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Subjeci: Computer Applications for Business — BBA2ZXX 1202

Type of conrse: Skill Enhancement Course (580)

S| Lichas

Crvanmanjarni Institute of Management Studies
Semesters [ABA)

Prerequisite: Students must possess basic comptiter handling skills, familiarity with imemet usage,
and fundamental know ledge of digital devices, typmg. and file management operations

Ratiomale: This course eguips students with practical digital and workplace technology skills
essential for modem business enviromments, 1 covers productivity tools, software applications. and
dighal communication while building collaboration and cvbersecurity awareness. The goal is 1o
enhance emplovability and workploce readiness

Teaching and Examination S¢heme:

Neaching Scheme {Credits | \uminnltiﬂn Mlarks
'otal Marks
i T P [ SEL CCE
- i 4 2 il S0 LA

Legends: C8-Clavs Room Tnxirocitons, T— Titeril: P - Practical; C — Credil: SEE - Senester Emd
Evafuation: LWA - Lab Work Assessment; V- Vive voee; CCE-Continuows omd Compre hensive
Evilneetiorn; ALA- Active Learming Activifies

Con I'!-L'EII.EI_I_“-FI':

i‘:’ Course Content Hrs. | -’2 isa
Introduction i;;iiﬁ_ifni Waork place and Word Processing
Theory Tipics
o Understanding workplace productivity and digitsl tools
o O lond Storaze and Dietal Collaksoration
o Cyher Security and Safe Computing Practices 05 T
I o Business Communication through Dhgwal Tools 0P 0
Practical 13 Clowd Storsge and Team Collaboration Activity
Students upload documents o Google Drive or OneDirive, create shared
folders. assign sccess permissions, and collaberatively edit a shared
husiness docament in real time.
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iFmﬂical 3 Cyber '.'in-urirp. Risk ldentification amd Protection
Activity

Sidents wentilfy unsale digial practices, deteet phishing emals il
suspicious hinks, cretite strong passwords, erable sécurils sctbimgs, gind
demonstrate safe hrowsing techmigues Tor business environments

Practical 3; Produoctivity Toals and Task Moannzemeni Exercise
Students use workplace productivity wols such as calendirs. sk
plonners, reminders, ond noe-maesment opplcaiions w organiee
husiness meetings, sehedules. and daily office msks,

Fractical 4: Virtual (flice Collaboration Simulagion
Swdents perform a simulated office teamwork activity where they share
files, commumicate digitally, wpdate collabomtive decoments. amd
manage workilow using clowd-hased collaboration foasls

Practical 5: Smart Digital Office Challenge

Students create a complete digital office setup by organizing folders,
creating deskiop shoriculs, customizing  workspace  setlings, . aind
managing multiple business files within o time-bound activity,

Practical &: Digital Workplace Problem-Saolving Activify

Students are given workploce scenarios such as lost Rles, shw systems,
duplicate documents, or sharing errors and must troubleshoot and resolve
the issoes using digita!l fools and sy stem settings,

Examination Style:
B,
ho

Evaluation Methods SEE | CCE

ALA 1 Cyvber Securily Awareness Camipaign
Design

Students create posters, presentations, or digital
1 | awareness matersals on cyber security practices {1
such as password safety. social media protection,
secure transactions, and dutn privacy. Liplomd the
PDF on the GMIU Web Portal,
Digital Workplace Management Case Study;
A company operating m a digital and ¢loud-
based environment faces challenges. with ke
management,  collaboration,  communication, L]
workflow efficiency, and cybersecurity on o
critical project. Students must analyee thess
wsties and applyv appropriote digital tools

Pt
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enbance workplace organdation. prodoectivits, | I
commumication. and security

Total | [k 153

Professional Business Documentation using M5 Word
Theory Topics
o [ntroduction to Microsoft Word ¢ Google Doc
Forrmiatting tools, templates, table creation, and document sharing
Husiness Communication Documenis
Addvanced Business Dicument Tooly

Auarmated Document Creation using Mail Merge

Practical | Create 2 Professional Heswime

Students create a prolessional resume using Microsoft Word or Google
s by selecting suitable templates. oreanizing personal and academic
mivrmation, applying proper fommatting techmigues, and designing an
industrvsready resume documeni

Practical 2 Business Letter Drafting and Professional Formatting

Students draft a formal business lener o a company requesting a product
catalogue, company  profile, or business information by applving
3 professional business letter formatting standards including marging, | 05T

; y \ i ) ; ' 2
spacing, ahignment. subject line. salutsion, and sivnature formatting. LI

Practical 3 Appointment Letter Generntion using Mail Meree
Students create and automate multiple appomiment leters using Mail
Merpe by integrating employee dotn from spreadsheets and inserting
dyvnamic fields for names, designations. salaries. and joining dates into
professwonadly formaned docoments.

Practical 4 Business Brochure and Promotional Flver Design
Students design professional business brochares and promotional Tvers
using images, WordArt, columns, shapes. color themes, and advanced
page formatting Wwols 1o create visually appenbne marketing matenals.

Fractical S SmartArt and Bosiness Process Visualizotion

Stwdents use SmartAn, shapes, icons, and text boses 1o design visual
representations  of  organizational  hierarchies,  worklow  systems,
business processes, and departmental structures inoa professional
document formil.
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Practical 6 Collaborative Business Document Editing using Google
D

Studenis collaboratively create and edst a shared business document
using Croghe Docs by assigning roles 10 eam members, editing content
in real ime. inserting comments and suggestions, trucking modifications
through version history, and managing document sharing permissions Lo

simulaie a professional workplace collsboration environment

Practical 7 Business Newsletter Design

Students create a malti-page business newsletler using M5 Word or
Gioogle Docs by applying column Jayvouts, headers, images, page
formatting, styled text, and grophical elements 10 design a professional
ciorporate commumnication decument.

Practical § Mecting Agenda and Minutes Preparation

Stutenis prepare professional meeting agenda and minutes documents
for a business meeting using stroctured formatting technigues such as
headings, bulleting. numbering, tables, sttendance records, discussion
povints, and sction items for efective official office communication and
docomentation.

Examinabion Sivle:
S,
MO

Evaluation Methods SEE | CCE

| ALA 2: Company Profile and Corporate
| Letterhead Design

| Students  create @ professional  one-page
company profile and corporate letterhead for a
fictional business using M5 Word or Google 10 |
[hocs by applving logos, headers, foaters,

branding clements, and  proper  document
formntting.  The  final  document must  be
converted imo PDF formst and wploaded on the
GMIL Web Portal, B

Document Design Challenge:

Swudents will create o professional - mim
document  portfolio  including a  formatted
resume, formal cover letter, and structured
meeting agenda. All documents must follow | 14 |
professional formatting standards with proper
headings. alignment, and spacing. Evaluation
will ogus on clarity. organization, formatting
| guality. and overall prolessionalizm - —

Bd
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|| Totl | 10 | 10 |

Spreadshect Applications and Husiness Data Analvsis using MS
Excel

Thears Topics

Basics of Micvosolt Excel ! Goosbe Sheet

Business Calculotions and Fomnuln Applications

Dot Analyvsis and Data Mansgement Tools

Business Beporting using Charts and Dashboards

Escel Applications in Business Funetions

Practical B; Monthly Expense Tracker and Finnneial Analysis
Students prepare amonthly personal expense sheet using Microsoft Excel
or Google Sheets by entering weekly expense datn under different
categones such as food, travel, emermmnment. and utilites. Students
apply formulas like SUM and AVERAGE 1o calculare toanl expenditure,
avcrage spending. and category -wise expenses with proper spreadsheet
formutting.

Practical 2; Sabes Heport Visualeation vsing € harts

Students create i business sales repon using given sales data and generite
visual reports through bar charts and pic charts in Microsoft Excel or
Google Sheets o analvee product-wise or monthly sales performance [ 08T

20
effectively. e

Fractical 3: Conditional Formatting for Data Analysis
Students enter numerical data into o spreadshect and apply conditional

formatting rules 1w automatically highlight valoes below or above a
specified limit using color scales. data bars. and highlighting wols for
better data interpreiation

Practical 4: Real-Time Collaboration using Google Sheets

Students work in pars to create and mumage a shared Doogle Sheet where
both participants simultaneously enter, edit. update, amd format business
dota in real time while wsing collaborative features such as comments,
sharing permissions. and version history tracking.

Practical 5: Employee Payroll Mapagement Syvsiem

Students create o comprehensive employvee payroll sheet using Microsol]
Excel ar Google Sheets by entering émploves details and caleulating
Basic Salary, HRA, DA, allowances, deductions, Cross Salary, and Net |
Salary using business caleulotion formulas and spreadsh I
with proper formatting and tabular presentation.
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Pracrical I'r? !"Hanl Wuarksleer I"'ﬂ'FHI!’ﬂI-I.-I.II'I_ uﬂing_."{preuthihm't.
Fosrm s

Students prepane o detailed student marksheet by entening subject-wise
marks and applyving formulas o colculate wral marks. percentages,
srades, rank, and pass/fail stats usmg mathematical and  logical

fnetions such as SUM, AVERAGE. 1F, MAX, and MIN

Practical 7; Sales Performance Analyvsis and Chart-Based Reporting
Students anabyze monthly or product-wise sales data and create visual
business reports using bar chans, pie chans, line charts, and column
charts in Microsoflt Excel of Gooule Sheets o identify sales tremds,
performance companisons, and business insights.

Exsmination Sivie:
R
:“Jﬂ

Exvalugation Methogds SEE | OCE

ALA 3 Survey Data Collection and Analysis
Activily
[ Students will conduct a survey on lopics like
| customer satisfaction, student deedback, o
| digital tool usage using Google Forms. They will
I then organize and analyre the collecied data in I
Excel or Google Sheets vsing formulas, sorting,
filtering, and formaiing. Finally, students will
| create visual chants and graphs and preparc a
| summary  report  highlighting  key  trends.
| panems, and conclusions Trom the data,
i Plan & Small Event Budget Sheet:
Students will create o detailed bodget plan for an
inaginary event  (seminir. workshop,  or
5 | program) o understand Tmancal planming and
T | resource  allecation. Swidents  must eshimate
costs, calculate  totals, amd  present  the
information mn a professionally formatied table
using Excel or Google Sheets.

Tkl I 1]

Business Presentation and Visval Cemomniciiion
Theory Topics

® Microsoft PowerPoant ¢ Qoogle Shdes — structure, transitions, 05T
4 nnimations B s n
& Canva — Introduction o visual design
&  Creating posters, business lemplates, and visual aids
o Visusl Communication and Multimedia Intesratien

Computer Applications for Business — BHAZXX 11202 Page 6 of 13
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Practical 13 Professional Business Presentation Design

Sudents create o professional business presentation v=img Microsof
PowerPomt or Google Shdes by applying approprite shde lavouls,
themes, titles, visual formatting, and structured content srgaization 1o
ensure clear and effective presentation flow

Practical 2: Event Invitation amd Banner Desipn

Students cremte digital event invitations ond professional  buisingss
banners using Canva by applying creative layouts, typography., cobor
combinations, visual bolsnce, images. and branding elements for
effective promotional communication.

Practical 3: Multimedia Integration in Presentations

miudents insert and format images, owdio ¢lips, videos feons. and
hyperlinks in Microsoft PowerPoint or Google Slides presentations to
enhance audicnce engagement, improve visual communication, and
create interactive business presentations.

Fraciical 4: Social Media Advertisement Desizn using Canva
Students create professional social media promotional posts and digital
advertisements for a business product, service, or event using Canva by
applving visual templates, branding elements. typography, images, and
creative design technigques

Practical 5: Startup Pitch Deck Creation

Students create a startup pitch presentation using Microsoft PowerPoint
o Google Slides by presenting a business ides. targer markel prodects
of services, revenue model, marketing strategy. and future business goals
through professional templates and visual communication technigues

P'ractical 6: Brand Identity and Logo Presentation

Students create a brand preseniation Tor o fictianal bosiness by designing
a logo, selecting brand colors, developing slogans, ientifying the trge
sudience, and creating promaoiional visuals using presentition and visual
design toals,

Practical 7: Husiness Template Creation using Canva

Students  design reusable business templates such as certificates,
inverces, social media posts, banners, and presentation themes using
Canva by applying professionnl lvouts, branding elements, (ypography,

Compuater Applications for Business - BBA2ZXX 11202

and visual design tools

LY AR S M DS ST O SRl N M ST TS

Page 7 of 13




L' A

SUARIARD INNOVATIVE DMIVERSITY U AMMANMIART DSSTTEETE C3F RS AGER D ST STUINES

Fuamination Style:
bt
M

E il gt ioms Wt hoils SEE | CCH

| Activity: |
Waorkshop on Computer Applications Tor
Business

stadents will participate o hanids-on skill
cithancement  workshop on coimputer
applications for busingss, covening practical
fools such oz M5 Excel, M5 Word, and M5
PowerPoimt. The sworkshop is conducied by
an internal  Bculty  expen  Trin another
depariment 1o enhance stsdents’ digital and
workplace  productivity skills,  Prepare a
workshop repor with veo-tageed
photographs as proof of participation amd
uphoad it to the GMIL Web Portal

Live Presentation Challenge:

Studems will be given a business topic during
the esamnabon  and  most create 3
professional  presentation using  Microsoft
PowerPoint or Google Shides within  the

3 alloted time. The presentation must include L
structured  slides.  visual  formating
transitions,  animations,  and  maoliimedia
clements followed By a shor classroom
| presentation,
Tustul 1] 4]

Computer Apphcations for Business = BRAZXX 11202

Digital Commumnication and Collaboration Platforms

Theary Topics

Professional Internet and Ensiail Comimunication

Coogle Calendar — event scheduling, reminder

Microsofl Teams — group chats, lile sharing

Cioogle Meat [ Zoom — basic functions aml meeting etigquetie
Social Media snd Digitl Business Promation

Practical 13 Professional Email Deafting and Communbcation
Students compose and send professional business emails for inguiries,
mecling requests, complmnts, and Fallow-ups by applying proper email
etiguenie, subject lines, grectings, signatures, COMPCC usage. hyperlmks,
and  amachment  manogement  for effective  diginal
CONTITTLIN R,

(L
nTPe 23
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| Proctical 2; Google  Culendar  Event  Scheduling  amd  Task

i Management

‘ Students create and manage business mectings and academic events
using Google Calendar by adding event tiiles, seming dute and time,

inviting partkcipants through email, scheduling recurring events, setting

reminders, ond organizing deadlines and tosk schedules efficiently.

Praetical 3: Microsoft Teams Groap Collaboration

Students creote teams and channels in Microsoft Teams for a classroom
project by adding members, sharing Diles, participabing in group chats,
assipning tasks, and sending professional welcome and update messages
o similate workplace collaboration

Practical 4: Host o Mock Video Meeting
Students conduct a mock virtual meeting in groups using Google Meet

or Loom by scheduling mestings, joining sessions, managing paricipanm
communication, sharng sereens, presenting content, and following
professional online meeting etiguetie.

Practical 5: Social Media Business Profile Development

Students crente a professional social media business profile for a fictional
company by adding branding clements, logos, company descriptions,
comtact information, promaotional visuals, and business-related content
for dagital marketing and online busmess promaotion.

Praciical &: Bosiness Announcement and Event Promotion Activity
Students create and share digital announcements, event mvitations, and
promotional posts for business events using social media platforms and
digital commumication tools by applying professional lvouts, caplions,
images, hashiaes, and branding elements for effective business outreach,

Practical 7: Social Medip Content Calendar Planning
Students prepane o weekly social media content calendar for a business |
brand by planning post ideas, promotional themes, campaign schedules,

sidience engugement strstepies. and posting limelines using  digital
plannmy and collaboration tools.

Fractical 8: Social Media Promotional Campaign Design

Students design and publish sample promotional content Tor products,
services, oF evenls using caplions, hashiags, ATRKEGmid branding
strategies for digial busingss promotion.

Computer Applications for Business — BEBAZXXTI Page 9 of 13 |




G AMNMANMIART PMNOYATIVE LNV ERSELY O RN ANIART BSSTITLTE OF MANAIDMENT STUDIE=E

2 Exalumtion Metbds SEE | CCE
Mo

Activity; 2
Department Thigital Event Coverage/Blog
Creation
Students create o digitnl bl or short reel
covering a  collepe  event, showcasing ity
highlights and key sctivites, The contem must be
posted. on their persomal socml med aceount
and screenshots of the published post must be
uploaded o the GMIU Web Portal as proot of
submission.
The Virtual Team Expericnce
Students will conduct a mock virtusl business
meeting m groups asing online mecting platforms
such as Google Meet, Zoom or Microsolt Teams,
Students will perform activities such as

o Scheduling meetings
Cienerating and sharing meeting links Tl
Inviting participants
Joining virtusl sesskons
Managing participant cominunsataon
Sharing screens, presenting contont

o Recording mecting notes
The meeting will be observed by the examiner.

Tutal 10 It

In

Suggested Specification table:

Distribution of Marks
i Revised Wloom™s Taxonomy

Level Remembrance inderstanding | Application | Analyze | Evalunte | Create
R ) (AL N L o | (©)
Welg T 0% 5% 0% e | o1 | 15%

By
-8

e e )
Mote: This specification nble shall be treated m @ peneral guideline for: students and 1eachers. The actual

distribution of marks in the question paper may vary slightky from above fable.

Computer Applications for Business — BBAZXX 11202 ) - Page 100f 13
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Cronrse Chleome:

Alter learning the course, the students should be able (o

o

Apply digital sworkplace wols and ¢yber -"In'l.'i.'ul‘il:l- prctices lor professionsl productivity and

]| :
vl labosrai ion,

Cea2 | Create and format professional business documents using word processing tools

COrd | Analyee and manage business data using spreadshect appheanons and reporting tools,

I COM | Design effective business presentations and visual communication materials using digital tools,

Demonstrate professional digital communication and virual collaboration skills using online
platfonms.
Instructional Method:

CO5

The course delivery method will depend upon the requirement of content and needs of students

The teacher, in addition o conventional teaching methods by black board, may also use any wols
such as demonstration, mile play, Quiz, brainstorming, MUKW s e '

From the content 10% topics are suggested for lipped mode instruction,

Students will vse supplementary. rosources stuch as onling videos, NPTELSWAYAM videos, ¢-
courses, Virtual Laboratory

The internal evalustion will be done on the hasis of the Active | earning Assignment

Practical/Viva examination will be conducted at the end of semester for evaluation of performance
oof students in the laborators.

Reference Books:

[1] Microsoft Office Inside Our: Office 2021 and Microsoft 365 (2022) by Joe Habraken,
Microsoll Press,

[2] Office 365 All-in-Cne For Dummies (20227 by Peter Weverka, Wiley.

13] Shelly Cashman Series Microsoft Office 365 & Office 2006 (20173 by Steven M. Freund,
Mary £. Last, Philip 1. Pratt. Susan L. Sebok. and Misty £ Vermant, Cengage Léarming.

[4] Microsoft Office 365 Guide: Race Ahesd in Your Career. Nail Deadlines, and Cultivite
LUinstoppable Teamwork (2024) by Kevan Prich

[53] Microsol CiTwce 365 for Bepmners (20243 by ML, Humphines
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Suggested Guidelines:

SEE | Topic Criteria Marks | Deseription '
Problem Identifies workplace |'||1|..I|||..-|;-.|L:'.. collaborntion.
Identification & ;. communication, and  cvber  security  issues
| Analysis accurately.
Diagetal Solution Lises appropriate digial tls and iplics effective i
Implemeniation 3 solutions for worklow amd task management,
Cvber Security Demonstrates secure digial practices and proper
1 & Safe handling of workplace data snd systems,
Digital | Computing 2
h::':,;ﬁ::i Practices | o
Case Study | Collaboration, Effectively manages teamwork. communication,
Communication 5 workflow  coordination.  and  professional  tash
& Professional completion
I xecution
Resume Design Professionally  formatted  resume  with  relevant
3 content, appropriate font. alignment. and concise
presenation. -
Cover  Letter Clearly structured cover letter tailored to a job
Clarity 3 profile;  demonstrates  one,  grammar,  and
? Dk ument professional ayoul
Diesign - : . e
Challenge Mecting , Well-structured q.r:mlu with date, time, participants,
Avends Formst and key items logically ordered,
Civerall Complete bundle in o single PDF; uniform
Presentation 2 formatting, document naming, and submission
| adherence,
' Budget Appropristely identifies and classifies all key cost
Categoriztion 3 categorics such as venue, catening. stationery, gifts,
g contingencics
Cost  Detailing Provides realistic and well-researched cost estimates
1 Plan a Small | & | opie 1 with brief justifications or caleulations where
Event e
Budget Sheet [ - = : .
- Presentation & Neatly organized budget sheet with  headings,
Formatting 4 subheadings, and consistent formatting: uses tables
or Excel lavout
:'.: ':1"-;.‘.;;;:;"1\1_2'\
Compuier Applications for Business - BBA2ZXXT1202 21 '_?J., !} Page 12 of 13
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| Presentation Creates wellstructured  slides with chear Tlow,
| Struciure g P headings. and organized business content
Content !
Chirpaumieation
Visual _I-PF:[_'H . J\nﬂi:i_l."!-_i’iﬁn-fi'lﬂlll'lﬁ‘ themes, lavodts, fonts, colors, |
& Formiting B B tramsitions, anil animations professionally ] |
4 Live Al Effectively uses images. videos, jcons. amdio. or |
Presentation | 1ntegrin & 3 other inultimedss elements 1 enhance preseintation |
Challenge | Creativii quality |
Presentation Demonstrtes vonlidence,  clarty,  audience |
Delivery & - enghgement.  amd  proféssional  communication |
Professional = during the presentation. |
(o alin o |
Raole: Exccution Each team member performs their assigned role
& Collaboration 1 effectively  (host.  presenter,  parficipant);
demonstrittes coordination, active engigement. and
Eroup synergy.
Contend & Mectng hos a clear objective, relevant agends,
3 The Virtual | Meeting Flow i structured  discussion,  and  time-clTicwen  flow,
Tenm Presenter delivers with clanity,
Experience | “yin0 Proper uwse of Google Meet features (mute, screen
Etsquetic & 3 share, chat), appropriste dress code. commumnication
Professionalism tone, punctuality, and minimal disruptions,
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