
M.Com. OPEN ELECTIVES (for MBA) 

 SYLLABUS  

III SEMESTER 

Course 

Code 
Title of the Course 

Instruction 

Hours 

per week 
Cre

dits 

Evaluation 

L T P 
CIA 

MARKS 

SEE 

MARKS 
DURATI

ON 

Open Elective Courses(Choose any one out of three courses) 

OE04 Computerized Taxation & Return 

filling 

1 1 1 2 50 -  

OE05 Soft and Employability Skills 1 1 1 2 50 -  

OE06 Event Management 1 1 1 2 50 -  

II SEMESTER 

Course 

Code 
Title of the Course 

Instruction 

Hours 

per week Cred

its 

Evaluation 

L T P 
CIA 

MARKS 

SEE 

MARKS DURATION 

Open Elective Courses (Choose any one out of three Courses) 

OE01 MS Excel & Tally Practical’s 1 1 1 2 50 - - 

OE02 Human Values & Ethics 1 1 1 2 50 - - 

OE03 Personality Development Lab 1 1 1 2 50 - - 



 

 

OE 01 :MS EXCEL &TALLY PRACTICALS (1L + 1T + 1P) 

 

 

Course Objective:  

This course is familiarize Students with basic to intermediate skills for using Excel in the 

classroom vis-à-vis Business Applications, 

 

Course Outcomes: By the end of the course, students will be able: 

CO 1 To familiarize Students with basic to intermediate skills for using Excel in  

the classroom vis-à-vis Business Applications,  
 

CO 2 To provide students hands on experience on MS Excel Utilities,  
 

CO 3 To gain proficiency in creating solutions for Data Management and Reporting. 
 

CO 4 To provide hands on experience on accounting tally and gain proficiency in 

creating solutions in financial account and management. 
 

CO 5 To acquire knowledge on ledger creation and inventory creation. 

 

UNIT- I: Introduction: Understanding Excel's Files, Ribbon and Shortcut - Create a 

workbook – Enter data in a Worksheet - Format a Worksheet, Format Numbers in a 

Worksheet – Create an Excel Table-Filter Data by Using an AutoFilter, Sort Data by 

using an AutoFilter-Essential Worksheet Operations: Using Help (F1), Key Board 

Shortcuts – Working with Cells and Ranges: Formatting Cells,  Name  Manager -  

Visualizing  Data  Using Conditional Formatting: Apply Conditional Formatting - Printing 

Your Work: Print a Worksheet , Using Print Preview & Other Utilities - 

II SEMESTER 

Course 

Code 
Title of the Course 

Instruction 

Hours 

per week Cred

its 

Evaluation 

L T P 
CIA 

MARKS 

SEE 

MARKS DURATION 

Open Elective Courses (Choose any one out of three Courses) 

OE01 MS Excel & Tally Practical’s 1 1 1 2 50 - - 

OE02 Human Values & Ethics 1 1 1 2 50 - - 

OE03 Personality Development Lab 1 1 1 2 50 - - 

Subject Code : OE01 I A Marks 50 

No. of Lecture Hours / Week 03 End Exam Marks - 

Total Number of Lecture Hours 45 Total Marks  50 

Practical Component 01 Hour/Week Exam Hours 03 



UNIT- II: Lab based Evaluation-1: Working with Dates and Times & Text: Working with 

Dates & Time, Creating Formulas that Manipulate Text - Upper, Proper, Lower, 

Concatenate, Text to Column-Creating Formulas That Look Up Values: VLookup, H 

Lookup, Match & Index - 

 

UNIT- III: Lab based Evaluation-2: Creating Formulas for Financial Applications: 

Introduction to Formulas e.g. PV,  PMT,  NPER,  RATE,  Creating  Balance  Sheet,  

Investment  Calculations,  Depreciation Calculations - Creating Charts and Graphics: 

Chart Your Data, Creating Sparkline Graphics, Using Insert Tab Utilities - Using Custom 

Number Formats: Right Click, Format Cells Window - Using Data Tab and Data 

Validation: Getting external Data, Remove Duplicates, Apply Data Validation &using 

Utilities from Data Tab - Analyzing Data with the Analysis Tool Pak: ANOVA, Correlation, 

Covariance, Descriptive Statistics, Histogram, Random Number Generation, Rank and 

Percentile, Regression, t-Test, Z Test. 

 

UNIT- IV: Computers   and   Accounting:   Fundamentals   of   Computerized   Accounting 

-   Computerized Accounting Vs Manual Accounting - Features of Tally - Procedure for 

Creating a New Company-Directory Name / Mailing Name / Address / Groups Creation 

–Editing and Deleting Groups-Display of Predefined Vouchers - Voucher Creations and 

Alteration of Vouchers while or after Entering Transaction - Types of Vouchers - Payment 

Voucher - Receipt Voucher - Sales Voucher- Purchase Vouchers. 

 

UNIT- V: Accounting Tally: Ledger - Groups in Tally - Primary Groups, Sub-groups, 

Creation of Ledger-process of Creation of Ledger - Balance Sheet at the Gateway of Tally 

- Method of Showing Trading, Profit and Loss account and Balance Sheet Creation of 

Inventory Reports - Creation of Stock Categories - Stock Items - Stock Groups. 

 

References: 
 

1. Tally - Accounting software S. Palanivel - Marghan Publications 

2. Computer Applications in Business - Dr. Rajkumar 

Learning Resources: 
 

1 Text Books Excel 2010 Bible [With CDROM]by John Walkenbach, John Wiley 

& Sons, 2010Edition. 
 

Reference Books:     

1. Excel 2007 for Dummies by Greg Harvey New Perspectives on Microsoft 

Office Excel 2007 
 

2. Supplementary www.hrdiap.gov.in/Downloads/04.MS%20Excel.pdf 

Reading Material    www.stern.nyu.edu/~jsimonof/classes/1305/pdf/excelreg.pdf 

www.goodwin.edu/computer_resources/pdfs/excel_2010_tutorial.pdf  

www.microagecs.com/apps/training/courseware/excel.pdf  

www.lfpl.org/jobshop/docs/Intermediate-Excel.pdf 

 
 

http://www.hrdiap.gov.in/downloads/04.ms%20excel.pdf/
http://www.stern.nyu.edu/~jsimonof/classes/1305/pdf/excelreg.pdf/
http://www.goodwin.edu/computer_resources/pdfs/excel_2010_tutorial.pdf/
http://www.microagecs.com/apps/training/courseware/excel.pdf/
http://www.lfpl.org/jobshop/docs/intermediate-excel.pdf/


3. Websites  
 

http://office.microsoft.com/en-us/ 

http://office.microsoft.com/en-us/excel-help/excel-help-and-how-to- 

FX102693827.aspx 

http://office.microsoft.com/en-us/excel/ 

http://office.microsoft.com/en-us/excel-help/excel-functions-by-category- 

HP005204211.aspx 

http://www.baycongroup.com/el0.htm 

http://www.computerhope.com/shortcut/excel.html 

 

 

 

 

  

http://office.microsoft.com/en-us/
http://office.microsoft.com/en-us/excel-help/excel-help-and-how-to-/
http://office.microsoft.com/en-us/excel/
http://office.microsoft.com/en-us/excel-help/excel-functions-by-category-/
http://www.baycongroup.com/el0.htmhttp:/spreadsheets.about.com/od/tipsandfaqs/f/excel_use.htm


OE 02 :HUMAN VALUES AND ETHICS(1L + 1T + 1P) 

 

 

 

Course Objective: This course is familiarize Students to provide the basic understanding 

about importance of Value Education, Self-Exploration, and Human aspirations. 

 

Course Outcomes: By the end of the course, students will be able: 

 

CO 1 To provide the basic understanding about importance of Value Education, 

Self-Exploration, and Human aspirations. 
 

CO 2 To understand the importance of Process for Value Education 
 

CO 3 To gain knowledge on Understanding Harmony in the Human Being 
 

CO 4 To understand the concept of Harmony in Myself 
 

CO 5 Understanding Harmony in the Family and Society – harmony in Human - 

Human Relationship 

 

Unit – I: Introduction –Need, Basic Guidelines and Content 
 

1. Understanding the need , basic guidelines, content and process for value Education 

2. Self-Exploration – What is it? – its content and process: ‘Natural Acceptance’ and 

Experiential Validation – as the mechanism for self-explanation. 

3. Continuous Happiness and Prosperity – A look at basic Human Aspirations 

 

Unit – II: Process for Value Education 

1. Right Understanding, Relationship and Physical Facilities – basic requirements for 

fulfillment of aspirations of every human being with their correct priority 

2. Understanding Happiness and prosperity correctly – A critical appraisal of the current 

Scenario 17 

3. Method to fulfill the above human aspirations; understanding and living in harmony at 

various levels 

 

Unit – III: Understanding Harmony in the Human Being 

1. Understanding human being as a co-existence of the sentient ‘I’ and the material 

‘Body’ 

2. Understanding the needs of Self ( ‘I’ ) and ‘Body’ 

3. Understanding the Body as an instrument of ‘I’ ( I being the doer, seer and enjoyer) 

Subject Code : OE02 I A Marks 50 

No. of Lecture Hours / Week 03 End Exam Marks - 

Total Number of Lecture Hours 45 Total Marks 50 

Practical Component 01 Hour/Week Exam Hours 03 



Unit –IV: Harmony in Myself 

1. Understanding the characteristics and activities of ‘I’ and harmony in ’I’ 

2. Understanding the harmony of I with the Body - correct appraisal of Physical needs, 

meaning of Prosperity in detail. 

3. Programs to ensure Sanyam and Swasthya – practice exercises and Case Studies will 

be taken up in Practice Sessions. 

 

Unit – V: Understanding Harmony in the Family and Society – harmony in Human - 

Human Relationship 

1. Understanding harmony in the family – the basic unit of human interaction. 

2. Understanding values in human relationship; meaning of Nyaya and Program for its 

fulfillment to ensure Ubhay-tripti. 

3. Trust (Vishwas) and Respect (Samman) as the foundational values of relationship. 

 

Text Books: 

1. R R Gaur, R,Sangal, G.P Bagaria, 2009, A Foundation Course in value 

Education(English) 

2. Pradeep Kumar Ramancharla, 2013, A foundation course in value education (Telugu) 

3. R R Gaur, R Sangal G P Bagaria, 2009, Teacher’s Manual (English) 

4. Pradeep Kumar Ramancharla, 2013, Teacher’s Manual (Telugu) 

 

Reference Books 

1. Ivan IIIich, 1974, Energy& Equity, The Trinity Press, Worcester, and harper Collins, 

USA 

2. E.F. Schumacher, 1973, small is Beautiful; a study of economics as if people 

mattered, Blond & Briggs, Bratain. 

3. A Nagraj, 1998, Jeevanvidya to Na Prayanam, Hyderabad. 

4. R.Pradeep Kumar, 2013, JeevanVidya to Na Prayanam, Hyderabad. 

5. Sussan George, 1076, How the other half Dies, Penguin Press, Peprinted 1986, 1991. 

6. PL Dhar, RR Gaur, 1990, Science and Humanism, common wealth publishers 18 

7. A.N. Tripathy, 2003, Human values, New Age International Publishers 

8. SubhasPalekar, 2000, How to practice natural Farming, Pracheen (Vaidik) 

Krishitantrashodh, Amravati. 

9. Donella H. Meadows, Dennis L. Meadows,Jorgen Randers, William W. Behrens 

III,1972, Limits to Growth – club of Rome’s report, universe Books 

10. E.G. Seebauer& Robert, L BERRY, 2000, Foundationals of Ethics for Scientists & 

Engineers, Oxford University Press. 

11. M. Govindrajran, S Natrajan& V.S. Senthi Kumar, Engineering Ethics (including 

human Values), Eastern Economy Edition, Prentice hall of India Ltd. 

12. B P Banerjee, 2005, Foundations of Ethics and Management, Excel books. 

13. B.L. Bajpai, 2004, Indian Ethos and Modern Management , New Royal book Co; 

Lucknow, Reprinted 2008 

 

 



Relevant CDs, Movies, Documentaries & Other Literature 

1. Value Education Website, http://www.uptu.ac.in 

2. Story of Stuff, http://www.storyofstuff.com 

3. AlGore, An Inconvenient Truth, paramount Classics, USA 

4. Charlie Chaplin, Modern Times, United Artists, USA 

 

OE 03 :PESONALITY DEVELOPMENT LAB (1L + 1T + 1P) 

                   

 

Course Objectives:  This course is familiarize Students to provide the basic understanding 

various mechanisms of conflict resolution and to know the importance of interpersonal 

relationships 

 

Course Outcomes: By the end of the course, students will be able  

CO-1 To develop orientation towards business etiquettes and the proper etiquette 

practice for different business scenarios. 
 

CO-2 To learn the etiquette requirements for meeting, telephone, entertaining, internet 

business interaction scenarios.  
 

CO-3 To minimize nervousness in social situations. 
 

CO-4 To understand various mechanisms of conflict resolution and to know the 

importance of interpersonal relationships. 
 

CO-5 To know the importance of time management and the techniques that cope up 

with Stress. 

 

UNIT- I: Introduction to Personality: Concept, Meaning and Definition of Personality – 

Physical Appearance and Body Language – Voice Modulation and Diction – Communication 

styles.  

 

UNIT- II: Business Style and Professional Image: Dress Code – Guidelines for Appropriate 

Business Attire – Multi-cultural Dressing – Personal Grooming for Success – Business 

Etiquettes, Media Etiquettes, and Table Etiquettes.  

 

UNIT- III: Impression Management: Impression Formation – Tactics – Self presentational 

Motive – Compass Qualities – Toxic Traits – Social Context: Norms and Roles – Powerful 

Persuasion Strategies.  

 

Subject Code : OE03 I A Marks 50 

No. of Lecture Hours / Week 03 End Exam Marks - 

Total Number of Lecture Hours 45 Total Marks  50 

Practical Component 01 Hour/Week Exam Hours 03 

http://www.uptu.ac.in/
http://www.storyofstuff.com/


UNIT- IV: Interpersonal Relations & Conflict Management: Analysis of different Ego States 

– Analysis of Transactions – Causes of Conflicts – Conflicts Resolution and Management.  

 

UNIT -V: Stress and Time Management: Causes of Stress, Types of Stress – Coping with 

Stress and stress Management Techniques – Time as a Resource – Individual Time 

Management Styles – Better Time Management Techniques.  

 

Reference Text Books:  

1. MitraBarun, Personality Development and Soft Skills, Oxford University Press.  

2. E.H. McGrath, Basic Managerial Skills for all, Prentice Hall. 

 

 

 

  



  

III SEMESTER 

Course 

Code 
Title of the Course 

Instruction 

Hours 

per week 
Cre

dits 

Evaluation 

L T P 
CIA 

MARKS 

SEE 

MARKS 
DURATI

ON 

Open Elective Courses(Choose any one out of three courses) 

OE04 Computerized Taxation & Return 

filling 

1 1 1 2 50 -  

OE05 Soft and Employability Skills 1 1 1 2 50 -  

OE06 Event Management 1 1 1 2 50 -  



OE 04 : Computerized Taxation and Return Filing 

 

 

Course Objective: The course is to make student aware of the concepts, functions, processes 

and practices of Measures of the Computerized Taxation and E-Filing .  

 

    Course Outcomes: 
 

CO-1 To develop orientation towards PAN, Quoting of Adhaar number, New Form 

26AS  . 
 

CO-2 To have an idea on presentation  in E-filing. 
 

CO-3 To understand the View e-filed return ,e-verification 
 

CO-4 To understand various mechanisms of Computation of GTI and tax 

payable(individual, company), 
 

            CO-5  To know the importance of  generation of return verification form 

 

UNIT  I: Return Form, Mode of Submission, PAN, Quoting of Adhaar number, New Form 

26AS, Use of e-tax calculator, E-Pay tax, Calculation of relief 

 

UNIT II: e-filing without using digital signature and using digital signature and electronic 

verification code 

 

UNIT III:  Uploading of Return, View e-filed return ,e-verification 

 

UNIT IV: Computation of GTI and tax payable(individual, company),e-filing of return in 

proper form 

 

UNIT V: e-verification generation of return verification form 

 

Suggested Readings: 

1. Datey, V.S., Indirect Taxes: Law and Practice, Taxmann. 

2. Datey, V.S., GST Law & Practice with Customs and FTP, Taxmann 

3. Bare Act: Central Goods and Services Tax Act, 2017 

4. Bare Act: West Bengal State Goods and Services Tax Act, 2017 

5. Bare Act: Integrated Goods and Services Tax Act, 2017 

6. Central Goods and Services Tax Rules, 2017 

7. West Bengal Goods and Services Tax Rules, 2017 

 

Subject Code : OE04  I A Marks 50 

No. of Lecture Hours / Week 03 End Exam Marks - 

Total Number of Lecture Hours 45 Total Marks  50 

Practical Component 01 Hour/Week Exam Hours 1 ½  



OE05: SOFT AND EMPLOYABILITY SKILLS 

 

Course Objective: The course is to make student aware of the concepts, functions, processes 

and practices of Self Employment skills. 

 

    Course Outcomes: 
 

CO-1    To develop orientation towards soft skills, technical skills, problem solving 

skills and overcoming the techniques of stress management. 
 

CO-2   To have an idea on presentation skills and communication skills. 
 

CO-3   To understand individual action plans and training towards event 

management. 
 

CO-4  To understand various mechanisms of team building and know the importance 

of team work. 
 

CO-5 To know the importance of Business and Corporate Etiquettes.   

 

UNIT-I : Soft skills – Meaning of Soft skills – Global competition – Hard skills (technical 

skills) versus soft skills – Interpersonal Skills – Leadership Skills – Decision Making – 

Negotiation skills – Problem Solving Skills – Conflict Management – Stress Management – 

Crisis Management – Teamwork.  

 

UNIT–II : Presentation Skills – Writing Oral Presentations – Using Visual Aids in Oral 

Communication – Communicating Across Cultures  – 7 Cs of Communication – Body 

Language – Tips on how to Create a Power Point and other Presentations. 

 

UNIT–III : Goal Setting – Creating Individual Action Plans – Article Writing – SWOT 

Analysis – Event Management – (Training Students to Organize Events and present a report 

on Event organized). 

 

UNIT–IV : Case Study – Case Analysis – Discussion and Presentation –Team Building and 

Team Work – Innovation and Creativity – Emotional Intelligence – Self Management 

 

UNIT–V : Business and Corporate Etiquettes  – Overview of Interview – Self introduction at 

Various Forums and During Interview – Mock Interview – CV Preparation-Group 

Discussion. 

  

Subject Code : OE05  I A Marks 50 

No. of Lecture Hours / Week 03 End Exam Marks - 

Total Number of Lecture Hours 45 Total Marks  50 

Practical Component 01 Hour/Week Exam Hours 1 ½  



References: 

1. Chaturvedi&Chaturvedi, (2006), Business communication, Pearson Education, New 

Delhi.  

2. NamartaPalta,The art of Effective communication,2007.Lotus Press, New Delhi,  

3. PriyadarshiniPatnaik,Group Discussion and Interview Skills, Cambridge University 

Press Pvt. Ltd. 

4. Sabina Pillai,AgnaFernandez Soft Skills and Employability, First Ed, 2017, 

Cambridge University Press, New Delhi. 

 

OE 06 : Event Management 

 

Course Objective: The course is to make student aware of the concepts, functions, processes 

and practices of Event Management skills  

 

Course Outcomes: 

CO-1    To develop orientation towards Event Management: Design, Size and Types of 

Events – Event Team – Code of Ethics. 

CO-2   To have an idea of Event Marketing – Marketing Mix – Sponsorship. Promotion. 

CO-3   To understand Developing the Theme – Conducting Rehearsals – Providing 

Services: Catering, Accommodation – Managing the Environment  

CO-4  To understand Managing Meetings. Operations and Logistics: Logistics – Policies – 

Procedures – Performance Standards – Functional Areas  

CO-5. To know the importance of Occupational Safety and Health – Incident Reporting, 

Crowd Management and Evacuation: Crowd Management Plan – Major Risks 

Management 

 

Unit – I Introduction to Event Management: Design, Size and Types of Events – Event Team – Code 

of Ethics. Concept and Design: Analyzing the Concept – Logistics of the Concept. Feasibility: Keys 

to Success – SWOT Analysis. 

 

Unit – II Marketing: Nature and Process of Event Marketing – Marketing Mix – Sponsorship. 

Promotion: Image / Branding – Advertising – Publicity – Public Relations. Financial Management: 

Budget Preparation – Cash Flow Analysis – Income and Expenditure Statement – Balance Sheet – 

Financial Control Systems – Panic Planning.Risk Management: Process of Risk Management– 

Incident Reporting – Emergency Response Plans – Standards for Risk Management. 

 

Unit – III Planning: Developing a Mission Statement – Establish the Aim and Objectives – Prepare 

Event Proposal – Planning Tools. Protocol: Titles - Dress for Formal Occasions – Protocol for 

Speakers – Religious and Cultural Protocol – Protocol for Sporting Ceremonies – Preparing for 

Dignitaries – Rules of Flag Flying. Staging: Selection of Event Site – Developing the Theme – 

Subject Code : OE06  I A Marks 50 

No. of Lecture Hours / Week 03 End Exam Marks - 

Total Number of Lecture Hours 45 Total Marks  50 

Practical Component 01 Hour/Week Exam Hours 1 ½  



Conducting Rehearsals – Providing Services: Catering, Accommodation – Managing the 

Environment.  

 

Unit – IV Staffing: Developing Organizational charts–Job Description–Recruitment and Selection – 

Drawing Up Rosters–Training–Managing Legal Requirements–DevelopingRecognition Strategies – 

Managing Volunteers. Leadership: Developing Leadership Skills – Managing Temporary and Diverse 

Teams – Group Development – Improving Communication – Time Management – Managing 

Meetings. Operations and Logistics: Logistics – Policies – Procedures – Performance Standards – 

Functional Areas – Staff Motivation. 

 

Unit – V  Safety and Security: Security – Occupational Safety and Health – Incident Reporting, 

Crowd Management and Evacuation: Crowd Management Plan – Major Risks Management – 

Emergency Planning–Implementing Emergency Procedures. Monitoring, Control and Evaluation: 

Monitoring and Control Systems–Operational Monitoring and Control–Evaluation– Broader Impact 

of Events. 

 

References 

 1. Event Management: For Tourism, Cultural, Business and Sporting Events, Lynn Van Der Wagen, 

Pearson, 2005.  

2. Event Marketing & Management - Sanjaya Singh Gaur & Sanjay V. Saggere, Vikas Publication 

House, 2003. 

3. Successful Event Management - Anton Shone: Thomson, 2004. 

4. Bhatia A.K. (2001), Event Management, Sterling Publishers, New Delhi.  

5. David C. Watt (1998), Event Management in Leisure and Tourism, Pearson, UK.  

6. Joe Gold Blatt (1997), Special Events - Best Practices in Modern Event Management, John Wiley 

and Sons, New York.  

7. Arvich Barry (1994), Event and Entertainment Marketing, Vikas Publishers, New Delhi. 

8. Panwar J.S. (1998), Marketing in the New Era, Sage Publications, New Delhi. 

 


	Suggested Readings:

