Subject Code : RCCBM9
CORE COURSE-IX-COMPUTER APPLICATION TO BANKING
UNIT I:

Meaning of computer — Characteristics of computer — area of application — I-P-O cycle —
components of computer — memory and control unit — input and output devices — hardware and
software — operating systems — introduction to windows — logging on — desktop & taskbar —
icons and desktop — startup menu option — creation files and folder — windows explorer — find
option shortcuts — briefcase — running applications customization.

UNIT II:

Introduction Microsoft WORD — stating word — creation of shortcut for word — creating word
documents — creating business letter using wizards — editing word documents — check — word
count — thesauruses, auto correct — working with table — saving — opening and closing documents
— mail merge.

UNIT III:

Introduction to spread sheets — spread sheet program and application — MS excel and its features
— building work sheets — entering data in work sheets. Editing and formatting work sheets —
creating and formatting different types of charts — application financial statistical function —
creating a list — sorting data — filtering data using auto filter customs filters. Pivot tables.

Analyzing and organizing data using automatic sale totals — saving opening and closing work
books.

UNIT IV:

Fundamentals of computerized accounting — computerized accounting Vs Manual accounting —
architecture and customization of Tally — features of Tally — configuration of Tally — Tally
screens and menus — creation of company — creation of groups — editing and deleting groups —
creation of ledgers — editing deleting ledgers — introduction to vouchers — vouchers entry —
payment of vouchers — receipt voucher — sales voucher — purchase vouchers — contra voucher —
journal voucher — editing and deleting vouchers.

UNIT V:

Introduction to inventories — creation of stock categories — creation stock groups — creation of
stock items — configuration of features of stock item — editing and deleting stocks — usage of
stocks in voucher entry — purchase order — stock voucher — sales order — stock voucher —
introduction to cost — creation of cost category — creation of cost centers — editing & deleting
cost centers and categories — usage of cost category and cost center in voucher entry.

(Theory 60% Practical 40%)



Text Books Recommended:

1.

2.

Computer Applications in Business — Dr. S.V. Srinivsasa Vallabhan — Sultan Chand
Publication.
Introduction to computer Application — Dr. S.V. Srinivasa Vallabhan — Sultan Chand
Publication.

. Microsoft office for windows 95 Bible Author Ed. Jones Derek Sultan Publications Comdex

Computer Publication.

. TIAL Smart Accountant Book SMW Deva Publication, AVC Deva Publication.
. Computerized Accounting under Tally Publication, Deva Publication.
. Implementing Tally 5.4, 6.3, 7.2 versus. Author K.K. Nandhani Publication, BPB

Publication.

. Computer Application in Business — R.Parasuraman — S.Chand & Co.,
. Computer Application in Accounting software: P.Kasivairavan — Friends Publications —

Tirupathur.

. Computer Application in Business: Dr.Joseph Anbarasu, Learntech Press, Trichy.Model for

practical laboratory work

Microsoft Word.

1.
2.
3.
4.
5.
6.

Creating personal letter to friend

Creating official letter — leave letter

Preparation of Bio-Data

Use of Mail-merge

Creating Circular letter with mail-Merge options
Creating a table by using the split and merge options

Microsoft Excel

1.
2.
3.
4.
3.

Entering information in the pay bill
Sum function, entering formula
Aligning data in cells

Creating charts

Creating pivot tables.

Tally

. Creation of company

. Creating groups, creating single groups, creating sub groups
. Entering values in accounts info

. Voucher entry — sales, purchase

. Journal entry — contra journals

. Creating cost centers

. Inventory problems.



