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OBJECTIVE

The course modules are designed in such a way as to
convert a novice to an expert in financial accounting using
any of the accounting software of his/her choice. The
course starts with basics of computer, advance through MS
Office packages and enter into the world of accounting
through Manual and Computerized accounting. The course
is concluded with ONE of the most prestigious and most

used accounting software available today.
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*» Computer Basics

% Fundamental of Operating system Windows

% MS Office

% Introduction to Accounting Standards (Manual Accounting)

% Tally ERP 9
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COMPUTER BASICS

» Hardware & Software
» Basic Applications of Computer
» Components of a computer

system
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MICROSOFT WINDOWS S
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= Introduction to Windows
= Operating windows

= Desktop Management.

= Files & Folders

= Basic components of Windows
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Introduction To Microsoft Word

Tools And Windows

Creating A New Word Document

Saving A Word Document

Applying Basic Formatting

Applying Styles

Applying Bulleted And Numbered List
Printing A Word Document

Working With Graphics And Tables
Designing And Reviewing A Word Document

Mail Merge



* Creating a new Excel Workbook

- Saving an Excel workbook

© Cells, Columns and Rows

- Rows and Columns Operations

* Inserting, Deleting, Cut, Copy and Paste

- Working with Tables and Charts

- Formulas and functions
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~ Creating and saving a presentation

Basics of presentation

- Setting up and running a slide show

- Packaging a presentation

~ Enhancing PowerPoint presentations
- Layouts of a slide

- Basic graphical objects and media clips that

can be added to the slide

* Creating photo album.
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MANUAL ACCOUNTING TR

= Understanding Fundamentals of Accounting
= Book Keeping & Accounting

= Basic terms used in Accounting

=  Principles or Rules of Accounting

= Journal Transactions

= Ledger Posting

= Adjustment entries

= Account Finalization
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'

Company Creation Techniques

'

Account Information

'

fay

POWER QF SIMPLICITY

Inventory Management

'

Transaction through vouchers

'

Payroll Management

'

Job Costing

'

Taly.exes . Statutory Taxation

'

Tally Features

'

Tally Configuration

/i
|

'

Company information
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Able to Operate Computer with ease

Good Knowledge in MS Word

Create and Amend Documents in MS Word
Create and Maintain Spreadsheets in MS Excel
Use Functions in MS Excel

Create Presentations in MS PowerPoint.

Understand the basic principles of Accounting

Understand the Accounting Terminologies

Get a thorough knowledge in accounting software Tally



CAREER PATH

Front Office Manager
Personal Secretary

Accounting Executive

IT Educator (Tally & MS office)

Accountant
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MANDATORY CERTIFICATE

TallyACE

CERTIFIED
RECOGNISED
EMPLOYED







