




























Department of Higher Education, Government of Madhya Pradesh 
Yearly Syilabus for Undergraduates 

As recommended by Central Board of Studies of Computer Application 
Approved by H E the Governor of Madhya Pradesh

Session 2017-18 onwards 

B.A/B.Com/B.Se. (Computer Application) First Year 

Second Paper 

Paper Code 
Paper Name 
Maximum Marks: 40 

CA-102
Desktop Publishing and Multimedia 

Course Objectives: 
1. To review the basic concepts and functional knowledge in the field of computer application 
2. To expose the students to computer application in the field of Business. 

Unit I 
Importance and Advantages of DTP, DTP Software and Hardware, CommercialDTP 
Packages, Page Layout programs, Introduction to Word Processing. Commercial DTP 
Packages,Difference between DTP Software and Word Processing Software. 

Unit II 
Types of Graphics, Uses of Computer Graphics Introduction to GraphicsPrograms, Font and 

Typefaces, Types of Fonts, Creation of Fonts (Photographer), Anatomy ofTypefaces, Printers, Types of Printers used in DTP, Plotter, Scanner.

Unit II 
History and Versions of PageMaker, Creating a New Page, DocumentSetup DialogBox,Paper Size, Page Orientation, Margins, Different Methods of placing text andgraphics in 
a document. Master Page, Story Editor, Formatting of Text, Indent, Leading, Hyphenation,Spelling Check, Creating Index, Text Wrap, Position (Superscript/Subscript), Control Palette. 

Unit IV 
History, Multimedia Elements; Text, Images, Sound, Animation and Video.Text, Concept of 
Plain Text and Formatted Text, RTF & HTML Text, Image, Importance of Graphicsin Multimedia, Image Capturing Methods, Scanner, Digital Camera, Sound - Sound and itseffect inMultimedia, Analog and Digital Sound, Animation, Basics, Principles and use of Animation. Video, Basics of Video, Analog and Digital Video.

Unit V 
Features of Multimedia, Overview of Multimedia, Multimedia SoftwareTools, Multimedia Authoring - Production and Presentation, Graphic File Formats, MIDI - Overview,Concepts, Structure of MIDI, MDI Devices, MIDI Messages. 
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Text Books and reference books:
1. Desktop Publishing on PC by M. C. Sharma2. Professional in Desktop Publishing by Dinesh Maidasani 3. DTP Courses 2/e by Singh & Singh4. Multimedia, Computing, Communication & Applications by Ralf Steinmetz 5. Fundamentals of Multimedia by Ze-Nian Li 

6. Page Maker - Manual
7. 'o' level module m3.2 Desktop publishing & Presentation graphics by V. K. Jain

Instruction to Paper Setter: 
Question Paper should be framed in both English and Hindi version.
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Department of Higher Education, Government of Madhya Pradesh Yearly Syllabus for Undergraduates As recommended by Central Board of Studies of Computer Application Approved by H E the Governor of Madhya Pradesh
Session 2017-18 onwards

B.A/B.Com/B.Sc. (Computer Application) First Year 

First Paper 

Paper Code 
Paper Name 

CA -101
Fundamentals of Computer and PC Software

Maximum Marks: 40 

Course Objectives: 
1. To review the basic concepts and functional knowledge in the field of computerapplication 
2. To expose the students to computer application in the field of Business. 

Unit I 
Introduction to Computer System: Block diagram, components: mother board, processor, main memory, cache memory,hard disk. 
Input devices, Output devices, External storage devices: floppy disk, CD ROM, DVD,USBdrives. 
Types of software: System software, Application software. System software: 
defragmentation, compression and decompression of files.Application software: examples of commercial software with brief introduction. Programming Languages: Low-level Language, Assembly Language, Middle LevelLanguage andHigh Level Language, Compiler, Interpreter, Assembler, Difference betvweenCompiler & Interpreter. 

Operating system.Utility programs: anti-virus, disk cleaning, 

Unit II 
Operating system : Definition, Functions of operating system, CUL, GUI, types of operating systems like Single user, Multi-user, Real time, Time sharing and Batch processing, Multiprocessing, Multiprogramming, Multitasking, Distributed processing.Elementary idea of various common operating system prevalent round the world.

MS Windows: Anintroduction and its features, desktop, taskbar, files and folders start menu operations, my computer, network neighborhood, recycle-bin, windows explorer, creating, copying, movingand deleting files, setting wall paper, changing the mouse pointer, paint, notepad, understandingthe OLE features. 

Unit III
Introduction to MS-Word: Advantages of word processing,Creating, Saving and Editing a document: Selecting, Deleting, Replacing Text,Copying text to another file. Insert, Formatting Text and Paragraph, Using the Font, Dialog Box, Paragraph Formatting usingg 
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Bullets and Numbering in Paragraphs, Use of Smart Art, Checking Spelling. Line spacing, Margins, Space before and after paragraph, Mail merge, customizing the ribbon.

Introduction toMS-Excel:Entering infornmation: Numbers, Formula, EditingData in a cell,Excel functions, using a Range with SUM, Moving and Copyingdata, Inserting and Deleting Row and Columns in the worksheet, Using the formatCells Dialog box, Using chart wizard to create a chart. 

Introduction to MS-Power Point: Introduction to PowerPoint presentation, Slide show, Formatting, creating aPresentation, insertingSmart Arts, Adding Objects, ApplyingTransitions,Animation effects, Adding Tables, Charts and Media files. 

Unit IV 
Decision Support System: lmportance of Decision support system, limitation, Characteristics of DSS, Decision Support and Structure of Decisions Making Decision Support and Repetitiveness of Decisions, DSS Users. 

Expert Systems: Support for decision making phases,Support for the Intelligence Phase,Support for the Design Phase, Support for the Choice Phase, Decision Support and Alternative Concepts of Decision Making.

Management Information System: Introduction, Role of IT, MIScharacteristics and application areas, Business and Technology trends-specialization, management by methodology, decentralization, internationalization etc. 

Unit V 
Internet: Meaning, Definitions, History, Internetprotocols, TCP/IP, FTP, HTTP, URL. Internet Browsers, Www Consortium, Searchengines.Introduction to Intermet Security terminology- network security, firewall, cryptography, password, biometrics,digital signature, digital certificate.Business applications of internet, e-mail, UseNet,newsgroup, telnet,intranet, extranet, e-ticketing, chatting. 

E-Banking and its benefits: Smart Card, E-cash, Online financial Services Stocktrading, E- broking. E-business Model, Do-it-yourself model, Made-to-Order model,Information Service Model, Emerging hybrid models. 

Text Books and Reference Books 
1. Computer Fundamentals by P.K.Sinha 
2. Fundamentals of Information Technology by A. Leon &M. Leon
3. Computer Today by Suresh K.Basandra 
4. Internet business models and Strategies by Afuah A.&Tucci C. 
5. PC Software MS Office by Nitin K Nayak 
6. MS-Office Interactive course by Greg Perry, Techmedia 
7. MS Ofice Complete Reference TMH Publication. 
8. Operating System: Achyut S. Godbole 
9. Management Information systems by Gerald V. Post & David L. Anderson. 
10. Understanding Computer Fundamentals & Dos by G.K. Iyer 
Instruction to Paper Setter:

Question Paper should be framed in both English and Hindi version. 
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Department of Higher Education, Government of Madhya PradeshYearly Syllabus for Undergraduates As recommended by Central Board of Studies of Computer Application Approved by H E the Governor of Madhya Pradesh
Session 2017-18 onwards

B.A/B.Com/B.Sc. (Computer Application) First Year 

Suggested list of exercises for practical 
Maximum Marks: 50 

MS-Word
1. Create a document and apply different Editing options.
2. Create Banner for your college.
3. Design a Greeting Card using Word Art for different festivals. 
4. Create your Biodata and use page borders and shading.
5. Create a document and insert header and footer, page title etc. 
6. Implement Mail Merge.
7. Insert a table into a document. 
8. Create a document and apply different formatting options.

MS Excel
1. Design your class Time Table.

2. Prepare a Mark Sheet of your class subjects. 
3. Prepare a Salary Slip of an employee. 
4. Prepare a bar chart & pie chart for analysis of Election Results.
5. Prepare a generic Bill of a Super Market.

6. Work on the following exercise on a Workbook: 

a. Copy an existing Sheet
b. Rename the old Sheet 

Insert a new Sheet into an existing Workbook
d. Delete the renamed Sheet.

7. Prepare an Attendance sheet of 10 students for any 6 subjects of your syllabus. 
Calculate their total attendance, total percentage of attendance of each student &average of 
attendance. 

8. Create a worksheet on Students list of any 4 faculties and perform following 

database functions on it. 

a. Sort data by Name
b. Filter data by Class 
C. Subtotal of no. of students by Class. 
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MS Power Point 
1. Design a presentation of your institute using auto content wizard, design templateand blankpresentation. 
2. Design a presentation illustrating insertion of pictures, word Art and clipart.3. Design a presentation leam how to save it in different format, copying and
opening an existing presentation. 
4. Design a presentation illustrating insertion of movie, animation and sound. 5. Illustrate use of custom animation and slide transition (using different effects). 6. Design a presentation using charts and tables of the marks obtained in class.
7. Illustrate use of macro in text formatting in your presentation. 

PageMaker 
1. Create a Greeting Card for New Year. 
2. Create a Visiting Card.
3. Create your Resume.

4. Create an advertisement for job in well-known firm.
5. Create a Newspaper Report.
6. Create a document by importing Graphic Image from Clip Art. 
7. Create a Wedding Card.
8. Type a document using Story Editor.
9. Input a text from Word Document into a PageMaker document. 
10. Create a document on Importance of Text Wrap, applying proper font size,
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Departmeent of Higher Education, Government of Madhya Pradesh Yearly Syllabus for UndergraduatesAs recommended by Central Board of Studies of Computer ApplicationApproved by HE the Governor of Madhya Pradesh Session 2017-18 onwards 

B.A/B.Com/B.Sc. (Computer Application) Second Year 

First Paper 

Paper Code 
Paper Name 

CA-201 
Internet and E-Commerce

Maximum Marks: 40 

Course Objectives:
1. To review the basic concepts and functional knowledge in the field of computer application.
2. To expose the students to computer application in the field of Business. 

Unit I Internet:Evolution, Concepts, Growth of Internet, ISP, ISP in India, Types ofconnectivity, Dial-up, leased line, DSL, Broadband, RF, VSAT etc., Methods of sharing of Internetconnection, Use of proxy server.
Internet Services: USENET, GOPHER, WAIS, ARCHTE and VERONICA, RC, Concept 
of Search Engines, Search engines types, searching the Web, Web Servers, TCP/IP and other 
main protocols used on the Web.
E-Mail:Concepts of e-mailing, POP and WEB Based E-mail, merits, address, Basics of Sending & Receiving, E-mailProtocols, Mailing List, Free E-mail services, e-mail servers 
and e-mail client programs.

Unit I Introduction to E-Commerce:Emergence of the Internet, Commercial use of the Internet,Emergence of World Wide Web, Advantages and Disadvantages of E-Commerce, TransitiontoE-Commerce in India, E-Commerce opportunities for Industries.

Unit IIIModels: Business Models for E-commerce, Models based on Relationship ofTransactionparties: B2C,B2B,C2C, c2B;Models based on the Relationship of Transactiontypes, Brokerage Model, Aggregator Model, Infomediary Model, Community Model, Value ChainModel, Manufacturer Model, Advertising Model, Subscription Model, Affiliate Model.
Unit IV E-Marketing versus Traditional Marketing: ldentifying Web Presence Goals, BrowsingBehavior Model,Online Marketing E-advertising, Internet Marketing Trends, E-branding andE-Marketing strategies.

Unit V E-Security: Information system security, securityriskmanagement issues, information security environment in India.
on the internet, 

E-business 
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E-Payment Systems: Digital payment requirements, Digital Token based e-paymentsystems, properties of Electronic cash, risk and e-payment systems and designing e-payment systems.
Secure Business, Web store, Oline Payment, Internet Banking. Security- E-commerce security issues, Cryptography, Digital Signature & Authentication protocol, Digital Certificates. Online Security, Secure Electronic Transaction (SET) . 

Tert Books and reference books:
1. Internet for Everyone by Alexinleon and Mathews Leon 2. Doing Business on the Internet: E-Commerce by S. Jaiswal3. E-Business and E-commerce Management,3Edition by Pearson Education 4. E-Commerce: An Indian Perspective,2 Edition by P.T. Joseph 5. Introduction to E-Commerce by Zheng Qin6. E-commerce Development: Business to Business by WP Publishers 7. Frontiers of Electronic Commerce by R. Kalakota8. E-business: Roadmap for success by R. Kalakota9. Electronic Commerce by Gary P. Schneider 10. The E-Business Revolution by Daniel Amor 

Instruction to Paper Setter: 

Question Paper should be framed in both English and Hindi version.
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Department of Higher Education, Government of Madhya Pradesh 
Yearly Syllabus for Undergraduates 

As recommended by Central Board of Studies of Computer Application 
Approved by H E the Governor of Madhya Pradesh

Session 2017-18 onwards 

B.A/B.Com/B.Sc. (Computer Application) Second Year 

Second Paper 

Paper Code 
Paper Name 

CA-202 
Relational Database Management System 

Maximum Marks: 40 

Course Objectives:
1. To review the basic concepts and functional knowledge in the field of computer application 
2. To expose the students to computer application in the field of Business. 

Unit I 
Evolution of Databasetechnology, File-Oriented System, Database System, Client Server Platforms.Database System in the Organization: Databases 
Strategicdatabase planning, Management control, Risks and cost of database, LogicalandPhysical data representation. 

and Data sharing, 

Unit II 
Database Development Life Cycle(DDLC), Principles ofConceptual Database Design, Objects, Specialization, Generalization, Relationship, Cardinality, Attributes.Relational data model: Fundamental Concepts, Normalization process (INF, 2NF,3NF, BCNF, 4NF),Transforming Conceptual Model to a Relational Model.

Unit I1I 
Relational Algebra, Relationalimplementation with SQL, Introduction, Data Definition language (DDL), DataManipulation Language (DML), Data Control Language (DCL), Transaction Control Language(TCL), Schema and table definition, SQL functions: Mathematicalfunctions, Group functions, View definition: Introduction, Command to create a VIEW. 

Unit IV 
Physical, storage media, Disk performance factors Datastorage format file organization and addressing methods implementing, Managingthe Data base environment Database administration and control, DBA functions.goals, integrity, security and recovery. 

Unit V 
Introduction to SQL: Components of SQL, DDL, DML, Query Language, DCL, TCL, SCL etc. Invoking sql*plus. The oracle data types two dimensional matrix creation. Insertion, 
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updation, deletion operations, the many faces of SELECT command, creating tables usingquery, inserting data using query, modifying the structure of tables, renaming tables,dropping tables, dropping columns, logical operators, range searching, pattern matching, use of Alias, Oracle Functions. Accessing data from multiple tables. Set operations: Union,Intersect, Minus.Data Constraints: 1/0 constraints, Business Rule constraints. Grouping data from tables. Joins: Equi-join, Self-join, Sub-Queries. Views, Sequences, Synonyms, use of savepoint, ROLLBACK&COMMIT commands, creating user accounts, granting permission, revoking permission. 

Text Books and Reference Books:
1. Database Management & Design by G. W. Hansen & J. V. Hansen 2. Database System Concepts by Silberschqtz, Korth&Sudarshan 3. SQL, PL/SQL: The Programming Language of Oracle by Ivan Byross 4. Introduction to Database Systems by C. J. Datee

5. Oracle: The Complete Reference by Oracle Press 
6. SQLPL-SQL by P. S. Deshpande 

Instruction to Paper Setter:
Question Paper should be framed in both English and Hindi version.
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Department of Higher Education, Government of Madhya PradeshYearly Syllabus for Undergraduates As recommended by Central Board of Studies of Computer Application Approved by HE the Governor of Madhya Pradesh
Session 2017-18 onwards

B.A/B.Com/B.Sc. (Computer Application) Second Year 

Suggested list of exercises for practical 
Maximum Marks: 50 

Internet and E-Commerce 

1. To set and change computer name.
2. To set and change work group name.
3. To include web-site in your favorite. 
4. To un-hide pop-up block. 
5. To show default workgroup name. 
6. To set default workgroup name. 
7. To set default gateways. 
8. To identify IP address. 
9. To set URL as home page. 
10. To set P address and subnet mask. 
11. To view network connection. 
12. To change font size of web content.
13. To view the codingof web page.
14. To enable/disable firewall. 
15. To turn on and turn off automatic updates.
16. To create e-mail account. 
17.To send e-mail. 
18. To add name in address book. 

SQL 
1. Create table for student information like name, age, add, phone, class, college, eto. Using 
2. Create table command.
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3. Insert data into tables using both types of insert commands. 4. Add another column into database using modify command.5. Select particular type of data using select command using like, functions etc. 6. Create another table from old table.
7. Run commands like DROP table, ROLLBACK, EDIT, DESC, /, etc. 8. Apply nested queries by joining two tables & sclect particular data item from both tables.
9. Arrange columns data items in ascending or descending order. 10. Create view & Indexes on table. 
11. Join tables using join Command. 
12. Create client table with following fields-cid, cname, cadd, city, state and insert 10 records
13. Create customer table with following fields-cust_id, cust_name, cust_add, city, stateand insert 10 records and apply the following constraints *NOT NULL, *Primary Key,*Check Constraint,*Unique 
14. Select two fields from the table using following clauses *Order by,*Distinct. 15. Select fields from the table

AVGO,"MAXO,"MINO,"COUNTO,*ABS(,'POWER0,*ROUND0 16. Apply the WHERE clause on Client(cid,cname,salary,cadd,city,state) table with 1.SELECT 2. DELETE 3. To insert data ito some other table. 17. Createa table and apply ALTER TABLE command on the table.18. Retrieve client information like cust_id, cust_name, city for customers where field 

and apply oracle functions like 

city-Delhi or Baroda.
19. Create tables and relate them by using foreign key and reference table. 
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Semester wise syllabus for under graduate classes 
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Class   -  B.A./B.Sc./B.Com./B.H.Sc.     

Subject  - Foundation Course  

Paper  -  Paper-II 

Paper Title -  Basics of Computer & Information Technology - I 

Semester  -  Fifth (V)     
 

Max. Marks & 35& 35& 35& 35    
Unit I: INTRODUCTION TO COMPUTER 

Basic Organization of Computer System: Block diagram & Functions (Central Processing 

Unit, Input/Output Unit, Storage Unit); Characteristics; Capabilities & Limitations.  

Types of Computing Devices: Desktop, Laptop & Notebook, Handheld, Smart-Phone, Tablet 

PC, Server, Workstation & their Characteristics. 

Primary Memory & Their Types: RAM (DRAM, SRAM, DDR, RDRAM & EDORAM); 

ROM, PROM, EPROM, EEPROM; Cache Memory. 

Unit II: PHERIPHERAL DEVICES 

Input Devices: Keyboard, Mouse, Trackball, Joystick, Digitizer or Graphic tablet, Scanners, 

Digital Camera, Web Camera, MICR, OCR, OMR, Bar-Code Reader, Voice Recognition 

devices, Light pen & Touch Screen. 

Output Devices: Display Devices (CRT, TFT, LCD, LED, Multimedia Projectors); Video 

Standard: VGA, SVGA, XGA etc; Impact Printers (Daisy Wheel, Dot Matrix & Line Printer); 

Non-Impact Printers (Inkjet, Laser, Thermal); Plotters (Drum & Flatbed); Speakers. 

General introduction of Cards, Ports and SMPS: Expansion Cards 

(Display/Video/Graphic, Sound and Network Interface), Ports (USB, Serial and Parallel, 

Network), SMPS. 

Unit III: STORAGE DEVICES 

Magnetic Tape, Cartridge Tape, Data Drives, Hard Disk Drives (Internal & External), Floppy 

Disks, CD, VCD, CD-R, CD-RW, Zip Drive, DVD, DVD-RW, USB Flash Drive, Blue Ray 

Disc & Memory cards.  

Brief description of above storage devices with elementary idea about their capacity and 

speed. 

Unit IV: OPERATING SYSTEM (OS) 

Functions of Operating System. Types of Operating System. Introduction to Operating System 

for i-pad & Smartphones. 

Elementary idea of DOS, WINDOWS & LINUX Operating Systems.  

DOS Basics: FAT, File & directory structure and naming rules, Booting process, DOS 

system files. Internal & External DOS commands. 
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Semester wise syllabus for under graduate classes 
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Windows basics (Only elementary idea): 

(i) Windows 7 & 8: Desktop, Control Panel; Saving, Renaming, Moving, Copying & 

Searching files & folders, Restoring from Recycle Bin. Creating Shortcut, 

Establishing Network Connections. 

(ii)Features of Windows 8.1: Touch Screen Features, Tiles, Charms, Customizations and 

Apps.  

LINUX basics: Features of LINUX, Starting & Shutting down Linux, Introduction to 

Linux files & Directory. General idea about popular mainstream Linux distribution such as 

Debian, Ubuntu & Fedora.   

Unit V: Text Reading & Editing Software 

General information about PDF readers: Adobe Acrobat, Nitro, PDF-XChange, etc.  

General information about application packages: Microsoft Office, Open Office & WPS 

office. 

Text editing and formatting using Word-2007 & onwards versions: Creating documents using 

Template;  Saving word file in various file formats; Previewing documents, Printing document 

to file/page; Protecting document; Editing of Selected Text, Inserting, Deleting  and Moving 

text. 

Formatting Documents: Page Layout, Paragraph formats, Aligning Text and Paragraph, 

Borders and Shading, Headers and Footers.  

 

*************** 
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Class   -  B.A./B.Sc./B.Com./B.H.Sc.     

Subject  - Foundation Course  

Paper  -  Paper-II (Basics of Computer & Information Technology – I) 

Semester  -  Fifth (V)     
 
Note: No separate external practical examination will be conducted.  

 

Topics to be covered under practical for CCE 

Max. Marks: 15 

 
Minimum laboratory timing of two hours per week per batch will be allotted. 

    

a) Know your computer:  

• Input / Output devices and their connections with CPU. 

• Identify different ports. 

• Identify types of RAM & its Capacity. 

• Identify different types of cards. 

• Identify different types of connecting cables and their connections. 

• Identification of Network & Wireless devices.  

b) DOS:  

• Internal & external DOS commands. 

• Searching files & directories using wildcard characters. 

• Creating & editing simple batch (.BAT) file. 

c) Windows 7/8/8.1: 

• Desktop setting: Customizing of Desktop, Screen saver, background settings.   

• Creating folder using different options. 

• Creating shortcut of files & folders. 

• Control panel utility. 

d) MS-Word: 

• Features of MS Word: Office Button, Customize Ribbon, Quick Access 

Toolbar. 

• Creating file: Save & Save as HTML, Text, Template, RTF format, etc. 

• Page setup: Margin settings, paper size setting & page layout. 

• Editing: Use of cut, copy, paste, paste special, undo, redo, find, replace, goto, 

spellcheck, etc. 

• View Menu: Views (Read Mode, Outline, Print Layout, Web Layout, Draft 

Layout); Show (Ruler, Gridlines, Navigation Pane); Zoom; Split.  

• Insert: Page break, page number, symbol, date & time, auto text, object, 

hyperlink, picture, equation, header, footer, footnote, etc. 

• Format: Font, Paragraph, Bullets & Numbering, Border & shading, Change 

case, Columns, text color, Inserting text using IME fonts (Unicode), etc. 

 

************************************************** 
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Class   – बी.ए./बी.एस-सी./बी.कॉम./बी.एच.एस-सी.     

Subject  – आधार पा�य�म   

Paper  – ��वतीय  

Paper Title –  कं�यटूर के मूल त व एव ंसचूना "ौ�यो%गक' – "थम  

Semester  –  पंचम (V)     

अ�धकतम अंक  & 35& 35& 35& 35    

इकाई-I: कं�यटूर का प,रचय 

कं�यूटर "णाल. के मलू सगंठन: �लॉक आरेख एव ं काय� (क� ��य �ोसे सगं इकाई, %नवशेी/%नग�त इकाई, 

भ+डारण इकाई); अ भल/ण; /मताएँ एव ंसीमाएँ।  

कं�यू0टगं यिु3तय4 के "कार: ड2ेकटॉप, लपैटॉप एव ं नोटबकु, है+डहे9ड, 2माट�-फ़ोन, टेबलेट पीसी, सव�र, 

वक� 2टेशन एवं इनके अ भल/ण। 

"ाथ5मक 6म8ृत एव ंउसके "कार: RAM (DRAM, SRAM, DDR, RDRAM एव ंEDORAM); ROM, 

PROM, EPROM, EEPROM; कैश 2म%ृत। 

इकाई-II: प,रधीय उपकरण (Peripheral Devices) 

8नवशेी यिु3तयाँ: कंुजीपटल, माउॅस, @ैकबॉल, जॉयि2टक, Bडजीटाईज़र अथवा EाFफ़क टेबलेट, 2कैनर, 

Bडिजटल कैमरा, वेब कैमरा, MICR, OCR, OMR, बारकोड र�डर, Gव%न अ भHान युिIतया,ँ लाइट-पेन एव ं

टच-2KLन। 

8नगJत यिु3तया:ँ �दश�न यिुIतयाँ (CRT, TFT, LCD, LED, म9ट�मीBडया �ोजIेटर), NवBडयो मानक: VGA, 

SVGA, XGA आOद; आधात N�टंर (डेज़ीPह�ल, डॉट-मOै@Iस एव ंलाइन N�टंर); गरै-आघात N�टंर (इंकजेट, 

लेज़र एव ंथम�ल); Rलॉटस� (Sम एव ंTलटै-बेड); 2पीकस�। 

काKJस, पोMJस एव ं एस.एम.पी.एस. का सामाNय प,रचय: Nव2तार काड� (�दश�न/UVय/EाFफक, Gव%न एव ं

नेटवक�  इंटरफ़ेस); पोX�स (यएूसबी, ZेणीKम एव ंसमाना[तर, नेटवक� ); एस.एम.पी.एस.। 

इकाई-III: भPडारण युि3तयाँ 

चु]बकLय टेप, काO@�ज टेप, डाटा Sाइव, हाड�Bड2क Sाइव (आतं^रक एव ंबा_य), Tलॉपी Bड2क, CD, VCD, 

CD-R, CD-RW, िजप Sाइव, DVD, DVD-RW, यएूसबी `लशै Sाइव, �ल ूरे Bड2क, 2म%ृत काड�।  

उपरोIत संEहण युिIतयa कL /मता एव ंग%त के �ारं भक Hान के साथ इनका संb/Rत Nववरण। 

इकाई-IV: प,रचालन "णाल. (OS)  

प^रचालन �णाल� के काय�, प^रचालन �णाल� के �कार। आई-पैड एव ं2माट�-फ़ोन के  लए �युIत प^रचालन 

�णा लयa से प^रचय। 

डॉस, Nवडंोज एव ं लनIस प^रचालन �णा लयa का �ारं भक Hान। 
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डॉस के मलू त व: FAT, फाइल एव ंडायरेIटर� संरचना एव ंउनके नामकरण के %नयम, बूOटगं �FKया, डॉस 

�णाल� कL फाइल�। डॉस के आतं̂ रक एव ंबा_य %नदcश। 

�वNडोज़ के मलू त व (केवल �ाथ मक जानकार�):  

(1) �वPडोज 7 एव ं 8: ड2ेकटॉप, क+@ोल पनैल; फाइल एव ं फो9डर का नाम-प^रवत�न, 2थानातंरण, 

�%त लNपकरण और खोज; र�सायकल-eबन से फाइल एव ंफो9डर कL पनु: �ािRत; शॉट�कट बनाना; 

नेटवक�  कनेIशन कL 2थापना। 

(2) �वPडोज 8.1 क' �वशषेताएँ: टच 2KLन गुण, टाइ9स, चा]स�, अनुकूलन (Customization) एव ंएRस 

(Apps)। 

5लन3स के मलू त व:  

 लनIस कL Nवशेषताएँ,  लनIस को शुg एव ंबदं करना,  लनIस फाइल एव ंडायरेIटर� से प^रचय; 

Debian, Ubuntu एव ं Fedora जसेै मhुयधारा के लोकN�य  लनIस Nवतरण के बारे म� सामा[य 

जानका^रयाँ। 

इकाई-V: पा�य साम[ी वाचन एव ंसंपादन 

पोट]बल डॉ3यम̂ूट फॉम]ट (pdf) वाचक4 क' सामाNय जानकार.: एडोब एKोबटै, नाइ@ो, पीडीएफ-Xच�ज, 

इjयाOद।  

ए�ल.केशन पकेैज4 क' सामाNय जानकार.: माइKोसॉTट KोसॉTट ऑFफस, ओपन-ऑFफस एव ं ड�लूपीएस 

(WPS) ऑFफस का �ारं भक Hान। 

वडJ-2007 एव ंआगामी स6ंकरण4 �वारा पा�य साम[ी का सपंादन एव ंफॉम]0टगं: टे]पलेट mवारा द2तावजे 

बनाना, वड� फाइल को Nव भ[न फाइल फॉमcटa म� सरुb/त (save) करना, द2तावेज का पवूा�वलोकन 

(preview), द2तावजे को फाइल अथवा पेज पर मOु�त करना; द2तावजे का सरं/ण, चय%नत पाnय सामEी 

का सपंादन; पाnय सामEी को जोड़ना, हटाना एवं 2थानांत^रत करना। 

द6तावजे4 क' फॉम]0टगं: पेज लेआउट, पैराEाफ फॉमcट, पाnय सामEी एव ंपैराEाफ का संरेखण, बॉड�र एव ं

शBेडगं, हैडर एव ंफुटर।   

 

 

******************************



Department of Higher Education, Government of M.P. 

Semester wise syllabus for under graduate classes 

As recommended by central board of studies and 

Approved by HE the Governor of M.P. 
With effect from: Session 2016-17 

P a g e | 6/13   

 

 

Class  : बी.ए./बी.एस-सी./बी.कॉम./बी.एच.एस-सी.   

Subject :  आधार पा�य�म 

Semester : पंचम (V)  

Paper  : ��वतीय (कं�यूटर के मलू त व एव ंसचूना "ौ�यो%गक' – "थम)   

ट�प: कोई बाdय "ायो%गक पर.eा आयोिजत नह.ं क' जावेगी |  
 

सी.सी.ई. के 5लए "ायो%गक कायJ के अतंगJत सिiम5लत jकये जाने �वषय-kबदं ु  
    

      Max. Marks: 15 

 ��येक बैच हेत ु�ित स�ाह 2 घंटे का �योगशाला समय आवंिटत िकया जाना है  | 
 

a) अपन ेकं�यटूर को जा8नए:  

• %नवशेी/%नग�त युिIतयाँ एव ंसी॰पी॰यू॰ के साथ इनका संयोजन।  

• Nव भ[न पोX�स कL पहचान करना। 

• Nव भ[न �कारa कL रैम एव ंउनकL 2म%ृत /मता कL पहचान करना। 

• Nव भ[न काq�स कL पहचान करना। 

• Nव भ[न कंRयूटर केबलa कL पहचान करना एव ंउनको जोड़ना। 

• नेटवक�  एवं वायरलेस युिIतयa कL पहचान।  

b) डॉस:  

• आतं^रक एव ंबा_य डॉस %नदcश। 

• वाइ9ड काड� �च[हa का �योग कर फ़ाइल एव ंडायरेिI@यa को खोजना। 

• सरल बैच फ़ाइलa को बनाना एव ंउनका स]पादन करना। 

c) �वNडोज़ 7/8/8.1: 

• ड6ेकटॉप से0टगं: ड2ेकटॉप को अनुकू लत करना, 2KLन सेवर, पrृठभू म सेOटगं। 

• Nव भ[न Nवक9पa का �योग करत ेहुए फो9डर का %नमा�ण करना। 

• फ़ाइल एव ंफa9डर के शॉट�कट बनाना। 

• कं@ोल पनैल उपयो�गताएं। 

d) एम॰एस॰ वडJ: 

• एम.एस. वडJ क' �वशषेताएँ: ऑFफस बटन, क2टमाइज ^रबन, िIवक एIसेस टूलबार।    

• फ़ाइल 8नमाJण: फाइल सुर/ण; फाइल का एचट�एमएल, टेI2ट, टे]पलेट, आरट�एफ आOद 

फॉमcट म� सुर/ण। 
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• पेज सेटअप: मािज�न सेOटगं, पेपर साईज़ सेOटगं एव ंपेज लेआउट। 

• सपंादन: कट, कॉपी, पे2ट, पे2ट 2पेशल, अन-डू, र�-डू, फाtड, ^रRलेस, गो-टू, 2पेल चके 

आOद का �योग करना। 

• oय ूमेनू: Pयूज, (र�ड मोड, आउटलाइन, N�टं लेआउट, वबे लेआउट, SाTट लेआउट); शो 

(gलर, �Eड लाइ[स, नNेवगेशन पने); ज़मू; ि2Rलट। 

• इ[सट�: पेज uेक, पेज नंबर, �तीक (symbol), डटे एव ंटाइम, ऑटो-टेI2ट, ऑ�जेIट, 

हाइपर लकं, NपIचर, समीकरण, हैडर, फूटर, फुटनोट आOद। 

• फॉमcट: फॉ[ट, पैराEाफ, बलेुट एव ंनंब^रगं, बॉड�र एव ंशेBडगं, च�जकेस, कॉलम, टेI2ट 

कलर, आईएमई फॉ+ट (यू%नकोड) का �योग कर टेI2ट का समावशेन आOद। 

 

************************* 
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Class   – B.A./B.Sc./B.Com./B.H.Sc.     

Subject  – Foundation Course  

Paper   –  Paper - II                 

Paper Title –  Basics of Computer & Information Technology - II 

Semester  –  Sixth (VI)     

Max. Marks: 35 35 35 35    
Unit-I: PowerPoint-I 

• Creating presentation using Slide master and Template in various Themes & Variants. 

• Working with slides: New slide, move, copy, delete, duplicate, slide layouts, 

Presentation views. 

• Format Menu: Font, Paragraph, Drawing & Editing. 

• Printing presentation: Print slides, notes, handouts and outlines. 

• Saving presentation in different file formats. 

Unit-II: PowerPoint-II 

• Idea of SmartArt graphics, inserting text/data using SmartArt, Converting old style 

presentation into new style through SmartArt. 

• Inserting objects (Video, Audio, Symbol, Equation, etc.), table & excel sheets, picture, 

chart, photo album, shapes and SmartArt; Trimming of audio/videos.  

• Connecting slides through hyperlink and action button. 

• Slide sorter, slide transition and animation effects. 

• Presenting the slide show: Setup Slide Show, Rehearse Timing. 

Unit-III: MS Excel  

• Workbook & Worksheet Fundamentals: Concept of Row, Column & Cell; Creating a 

new workbook through blank & template. 

• Working with worksheet: Entering data into worksheet (General, Number, Currency, 

Date, Time, Text, Accounting, etc); Renaming, Copying, Inserting, deleting & 

protecting worksheet. 

• Working with Row & Column (Inserting, Deleting, Pasting, Resizing & Hiding), Cell 

& Cell formatting, Concept of Range. 

• Charts: Preparing & editing different types of Charts, Inserting trendline, Backward & 

forward forecasting. 

• Working with formulas: Formula bar; Types of functions; Syntax & uses of the 

following functions: SUM, TOTAL, COUNT, AVERAGE, MAX, MIN, ROUND & 

IF.  
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Unit-IV: Internet & Web Services 

• Internet: World Wide Web, Dial-up connectivity, leased line, VSAT, Broad band, Wi-

Fi, URL, Domain name, Web Browser (Internet Explorer, Firefox, Google Chrome, 

Opera, UC browser, etc.); Search Engine (Google, Bing, Ask, etc.); Website: Static & 

Dynamic; Difference between Website & Portal. 

• E-mail: Account Opening, Sending & Receiving Mails, Managing Contacts & Folders.  

• Basics of Networking: Types of Networks (LAN, WAN, MAN); Network Topologies 

(Star, Ring, Bus, Hybrid). 

• Elementary idea of - Cloud Computing & Office Web Apps, Mobile Computing & 

Mobile Apps. 

Unit-V: Cyber Ethics, Security & Privacy 

• Email, Internet & Social Networking Ethics   

• Types of viruses & antivirus  

• Computer security issues & its protection through Firewall & antivirus 

• Cyber Policies, Intellectual Property Rights (IPR), Violation of Copyright & Redressal.  

• Making secured online transactions. 

 

 

********************** 
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Class   -  B.A./B.Sc./B.Com./B.H.Sc.     

Subject  - Foundation Course  

Paper  -  Paper-II (Basics of Computer & Information Technology – II) 

Semester  -  Sixth (VI)     

Note: No separate external practical examination will be conducted.  
 

Topics to be covered under practical for CCE 

Max. Marks: 15 

 

Minimum laboratory timing of two hours per week per batch will be allotted. 

 
(a) MS-Excel: 

• Features of MS Excel: Office Button, Customize Ribbon, Quick Access Toolbar. 

• Creating new workbook using blank & template format; inserting new sheet in a 

workbook; renaming of sheet, move, copy & protect sheet.   

• Page layout: Margins, Orientation, Size, Print area, Print titles. 

• Format Cell: Number, Alignment, Font, Border, Fill & Protection. 

• Charts: Column, Bar, Pie, Line, Area, X-Y (scatter), Stock. Use of Trendline & 

Forecasting in charts. 

• Data: Sorting and Filter. 

• Functions: SUM, TOTAL, COUNT, AVERAGE, MAX, MIN, ROUND, IF, etc. 
 

(b) MS-PowerPoint: 

• Features of MS PowerPoint: Office Button, Customize Ribbon, Quick Access Toolbar. 

• Creating new slide, formatting slide layout, Slide Show & Slide Sorter, Inserting new 

slide, slide number, date, time, chart, formatting slide. 

• Use of transition & animation in presentation. 

• Setup slide show and use of rehearse timing. 

 

(c) Internet & Email: 

• Understanding of a dial-up/broadband connection.  

• Opening new e-mail account (Gmail, Yahoo, Rediffmail, etc). 

• Understanding of e-mail structure. 

• Managing contacts and folders of an e-mail account. 

• Send and receive e-mail (Downloading/Uploading of attachments). 

• Sharing of files, Images & Videos through e-mail, Skype, Skydrive & Cloud.   

• Managing safe email account through mobile/smartphone. 

• Normal and advanced searching, use of filters in searching of any content on Internet.  

 

 

 

******************** 
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Class   – बी.ए./बी.एस-सी./बी.कॉम./बी.एच.एस-सी.    

Subject  – आधार पा�य�म   

Paper  – ��वतीय  
Paper Title –  कं�यूटर के मलू त व एव ंसचूना "ौ�यो%गक' – ��वतीय  

Semester  –  षpठ (VI)     

अ�धकतम अंक  & 35& 35& 35& 35    

इकाई-I: माइ�ोसॉqट पॉवरपॉइंट–I 

• 2लाइड मा2टर और टे]पलेट का उपयोग करत े हुए Nव भ[न थी]स और वै^रएंटस ् म� �2तु%त 

बनाना.  

• 6लाइड के साथ कायJ करना: नई-2लाइड बनाना, मवू करना, �%त लNप बनाना, Bडल�ट करना, 

डुRल�केट बनाना, 2लाइड ले-आउट, �ेज�टेशन Pयजू.  

• फोम]ट मेन:ू फ़ॉ[ट, पैराEाफ, Sाइंग और सपंादन.  

• "6त8ुत का मrुण: 2लाइqस, नोXस पेजसे, ह}डआउXस और gपरेखा कL N�Oंटगं.  

• Nव भ[न फ़ाइल 2वgपa म� �2तु%त का सुर/ण. 

इकाई-II: माइ�ोसॉqट पॉवरपॉइंट–II  

• 2माट�-आट� EाFफ़Iस, 2माट�-आट� mवारा टेIसट/डाटा डालना, 2माट�-आट� कL सहायता से पुरान े

�2तु%त को नयी �2तु%त म� बदलना.  

• ऑ�जेIXस (NवBडयो, ऑBडयो, �तीक, समीकरण, इjयाOद), सारणी, एIसेल शीट, �च~, चाट�, फोटो 

ए9बम, आकार एवं 2माट�-आट� को �2त%ुत म� डालना, ऑBडयो/NवBडयो को काटना/छाटना.  

• हाइपर लकं और एIशन बटन कL सहायता से 2लाइqस को जोड़ना.  

• 2लाइड सॉट�र, 2लाइड @ांजीशन एव ंएनीमेशन �भाव. 

• 6लाइड शो को "6ततु करना: सेटअप 2लाइड शो एव ंर�हस�-टाइ मगं.   

इकाई-III: माइ�ोसॉqट ए3सेल (MS Excel)  

• वकJ बकु और वकJ शीट के मलू त व: पंिIत, 2त]भ और सेल कL अवधारणा; नई वक� बुक को �ल�क 
और टे]पलेट कL सहायता से बनाना. 

• वकJ शीट म̂ कायJ: वक� शीट म� डाटा (सामा[य, नंबर, कर[सी, डटे, टाइम, टेI2ट, एकाउंOटगं, 
इjयाOद) �Nवrट करना; वक� शीट का नाम बदलना, �%त लNप बनाना, �Nवrट करना, हटाना तथा 
रb/त करना.  

• पंि3त और 6तiभ के साथ कायJ (डालना, हटाना, पे2ट करना, आकार बदलना और छुपाना),  सेल 
और सेल फॉमेOटगं, र�ज कL अवधारणा. 

• चाटJ: Nव भ[न �कार के चाX�स बनाना और उनका सपंादन करना; @�ड-लाइन  डालना, पीछे एव ं
आगे का पूवा�नुमान लगाना.  

• फामूJले के साथ कायJ: फामू�ला बार; फंIशन के �कार, %न]न फंIश[स के  सटेंIस और उपयोग: 
SUM, TOTAL, COUNT, AVERAGE, MAX, MIN, ROUND एवं IF. 
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इकाई-IV: इंटरनेट एव ंवेब सेवाएं   

इंटरनटे: व9ड�-वाइड-वेब, डायलअप कनेिIटNवट�, ल��ड लाइन, Pह�.सेट, uॉडब}ड, वाय-फाई, यूआरएल, डोमेन 

नमे, वबे-uाउज़र (इंटरनटे एI2Rलोरर, फायरफॉIस, गगूल Kोम, ऑपेरा, यूसी uाउज़र, इjयाOद); सच� इंजन 

(गगूल, eबगं, Ask, इjयाOद); वेबसाइट: 2थै%तक व ग%तकLय; पोट�ल और वेबसाइट म� अंतर.   

इमेल: खाता खोलना, मेल को भेजना एव ं�ाRत करना, कॉ[टेIXस एव ंफ़ो9डस� को मनैेज करना. 

नेटवFक� ग के मलू तjव: नटेवक�  के �कार (LAN, WAN, MAN); नेटवक�  टोपोलॉजी (2टार, ^रगं, बस, 

हाइeuड). 

Iलाउड कंRयूOटगं व ऑFफस वेब एRस और मोबाइल कंRयूOटगं व मोबाइल एRस का �ाथ मक Hान.   

इकाई-V: साइबर 5शpटाचार, सरुeा और गोपनीयता  

इमेल, इंटरनटे एवं सोशल नटेवFक� ग  शrटाचार. 

वायरस और एंट�वायरस के �कार. 

कंRयूटर सुर/ा के मु� ेऔर फायरवाल व एंट�वायरस के माGयम से सरु/ा. 

साइबर नी%तया,ँ बौN�क स]पदा अ�धकार (आई.पी.आर), कॉपीराइट का उ9लघंन और %नवारण. 

सुरb/त तर�के से ऑनलाइन लेन-देन का %नrपादन करना. 
 

 

************************************************** 
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Class  : बी.ए./बी.एस-सी./बी.कॉम./बी.एच.एस-सी.   

Subject :  आधार पा�य�म 

Semester : षpट (VI)  

Paper  : ��वतीय (कं�यूटर के मलू त व एव ंसचूना "ौ�यो%गक' – ��वतीय)   

ट�प: कोई बाdय "ायो%गक पर.eा आयोिजत नह.ं क' जावेगी |  

सी.सी.ई. के 5लए "ायो%गक कायJ के अंतगJत सिiम5लत jकये जाने �वषय-kबदं ु
    

      Max. Marks: 15 

��येक बैच हेतु �ित स�ाह 2 घंटे का �योगशाला समय आवंिटत िकया जाना है  | 
 

(a) एम॰एस॰ ए3सेल: 

• एम.एस. एIसेल कL Nवशषेताएँ: ऑFफस बटन, क2टमाइज ^रबन, िIवक एIसेस टूलबार।    

• �ल�क एवं टे]पलेट फॉमcट से नयी वक� बकु का %नमा�ण; नयी शीट को वक� बकु म� जोड़ना; शीट 

का नाम प^रव%त�त करना, �%त लNप बनाना एव ंसरंb/त करना।  

• पेज ले-आउट: मािज�न, ओ^रएंटेशन, साइज, N�टं ए^रया, N�टं टाइट9स।   

• फॉमcट सेल: नंबर, एलाइनम�ट, फॉ+ट, बॉड�र, Fफल एव ं�ोटेIशन। 

• चाX�स: कॉलम, बार, पाई, लाइन, ए^रया, X-Y (2कैटर), 2टॉक; @�डलाइन एवं फॉरकाि2टंग का 

चाट� म� उपयोग। 

• डाटा: सोOट�ग एव ंFफ़9टर. 

• फंIशन: SUM, TOTAL, COUNT, AVERAGE, MAX, MIN, ROUND, IF, etc.  

(b) एम॰एस॰ पॉवरपॉइंट:  

• एम.एस. पॉवरपॉइंट कL Nवशषेताएँ: ऑFफस बटन, क2टमाइज ^रबन, िIवक एIसेस टूलबार।    
• 2लाइड बनाना, 2लाइड लेआउट कL फॉमcOटगं, 2लाइड शो एव ं 2लाइड सोट�र, नयी 2लाइड 

डालना, 2लाइड नबंर, डटे, टाइम, चाट�, 2लाइड फॉमcOटगं। 

• @ांजीशन और एनीमेशन का �2त%ुत म� उपयोग। 

• 2लाइड शो का सेटअप करना; र�हस�-टाइ मगं का उपयोग.   

(c) इंटरनटे एव ंईमेल:  
• डायल-अप/uॉड-ब}ड कनेIशन को समझना. 
• नया ई-मेल खाता खोलना (Gmail, Yahoo, Rediffmail, etc.) 
• ई-मेल कL संरचना समझना. 
• ई-मेल खात ेके कॉ[टेIXस एव ंफ़ो9डस� का �बंधन करना. 
• ई-मेल भेजना एव ं�ाRत करना (सलंं�नक को डाउनलोड / अपलोड करना). 
• ई-मेल, 2काईप, 2काईSाइव एवं Iलाउड mवारा फाइल, इमेज तथा NवBडयो का आदान-�दान. 
• मोबाइल / 2माट�फ़ोन mवारा ई-मेल खात ेका सुरb/त gप से सचंालन करना. 
• इंटरनटे पर Fकसी टेIसट को ढ़ूढ़न ेके  लए सामा[य एव ंउ�च 2तर�य खोज, सह� खोज के  लए 

Fफ़9टर का उपयोग करना. ************* 

 






