEI! “-']ﬂl; T

g

J '-"w:r""
g

i  Negolsnt, Mﬂqumwmm

5!.

lmm ﬂl}hn-n} 4

24 thumﬂkuﬂ-?r:;ﬂ:ingh‘i’mmmmmdml Mmhwdmﬂﬂﬂuhm f:

wmﬁ.mwﬁ:ﬁilhamtufwnnﬂm:ﬁ.Fuﬂmmﬁmdﬂhﬁmthh
Mm.nﬁmnﬁtlshm_UmgAwM slides, OHP, Teleprompter, Body Language,
Cmﬂﬂﬂyﬁlmlhmmﬁnmmmﬁsmhmgmﬂmﬁ mdm.g
!lnﬂhfm Wﬂﬁmﬂlmﬂﬂmmurﬁmmmm hostility.
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INTRODUCTION TO GST

Duration (40 Huuﬁ}

Course Epetrﬂcuumnmes The studcntswﬂlht a.uum _ i / i 5

*  Learn the mnl:eptnfhdlﬂ':ﬂ:tn Er:um Fre-GsT pﬁl‘hdtu p-:rst-ﬁﬁ'r periad.

+  Understand the difference betwaen forward ﬂ!arge. TEVErSE -:har,ga mu:.hunurn md the dll’r‘aﬂnce

betwesn compoasite and mixed ;uppllr. _!f'.

‘Know the contents and Fufmat f-nr w'luus dw:IJmEﬂullke taxmwm, l:ull #wpprr,dehit nc-re,. eredit

[ note et [ !

*  Recsrd and anil-.mt the lmumun; for mmplian:rz under GBT

* ' Understand ‘thl: prﬂ-wdum for ra;lstratmn p:l:.rmm Jr'u:l rﬂund l:li EE‘T a5 well as m:d'ﬁlnls.m ti
:ie-tem]nert...ll i y

_."’ e . _Z T i "a‘-:'*:-'- .

¥ e *‘-f} : l.lrllt-l 110 hoirs) .
Introduction of G5T in Ind";a, l‘.‘h:rmp:rmu l:rf G‘rT CGE'F SGET IGET [J::ﬂnl'hnn - .?'.-upptyb C‘anwmg,
Mixed, Aml:p!uTumnvcr. Pumﬂmm .ﬁ.ppmpu'[atu Ciovernment, {'FSTH i:lSTIN GST Models @ Single

GST&Dual OST. % 0 o

% 1 Unit-1l {10 hours] Pt : : .
i : & g i
A Registration under GST : Persons lisble to get registered, Rates Of GST, Registration Procedure, Reverse:
L Charge h-!mlﬁnm (RCM), E- iln:tum Fil]ug. ELadgﬁ Etnvw-ng Under u:m;, Et-:mpl[m from Gﬁ'r GST
fax ral!m : ji [

= LT af
H . 4 '
- F, .. I:| I - " - e I' e i
i v

3 L KL Llnh-ﬂl{mhnur:j

Input Tax Cmijt I:JTC}.. Eilj:l'tﬂl'ty and conditions !'Elr !aldng Tnput Tiu Credit, Appurﬂﬂnm.eru of ITC and
Blocked Credit : _‘i.l’anuu Documents under G57T- Tax_ [nmm., BIll for Supp[_l,', !}ehll Ha:r.-. Cm:u_ Mote,

Fl.j'!'nﬂ'l-t Youcher, Rmrpt Youcher, E-way bill.

[

J Y i | ; l,mIH'I.I' (10 hioruars) b :

EL@ + Assessment and Adnunu:mm of G‘ST Types of GST Rﬂa.lml.. Tﬂx.s of Assessment & Assessment
' Procedures, Role and Functions DIGST Cmmll ’Im dmiumun o Saum:ﬂ: Tax Collection at Source, Refund

of Tax. L . e o i

asmmntﬂﬂuﬂ;fﬁmrh.nfurﬂﬂﬂﬂﬁn: L ] L ‘5 _ 7

[Dr,ﬁ.nll .":Inq:hl

letnan Puhu‘ﬂ'n;‘lﬁ;dm‘]*m\. sl
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INCOME TAX RETURN FILLING AND ASSESSMENT
Duration {40 Hours)

Course Specific outcomes:

sEknow ahout the basic concept of koome Tax

+ Understand the provisions of Income x| S

= Understand the provisions relating to residential status and inddence/charge of Tax.

» Students will be able to identify the technical terms refated to direct taxation, .~ -

= To help the students enderstand the computation of income andgmﬁ:éfmn. ] s

- Unit: lunhnm}

Overview -of Income-Tax i.:whhfn. Hﬁil:fumqm. IJ'imrhl:Ta: -ﬂu:t lﬂﬁl,h'rmmeTn Rules, Income,
Rﬁdenlﬂlmum, Assessment year, Tax Llaﬁﬂ'ﬂ:f,hh'm u[‘l‘a.':. i

L y ¢ Unit-1l [10 hours) j
Generzl mmufﬂwdunfhmﬂﬂuﬂimfmnﬁmﬁm In‘m:.ﬂ:mwhu:mnmemH:lnum:
of Individisls. ; . : ad 1’ Bt 1
fo © /' Unit-i {10 hours) 2 E

PAN Application form 49A. Income Tax Return, E-Filing, Problems in Retum Filing, Income tax Slab Rates
for Individual, O1d Tax Skab and - Alticrative Tax slab ufs 115BAC, Surcharge, Cess, Rebate, Assessment

e
S unitiv (10 hours)

.ﬂdl.mnce Tax, lnterest for D‘EI-E'.' in Itetl.rm Flng. Interest for Non-payment [ Short payment ur.ﬁ.d-.lanm ‘I'a.'t.

Penalty. :

Assessrent Criterial Avard ur';.-i-:-;fﬂuﬂnu': LRI S YT ;

Participants who secared 75 % attendance 1h;|llllin awarded the completion certificate. ; |

W

h EL-L: AR %7
{ ushal] (Dvr. LS Awasthl) (. Anil Singh)

5 Coondlntordl Dean Academics Leztnam Pt Princpal Protassin o

Titrmcs & Ll el i e
¥ e e, i) Einfacll s
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INTRODUCTION OF STOCK MARKET
Duration (40 Hours)

Course Specific outcomes:The objective of this course Is to familfarize the s'tutFenr! with
& the conceptueal background of securities market
& the concept and rele of mubual funds

the legal and regulatory framework

fund distribution I

risk, return and performance of funds

Unit-1 (10 hours)
Introduttion to kwestenent: Financial goals of investors, Savings o Imm:nt?lﬁmtrﬂenl risks, Fhsk Profiing,

m Understanding Asset. Allocation, Mutusl fund distributors- Kinds and importance,” revenue, Legal and
Regulatory Framework- Role and support I‘un-l:tlnn of ainfvice prnﬁders Role of SERL; Inwestor Grievance
redrgss mechanizrm. : i

o Umit-11 {10 hﬂuﬂr}

Seheme related informatien - Mandatory documents, nnn-mandatnﬂ.r dlsclusuresl Falr 'ﬂluatl-nn principles,

Computation of Net .As:ﬂs of mutual fund s.cheme and NAVY; Concept {if Entry and Exit a-l'bd' its Empact on NAY;

Bey Accounting and Fle-pun:Fni: requiraments. : - .

Uit-101 {10 lmm ol “di

The MFO process, Investment plans and services; Allotment of l-l'ni'ts m In-.rnﬂ-:-r Felling udﬁ.pplmauum form o

mutwal funds, Cut off l:rme and tirme stamping, -Fnancial trmsnmu}n 'nu'ith nhtual [und Kvic req.unmem.

s-mgqmn:tmmfﬂnns ; .'-‘ W
Unit-f¥ (10 howrs) - 7 .

General and spmﬂ: risk factors, Drivers u:ll Aeturn and Riskdn a E:hznm,. Me.asura-i uf FH;I-:, Pr-nmmn: I.'v.'ll:h .

respect 10 Credit Risk, Benchmark and Performance of Mutual Funds.
Mutual Fund Scheme Selmmn- imwestor need, preferences and risk profile, hased on im&;hnmt stratemr of 1

mutual funds; D«u‘:. and Dnn = whlreselecﬂngmutuaifmdﬂzhem AR RIERE e o
e} Assessment Criteria/ Award of certification: e L e
i : ¥ L

Pardicipants who secored 75 % il‘l‘mdtnl:t shnll be amrd'cd the mmp-irtlnn certificate.

fa Aglt! LT \M i .|.__: __.,'l.l' £ A ) :
,.-""-:3.‘-.“ . [ -. _ r’,/l -. . I_. : : L .I / i
{Mr. Chetan Khanna) e i Br. LS A ! “ . ; 3 by hn;&hh’fL'“ - ],
Course Coordinator PR ﬂtm#ﬂﬁmm iy I'.ul:trlm.r F'ummndg;ihfnﬂ o
/ ! '. b b | ‘.-".w.] Wt Wivzod, Goali g (3
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{ﬂ%" i : ;thi] {0+, Anil Singh)

L Course Comdinator ) : Dean Academics Leckzos Pat -Fﬂnd_liﬁl:_-_e-__;

"'Lucnmnw PUBLl"'___j_'-' STON
FHDEMMIME INPYTHON

Duration (40 Hours)

Course Specific outcomes: The course is da:signed_tu'pm-ﬁde basic knowledge of Python to students which
they can use for problem-solving and programming capability.

Unit-I {10 hours)
Getting Started: Introduction to Python- an interpreted high-level 1an,g:.|aga.. l}ilfr_rm-r.t between © & Python,
Python Virtual Maching, Execution of program.
Variables, Expressions and Statements: Values, Varables and ka-.r-.-.rurdr (Jperators and Operands, operator

precedence, Expressions and Statements,
Conditional constructs and looping: if else statement while, for, break, mMmue.. elee, pass & return statements.

1I'|:.||l 11 {]'L'l hours)
Functions: importing . Modules, |m-nlt|ng bullt-in functions; functions’ from math module. Defining functions,
invoking functions, passing parameters, scope of variables, void functions and functions returning values.
Strings: Creating, initializing and accessing the elements; string operators: %, * in, not in, range slice; comparng
strings using ;:hlmnainpen:m‘: _ :
il Unit-T11 (10 hours)
Lists: Concept of mutable Ert:. ueatlng, inftializing and accessing the ehmﬂu, traversing, appending, updating

and deleting elements; List operations.
Dictionaries: Concept of key-value pair, creating, initializing and am:esslng the elements in a dwﬁanm, traversing,

appending, updating and deleting elements.
Tuples: Immutable concept, creating, rntralrsin,g and accessing the elemenu in a tuple; tuple functions: emnp{), lenf),

.- maxf], rmin(}, tuple(}.

Stacks and nu:uesvﬂlh'ﬁm. i S
I.Thi:-w {1:1 hours)

Data Hrt: Opening and cdasing files, file object, access modes, reading and writing a file, file positions, renaming

and deleting a file.
Classes: Defining classes, creating instance na:,lema. accessing attributes and rnEm:Hls, using built-in dlass attributes

private attributes -
Inheritance: Singhe and multiple inhesd

owerriden methods of parent class.
Data Hiding, Mtrthudﬂvernd‘ing_.and Pelymorphism Handling, Exceptions: try..except, try..finally.

tance- Overriding methods, using supe:ﬂ in derived class to imvoke initf] or

Assessment {':‘rillérlaf Award nl_'ur_tmmﬂnn:
Participants who secured 75 % aftendance shall be awarltd the completion certificate.

ol .

1 ' 14
e iy i
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SHORT TERM COURSE FOR EFFECTIVE COMMUNICATION SKILL
Duration (40 Hours)

Course Specific outcomes:

» . To better understanding of communication tools and process
»  Tobetter understanding of model and theory of communication
+ Tolcam Practical implications of communication theory

Unit-1 (10 hours)

Introdustion to 6 dimersions of Human beings, Types -:I‘n:ﬂmmum-:allm, Levels :rl'm:runmu{'-atlm and Bashs
Principle of Social Interaction, Johari mndnw ; \ -

Unit-11 HD l!lu-urs} '
Applying course mmry 1o real Inft. ".'."]13.- i :n::rmp!mg rn:H! eﬂ‘mws‘ﬁ' C-::run-mw'm-g. The mb-gu:ly of
ml‘mnallﬂn pnwpu-:ln 5 Eoh b r'}__ :
} 1 rye i .:;":.":'.' i
i S Unit Il[{llil'h-uunr} f_ { '
i s

Li.ﬂmln_g and listening - tc-.r.r_ls, Active listening — basics & 1¢-:.1m|quu, Ematmm'.t dm:'usmn. Wh;r is it
:mpmant to Tmm.llll': ;'wr thoughiz Bn:tumltlf‘ i b ;

# ? UL ol v nﬂhwu} R &

l:q:-;u:epz u{fm Basic rules ul‘p'.'mg and :m:-.w]ng fu-n[lmr.'t. M-ud:ls pfpm'ﬂdmg. f:t-lﬂ:ﬂ.d-:. Knowledge
Implementation and Exercise for lmrnng, MDD &im-lﬁra.lhn n!‘mﬂﬁrﬂ-ﬂtlm and non-constrictive feedback.

Assessment Cnl:nr.l'.lmrd M:u‘ﬂ!‘iu!hn

Participants who secored 75 ﬁnﬂudlnu .ﬁmll ht wnrded the u:nﬂp'rltluu urﬂﬂﬂh:.

S

ey B

(Dr. n.i:u Singh)

-Principal '

!||..l T of i .|I|] ".': ! H.:':

lLr#naﬂFI:‘ Headol Piobdssioes |
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THEORY OF BASIC PHOTOGRAPHY AND VIDEOGRAPHY
Duration (40 Hours)

Course Specific outcomes: The ant department offers a broad scope of apportunities for pursing ar
while attaining a liberal arts education. From traditional fine art subjects, such s painting and
photography, to artisanal crafl-based media, such as ceramics, metal, and glass; to digital technology
such as 3D modeling and printing; and 1o community-based genres, such as eco art and social
sculpture, students are sure to find an area that suits thefr expressive style. Rignrg-m siudy of art
history atross culture and time offers opportunities to consider multiple perspectives as well as
providing a firm grounding for the understanding that cultural context is a shaping force for all human
activity. i '
P A : i T -::...‘..
! Unit I = (10hours) - T :
History of Photography: early ‘experiments and later developments, Films cameras & Processing,
Cameras old and new, Different parts of a camera; Lenses: wide, oom, tele, macro, fish-eye,
Aperture: Functions, Shutters: Functions, 150, Exposure. .~ o i
i . Unitli-(10hours) | i
Photographic light sources, natural and artificial, Composition, riales of composition, Flash, Digital
Imaging, Sensors, Light-room, Photoshop, Photo Correction. Wildlife, fashion, and photo-journalism,
Photographing in available light. © . . et gl
A Unit =10 hours. - 5

Brief history and how it differs fram cinematography, Basics of video
application, Basic rules of framing - rule of third, point of view shots, over the shoulder.

' Unit IV — 10 hours i
Lecture on composition, Rule of thirds, Screen direction, The nose rule, fram
pod use ~ wireless Mic - Lecture on capturing audio inthe Reldss 4 0

F ; . . :_- i .. i _'.';..lll i

Assessment Criterial Award of cerfification: '_ gl
Parlicipants who secured 75 ﬁ:lltm:innu shall be lmr&tﬂ thie completion Hr!im

(DR Awasthi] | | (Dr.Andsingh)
Course Coordinator R pan Audﬂrrﬂlﬁ':... '.hlfhw‘%lliﬁﬁil-'-f--:-F-'c"~.
, MR, ol o

ing — light elements — tri-

B G

cameras - their operations and

..I‘! =



 LUCKNOW PUBLIC COLLEGE OF PROFESSIONAL STUDIES

YOGA& MEDITATION
: Duration (40 Hours)
Ceurse Specific Outcome: Following are the main objectives of this course.

* ' Toeoable the stadent 1o have good heatth.
T practics menial hygiene

= Topossess chotional stability

*  To integrate moral valwes.

*  Toamin higher level of conscious.

= Tomake a stability between body and soul.

: Uyl (10 Im:r:]- pi
Yoga Efymology, definition ,,.Mm objective and misconception lext, Tﬂg& origin history and -Isﬁlmnml..
Bules and regulations 1o be followed by yoga practitioners, Infroduction to Major schools of Yoga (Janan, Yoga
Ehakti, Yoga Kormn, Patanjali, Hal}n] Infroduction to yn,g:: practices {Mﬂmm‘u’mm Surya Mamaskar
and Asanas)

o

: -"'-- Linit=-11 {10 howrs),
Introdisction and stady uFE‘l.Lmul.h ‘a!'nga Sutra Introduction and ﬂ:;d:.rqt']}ha;pmd Gita, Introduction of Hata
Pradgita, Tntroducion snd study of Gherand Saita. Gais
Unit-111 (10 bours) - L

. ARt
Brief introduction fo Enmm M}r Role of yoga for health promotion, Y-:Iglt'- affitudes and practices, Holidgic
appeoach of yopa towards the health and diseases, Introduction to yoga diet and its relevance and § mpn-rurbnr_m

wpﬁidhmmmln:}l a.rld Ritucharya l.-:l::I-Lmspm of yopic Lifestyle

i :' e l'.lm:t-I"I-" (10 howrs)
Practice nl‘muum like '[Hmﬂﬂhuﬂu, Sukshmavyayama, Surya Hama:ha.r Ha]a.mna, Pawa.nmu}cmm-'

ﬂhmmm Shalabhasana, Gomukhssana, Vakrwsana, UM h{anml!r.qsmg, Sﬂfﬂlﬂ'ﬂﬂﬂﬂﬂ‘ Junusirasana, |-

Virkshasana, Mﬂma,nmmnmm.uhm} e, T, i :".'

L slh . v :':I‘ A i A : 1 |
Assessment (;_‘ﬁlrr[.'i..l' Award nfuﬂi[‘rtntinn: il o 1-,It -
et : : AT ; £ 1
i Farticipants who secored 75 % attendance shall be awarded the completion certificate. =
iﬂ - .'.-'.- I.;--' L 9 ":I-:.: I
o : : ; & Sy
/ = ; ) e 8 : l!l .
B~ [Dr.LSAwasthi) g ‘LS Awasthl) - . {or. Ani Singh)
i CowseCoordinator . ' . ' . Desn Academlcs : Lu:iru:mﬂ;, Naipaioon P A
L i)l ¥ 4 - X lml liif g .ul._r.u-. 3 i |'i|. [ N

:"__t":':.'k.? . !
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MARTIAL ARTS
Duration (40 Hours)

Course Specific outcomes: To teach the student the basics of punching, kicking, blocking,
and movement stressing the application of the basics in regards to self-defence, while
applving the five virtues of Shoalin Martial Arts: effor, ﬂ[q-.u:t!: character, sincerity, and

self-control.

Unii-I {10 hours)

Introduction to martial art Difference between martial and nn-:n martml spmm Forms of
martizl ans —wushu tackwondo,kick boxing, J-:a]anpaj"atlu :m {mmr:d mm't:a! arts),

principles and theories of martial art. £

5 Umie-T1 {10 howrs) ] 1
Introduction to defence and attacking st}rfes of martial arts;’ ‘E-mc stances’ amﬂ bowing,

theoretical approaches to of punching, kicking, blocking, am:l movement stressing the
application af the basics ‘in regarﬁ_s to self~defence.

1 .
3 Vnkt-ITI (10 hours)

Introduction to various defensive attacks like Hammer .::1n}:e,, Gmm kick, Heel palm strike,
Elbow strike, Alternative elbow strikes, Escape from a 'bear hug attn-:k‘ Es-:ap:.-. wuh hands

trapped, Es-::ape. from ,ﬂdr. headlock. ; gl Y
B0 URit-1V (10 hours) e T o R

i
Practice of Ehl:st Punch,. Face Punch anr.i Downward Punch Fa.-r.'u: Punch -E: Betuw Punch on
Kibadachi Stance, Forward Stance + Front Kick (Chest Level & Face ch:l], anl Kick on(

Bag, Stepping, Blocks- Upper Block, Outer Block, Dmmwurd Block, [rmer Block with'
mmappnmmn ofall 1I‘r1: b]{:-l:l'-.'ﬁ Basic mmhmatmn Sparnng tnnhmqmﬁ ;

A L T
[14r. Mano] Gupta) : :ur. I..SA'I.H-:IH] 1‘ e O (er. Anusmiﬁ}
. i , b i » i 1, -_
Course Coordinater wiiy _:IJHH'I Aﬂdr.mT:: L"““WPL“"“ prin T:'Fﬂﬂ II:!Jr **'4 i
¥’ b ] ._.-' q |': ; ._' l"., I.rl ([ 'u X |..t| 1-1'| .': '-\.'
:-_-. '-. ..I":J -'I:E. ! !
i ! o
B £
(] § :-'I : |.;'-_.
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Constitution of India Syllabus

Here is the Constitution of India Syllabus specially structured into 4 compact units - exactly the way
UPSC CSE/States PCS. CLAT PG, Judiciary, §50, College Semester [ixams, and Competitive Exams
toppers prepare it to revise the entire Constitution multiple times with 100% coverage.

Duration (40 Hours)
Unit 1

Historical Background: Regulating Act 1773 — Charter Acts — GOI Acts 1858, 1909, 1919 —
Government of India Act 1935 — Indian Independence Act 1947 — Cripps, Cabinet Mission Making
of the Constitution: Constituent Assembly — Composition, Objectives Resolution (Jawaharlal Nehru),
Key Committees & Chairmen Salient Features of the Constitution Preamble.

Unit 2

Fundamental Rights (Art 12-35) — Art 13 (Doctrine of Eclipse, Severability, Waiver — Art 14-18:
Equality & Freedom from discrimination — Art 19-22: Six Freedoms & Personal Liberty — Art 23-24:
Against exploitation — Art 25-28: Freedom of Religion — Art 29-30: Cultural & Educational Rights —
Art 32: Right to Constitutional Remedies (Dr. Ambedkar called it *Heart & Soul”)

Unit 3

President (Art 52-78) — Election, Powers, Impeachment, Ordinance, Pardon Vice-President (Art 63-71
Prime Minister & Council of Ministers (Art 74-75) Parliament (Art 79-122) — Lok Sabha, Rajya Sabha,

Duration, Sessions, Officers, Legislative Procedure, Budget, Money Bill vs Financial Bill, Cut Motions
Supreme Court (Art 124-147) .

Unit 4

Federalism in India — Division of Powers — 7th Schedule: Union, State & Concurrent Lists — Centre-
State Relations (Legislative, Administrative, Financial, Administrative) — Sarkaria, Punchhi, Inter-State
Council Panchayati Raj (73rd Amendment) & Municipalities (74th Amendment) — 11th & 12th
Schedules, PESA Act Emergency Provisions (Art 352-360) — National, State Failure, Financial

Assessment Criteria/ Award of certification:

Participants who secured 75% attendance shall be awarded the completion certificate.

-by st

Mr.Siyygédra (Dr. LS Awasthi) (Dr. Anil Singh)

Course Coordinator

Dean Academics Principal

Lucknow
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NISM Mutual Fund Syllabus

Duration (40 Hours)

Here is the NISM Scrics V-A: Mutual Fund Distributors Certification Exam syllabus officially
restructured into 4 compact preparation units,

Unit 1

Mutual Fund Basics & Structure ,Concept & Role of Mutual Funds Advantages & Limitations of Mutual
Funds Legal Structure of Mutual Funds in India (Sponsor — Trust — Trustee — AMC — Custodian
—» RTA)Key Constitutive Documents: Trust Deed, Investment Management Agreement, SID, SAL
KIM Role & Functions of AMC, Trustee, Custodian, RTA, Fund Accountant.

Unit 2

Scheme Types, Features, Retumns & Taxation Debt, Equity, Hybrid, Solution-Oriented, Index Funds,
ETFs. Fund of Funds, Gold Funds Key Features: AUM, NAV, Expense Ratio, TER, Exit Load, Tracking
Error Return Calculations: Absolute Return, Annualized Return, CAGR, XIRR Rolling Returns,
Benchmarking Risk Measures: Standard Deviation, Sharpe Ratio, Beta, Alpha Taxation of Mutual
Funds.

Unit 3

Offer Document, Fund Distribution & Investor Services (Chapters 8-10 | 20-25 marks)Key
Information Memorandum (KIM) — mandatory reading points Scheme Information Document (SID) &
Statement of Additional Information (SAI)NFO Process & Cut-off Timing Rules Distributors: Role,
AMFI Registration Number (ARN), EUIN, Commission Structure Direct vs Regular Plans Investor
Folio.

Unit 4

Types of Risks: Interest Rate, Credit, Liquidity, Concentration, Reinvestment Risk Financial Planning
Concepts: Asset Allocation, Diversification, Rebalancing Model Portfolios & Investor Profiling
Selecting the Right Mutual Fund Scheme (based on goals, horizon, risk appetite)Legal & Regulatory
Environment:— SEBI (Mutual Funds) Regulations 1996— AMFI Code of Conduct.

Assessment Criteria/ Award of certification:

Participants who secured 75% attendance shall be awarded the completion certificate.

[ *
Mr. Mayak (Dr. LS Awasthi) (Dr. Anil Singh)

Course Coordinator Dean Academics Principal
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CAT Syllabus

Duration (40 Hours)

Unit 1: Verbal Ability

Reading Comprehension (70-80% weightage)d-S RC passages (total 24-26 questions)Topics:
Economy, Business, Philosophy. Psychology, Science, History, Literature, Sociology, Current Affairs
Question types: Main idea, Tone, Inference, Strengthen/Weaken, Paragraph summary, Title, Specific
detail

Unit 2: Data Interpretation

Data Interpretation Table charts, Bar graphs (single/double/multiple)Line graphs, Pic charts Case lets,
Venn diagrams Networks, Routes, Tournaments Maxima-Minima problems, Games & Tournaments
Calculation-hcavy DI (ratios, percentages, growth rates).

Unit 3: Quantitative Aptitude

Percentages, Profit & Loss, Partnerships Ratios, Mixtures & Alligations Averages, Weighted averages
Time & Work, Pipes & Cisterns Time, Speed & Distance (boats, trains, races)Simple & Compound
Interest Number System (HCF/LCM, divisibility, remainders, factors)Indices & Surds, Logarithms
(basic)

Unit 4: Quantitative Aptitude

AlgebraL inear & Quadratic equations Inequalities, Functions, Progressions (AP. GP, HP)Polynomials,
Remainder theorem**Geometry & Mensuration Lines, Angles, Triangles, Polygons, Circles Coordinate
geometry, Trigonometry (heights & distances)Mensuration (2D & 3D - area, volume. surface
area)Modern Math Permutations & Combinations Probability Set Theory (Venn diagrams, 3-set
problems)Binomial Theorem (rare).

Assessment Criteria/ Award of certification:

Participants who secured 75% attendance shall be awarded the completion certificate.

Mr. Suresh (Dr. LS Awasthi) (Dr. Anil Singh)

Course Coordinator Dean Academics Principal
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Mahindra Finance PO Preparation Syllabus

Duration (40 Hours)

This Syllabus covers the core sections tested in the preliminary and mains stages: Quantitative Aptitude,
Reasoning  Ability, English Language, and General - Awareness (with Banking/Financial
Awareness).Focus on practicing previous year papers, mock tests, and current affairs from the last 6-12
months.

Unit 1: Quantitative Aptitude (Numerical Ability)

This unit tests mathematical skills and data interpretation. Aim for speed and accuracy; practice 50-100
questions daily. Number Systems: LCM/HCF, simplification, approximation, decimals, fractions.
Arithmetic: Percentages, profit & loss, simple/compound interest, ratios & proportions, averages, time
& work, time & distance, mixtures & alligations, pipes & cisterns .

Unit 2: Reasoning Ability (Logical Reasoning)

Focus on puzzles and logical thinking. Solve 30-50 puzzles daily to build pattern recognition. Verbal
Reasoning: Syllogisms, inequalities, blood relations, direction sense, coding-decoding, input-output.
Analytical Reasoning: Seating arrangements (linear/circular), puzzles (floor-based, scheduling), data
sufficiency.

Unit 3: English Language

Emphasizes comprehension and grammar. Read newspapers (e.g., The Hindu) and practice cloze tests
for vocabulary building. Reading Comprehension: Passage-based questions, inference, main idea.
Grammar: Error spolting, sentence improvement, fill in the blanks, para jumbles. Vocabulary:
Synonyms/antonyms, idioms/phrases, word usage. Descriptive English (Mains): Essay writing, letter
writing, précis.

Unit 4: General Awareness & Banking/Financial Awareness

Stay updated via apps like Adda247 or monthly magazines. Cover 6-12 months of current affairs; focus
on finance sector news. Current Affairs: National/international events, sports, awards, summits,
books/authors. Banking Awareness: RBI functions, monetary policies, banking terms (NEFT/RTGS,
KYC), financial inclusion schemes.

Assessment Criteria/ Award of certification:

Participants who secured 75% attendance shall be awarded the completion certificate.

Mr. Ravi (Dr. LS Awasthi) (Dr. Anil Singh)

Course Coordinator Dean Academics Principal

Lucknaw L y ar Luckn

Vinamra Kiana. 24
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Power BI Preparation Syllabus

Unit 1

Introduction to Business Intelligence What is BI?  Power Bl ecosystem and components Power Bl
Desktop Power B Service Power BI Mobile Power B3I Gateway Getting Started with Power Bl Desktop
Installing and navigating the interface Power BI workilow: Get Data — Transform Data — Visualize
Understanding datasets, reports, dashboards, workspaces.

Unit 2

Data Modeling Concepts Star & Snowflake schema Fact tables vs Dimension tables Relationships
(1:1. 1:M, M:M) Relationship cardinality & cross-filtering Active vs Inactive relationships Calculated
Columns & Measures Creating calculated columns Mcasures: implicit & explicit Using quick measures.

Unit 3

DAX Basics Syntax & functions Operators Row context vs Filter context Important DAX Functions
SUM. COUNT, AVERAGE CALCULATE(), FILTER(), ALL() RELATED(), RELATEDTABLE() IF,
SWITCH Time intelligence functions: YTD, MTD, QTD SAMEPERIODLASTYEAR DATEADD.

Unit 4

Power Bl Service Publishing reports Dashboards vs Reports Creating tiles & alertsApp workspaces
Data lincage Data Refresh & Gateways Scheduled refresh On-premises data gateway Gateway
configuration & troubleshooting Security & Sharing Row-Level Security (RLS) Build permissions
Sharing reports & apps Exporting & embedding reports.

Assessment Criteria/ Award of certification:

Participants who secured 75% attendance shall be awarded the completion certificate.

3
“Akhilesh r. LS Awasthi) (Dr. Anil Singh)

Course Coordinator Dean Academics Principal

Lucknow PUBIG
N \
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Ms Excel Syllabus

Duration (40 Hours)
Unit 1

Excel Interface, Ribbon, Quick Access Toolbar, Name Box, Formula Bar Workbook vs Worksheet,
Saving as .xIsx, .xIsm, .csv, .pdf Basic Data Entry Rules: No blank rows/columns inside data, Freeze
Panes, Hide/Unhide Cell Formatting: Number formats, Custom formats (dd-mmm-yyyy, lakhs/crores),
Conditional Formatting (Color Scales, Icon Sets, Data Bars, Top 10, Highlight Cell Rules)Basic
Formulas.

Unit 2

Text to Columns, Remove Duplicates, Find & Replace, Go To Specialm Flash Fill & Power Query
basics (Get & Transform)Advanced Functions: IF, Nested IF, IFS, IFERROR, AND, OR VLOOKUP,
HLOOKUP, XLOOKUP (latest), INDEX + MATCH (most powerful) INDIRECT, OFFSET, CHOOSE
Date & Time Functions.

Unit 3

Creating Pivot Table from single & multiple tables Grouping (Date, Number), Slicers, Timelines,
Calculated Fields, % of Row/Column/Total Pivot Charts & Conditional Formatting inside Pivot 15+
Chart Types: Column, Line, Combo, Waterfall, Parelo, Histogram, Sparklines Dynamic Charts.

Unit4

Advanced Conditional Formatting with formulas Array Formulas (Ctrl+Enter) & Dynamic Arrays
(Excel 365): FILTER, SORT, UNIQUE, SEQUENCE, RANDARRAY What-If Analysis: Goal Seek,
Scenario Manager, Data Table (1-way & 2-way) Solver Add-in (Linear Programming basics) Advanced
Functions.

Assessment Criteria/ Award of certification:

Participants who secured 75% attendance shall be awarded the completion certificate.
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