
 

SHIVAJI UNIVERSITY, KOLHAPUR 

CENTER FOR COMMUNITY DEVELOPMENT 
 

CERTIFICATE COURSE IN TALLY WITH GST 
 

Objectives: 

 To understand basics of computer. 

 To develop skills for tally with GST 

 

Job Opportunities: 

 Tally Operator 

 Bank in Back office 

 All accounts related works  

 

Course Duration:  Four Months 

 

Expected Number of Students: Minimum 10 Maximum-20 

 

Eligibility for Participants: 10th Pass or Equivalent 

 

Course Fees: Rs.1500/- + Rs.150 Evaluation Fee  

 

Infrastructure Requirement: 

1. Well- equipped classroom with all facilities required for teaching and 

learning. 

2. Computer laboratory with at least 15 Pcs ( Pentium –III) 

3. Required Software : Windows 98, Tally ERP 9 Version  
 

     Staff Qualification: 

    Instructor, M.Com or DCP with minimum 1 years experience in teaching                          

    field/trade. 

 

                                                Syllabus 
1. A glimpse inside the machine-Basic computer hardware components and their  

   functionality, introducing the motherboard, Slots and other peripheral cards –  

   Rapidex for computer ( BPB- Publications) Introduction to computer basic  

   (Balguru Swami) – 5 hours.  

 

2. I/O devices Viz. Printer-inkjet, Laser and dot matrix type, Keyboard, mouse,  

    touch screen, storage, Processing and retrieval of data on disk and CDROM,  

    storage and retrieval of multimedia type data- Rapidex for computer  

    ( BPB Publications),   Introduction to computer basic (Balguru Swami) – 10 hours 
 

3. Concept of office automation and PC productivity tools viz. Using MS office,  

    Word And Excel in specific, Utilities like mail merge, creating, formatting and  

    text with tables and graph, using spreadsheet, sort, find, Histogram, Pie chart,  

    sum, avg. count  etc. ( Sam’s MS office teach yourself)- 20 hours.] 
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4.  Basic Computer Knowledge         10 Hours 

 Operating System 

 Software Application 

 Typing 

 Mouse Navigation 

 

5. Introduction To Book Keeping And Accountancy     10 Hours 

 Introduction 

 Definition of Book Keeping 

 Features of Book Keeping 

 Importance of Book Keeping 

 

6. Meaning and Fundamentals of Double Entry Book Keeping    10 Hours 

 Principal of Double entry system 

 Classification and type of account 

 Statement and Analysis and Transaction 

 

7. Journal – Problem No 1 to 10      10 Hours 

 

8. Ledger  -- Problem No. 1 to 10      10 Hours 

 

9. Final Account of a Proprietary concern    10 Hours 
 Trading Account 

 Profit and Loss account 

 Balance Sheet 
 

10. GST-           10 Hours 

 Basic Tally Operations 

 Inventory Management 

 Recoding Transaction 

 Generation GST Repot 

    Project (real life problems)                                         

    Home assignments-10 
 

11.COURSE STRUCTURE :  

Contact hours- 105,  Credits- 4  

No. Particulars     Hours 

1 Theory       15 

2 Practical        90 

 
 

12 Evaluation  100 Marks 
 

A)  External   50 Marks 

Practical Demo  

B)  Internal     50 Marks          . 

Class Performance, Project, field visit, oral etc. 


