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100 Hours of Computer Training (First Year) 

Assessment sheet 

 

 

Topic Theory                
(25 Marks) 

Practical 
(Hands on skill) 

(25 Marks) 

Total 
Marks 

Windows  Descriptive Questions on 
Keyboard Shortcuts 
Control Panel & Settings 
 
 

Practical Task on File and 
Folder Management and 
Personalization Settings. 

10 
Marks 

MS Office MCQs on Formatting Text,  
styles, Paragraph alignment, 
Indentation, Line spacing, 
Tables, Bullets & Numbering 
Margins, Orientation, 
Header & Footer  
Shortcuts & Toolbar. 

Create a formal letter, 
format it, and insert a table 
with data. OR 
Invitation letter with Mail 
Merge. 

10 
Marks 

MS Excel  MCQs on basic formulas like 
SUM, AVERAGE, 
Functions like IF, VLOOKUP, 
Conditional Formatting, Sort 
and filter large data sets. 

Prepare a student marks 
sheet, calculate total marks, 
average, and apply 
conditional formatting for 
high scores. OR 
Charts & Graphs of Bar, Line 
& Pie charts. 

10 
Marks 

MS Power Point MCQs on Insert images, 
charts, and SmartArt. 
Transitions and animations.  

Design a 5-slide 
presentation on "Digital 
Marketing," using transitions 
and animations. 

10 
Marks 

Introduction to 
Internet 

Short answers on web 
browser, search engine, and 
document formatting 

Hands on practical on 
sending and receiving mails 
and sending attachments 
and downloading files. 

10 
Marks 

   50 
Marks 

 

 

 

 

 

 

 



 

100 Hours of Computer Training (Second Year) 

Assessment sheet 
 

 

Topic Theory                
(25 Marks) 

Practical 
(Hands on skill) 

(25 Marks) 

Total 
Marks 

Desk Top 
Publishing 

MCQs on publishing 
industry, advantages and 
disadvantages of Desktop 
Publishing, DTP software 
available in the market, 
vector graphics and raster 
graphics and file formats 
used in DTP. 

Create a Poster for an 
upcoming event, using text 
effects, images, and proper 
alignment. OR 
Design a Certificate for a 
workshop with borders, 
logos, and signature spaces. 

10 
Marks 

Photoshop MCQs on key features Adobe 
Photoshop, bitmap and 
vector images in Photoshop, 
Function Tools like Move 
Tool, Lasso Tool, Magic 
Wand Tool, Clone Stamp 
Tool 

Create a Photo Collage using 
at least 4 different images 
with smooth blending and 
layer effects. OR 
Design a Web Banner Ad 
with text effects, gradients, 
and smart object usage. 

10 
Marks 

Page Maker  MCQs on key features of 
Adobe PageMaker, master 
pages in PageMaker, text 
formatting options, linking 
and embedding images in 
PageMaker and templates in 
PageMaker.  

Design a Magazine Cover 
Page with headlines, 
images, and text boxes. OR 
Prepare an Invitation Card 
for a formal event using text 
formatting and graphic 
tools. 

10 
Marks 

Browsers MCQs on Rendering Web 
Pages, Managing Web 
Protocols, Bookmarking 
Security Features and 
Popular browsers like Google 
Chrome, Mozilla Firefox, 
Microsoft Edge, Safari, and 
Opera. 

Open Discussion on function 
of a web browser, and how 
does it differ from a search 
engine OR private browsing 
or incognito modes work, 
and what are their 
limitations. 

10 
Marks 

Search Engines MCQs on search engine like 
Google, Bing, Yahoo, and 
DuckDuckGo. Web Crawler 
(Spider/Bot 
Indexer, Query Processor  

Hands on practical on some 
effective search techniques 
(e.g., using operators like 
AND, OR, quotes) to get 
better results from search 
engines like Google. 

10 
Marks 

   50 
Marks 

 

 



 

100 Hours of Computer Training (Third Year) 

Assessment sheet 
 

 

Topic Theory                
(25 Marks) 

Practical 
(Hands on skill) 

(25 Marks) 

Total 
Marks 

Web Page 
Design  

MCQs on <head> and 
<body> tags, hyperlink in 
HTML, unordered list and an 
ordered list in HTML and alt 
attribute in an <img> tag. 

Practical questions like  
insert an image into a 
webpage using HTML? OR  
Create a table with 3 rows 
and 2 columns in HTML? 
 

10 
Marks 

HTML Short questions on key 
elements that every home 
page, header and footer, 
text input, radio buttons, 
and a submit button. 

Questions like Make a 
simple web page with three 
sections: About Us, 
Services, and Contact. OR 
Create a webpage with an 
image gallery using HTML. 

10 
Marks 

Home Page  Short questions on inserting 
and embed YouTube video 
on your webpage. Role of 
colours and fonts in 
designing an attractive 
home page. Improvement of  
the loading speed of a home 
page 

Create a simple website with 
two pages: a home page 
and an about page. Link 
them together. OR Build a 
home page with a fixed 
header and footer. 

10 
Marks 

Dreamweaver Short questions on Design 
View, Code View, and Split 
View in Dreamweaver, 
"responsive web design." , 
CSS (Cascading Style 
Sheet), a template in 
Dreamweaver  
Spry elements in 
Dreamweaver, 

Create a simple HTML web 
page in Dreamweaver that 
displays your name, a 
photo, and a short 
paragraph OR Using 
Dreamweaver, create a form 
with input fields for Name, 
Email, and Message, along 
with a Submit button. 

10 
Marks 

Tally MCQs on purpose of a 
Voucher in Tally, F11 and 
F12 features in Tally, Single 
Entry and Double Entry in 
Tally and process of GST 
configuration. 

Create a new Company in 
Tally OR Create the following 
Ledgers under appropriate 
groups. 

10 
Marks 

   50 
Marks 

 

 



Certificate
This is to certify that Ms. Shashi Patel has successfully 

completed the 100 hours Computer Training Course, under Plan I: 

33+ hours per year, conducted during the academic years; 2017-18, 

2018-19, & 2019-20. The Course is approved by SNDT Women’s 

University and was conducted as per the curriculum.

Dr. Santosh Kaul Kak
              Principal



Certificate
This is to certify that Ms. Kajal maru has successfully 

completed the 100 hours Computer Training Course, under Plan I: 

33+ hours per year, conducted during the academic years; 2017-18, 

2018-19, & 2019-20. The Course is approved by SNDT Women’s 

University and was conducted as per the curriculum.

Dr. Santosh Kaul Kak
              Principal



Certificate
This is to certify that Ms. isha kapadia has successfully 

completed the 100 hours Computer Training Course, under Plan I: 

33+ hours per year, conducted during the academic years; 2017-18, 

2018-19, & 2019-20. The Course is approved by SNDT Women’s 

University and was conducted as per the curriculum.

Dr. Santosh Kaul Kak
              Principal



Certificate
This is to certify that Ms. Pratima gupta has successfully 

completed the 100 hours Computer Training Course, under Plan I: 

33+ hours per year, conducted during the academic years; 2017-18, 

2018-19, & 2019-20. The Course is approved by SNDT Women’s 

University and was conducted as per the curriculum.

Dr. Santosh Kaul Kak
              Principal



Certificate
This is to certify that Ms. Jinal joshi has successfully completed 

the 100 hours Computer Training Course, under Plan I: 33+ hours 

per year, conducted during the academic years; 2017-18, 2018-19, & 

2019-20. The Course is approved by SNDT Women’s University and 

was conducted as per the curriculum.

Dr. Santosh Kaul Kak
              Principal



Certificate
This is to certify that Ms. Anshu jain has successfully completed 

the 100 hours Computer Training Course, under Plan I: 33+ hours 

per year, conducted during the academic years; 2017-18, 2018-19, & 

2019-20. The Course is approved by SNDT Women’s University and 

was conducted as per the curriculum.

Dr. Santosh Kaul Kak
              Principal



Certificate
This is to certify that Ms. badami mali has successfully 

completed the 100 hours Computer Training Course, under Plan I: 

33+ hours per year, conducted during the academic years; 2017-18, 

2018-19, & 2019-20. The Course is approved by SNDT Women’s 

University and was conducted as per the curriculum.

Dr. Santosh Kaul Kak
              Principal



Certificate
This is to certify that Ms. REKHA VALMIKI has successfully 

completed the 100 hours Computer Training Course, under Plan I: 

33+ hours per year, conducted during the academic years; 2017-18, 

2018-19, & 2019-20. The Course is approved by SNDT Women’s 

University and was conducted as per the curriculum.

Dr. Santosh Kaul Kak
              Principal



Certificate
This is to certify that Ms. mansi jain has successfully completed 

the 100 hours Computer Training Course, under Plan I: 33+ hours 

per year, conducted during the academic years; 2017-18, 2018-19, & 

2019-20. The Course is approved by SNDT Women’s University and 

was conducted as per the curriculum.

Dr. Santosh Kaul Kak
              Principal



Certificate
This is to certify that Ms. POOJA pRaJAPATI has successfully 

completed the 100 hours Computer Training Course, under Plan I: 

33+ hours per year, conducted during the academic years; 2017-18, 

2018-19, & 2019-20. The Course is approved by SNDT Women’s 

University and was conducted as per the curriculum.

Dr. Santosh Kaul Kak
              Principal
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Partner Impact Report

BM RUIA GIRLS’ 
COLLEGE



About the partnership



Antarang – B.M. Ruia College Partnership

The BM Ruia College and Antarang Foundation have
entered into a partnership to execute the Career
Ready at BM Ruia College, Gamdevi.

CareeReady (CR) for 1 girls batch in BM 
Ruia college has been completed



Highlights
• CareeReady



The CareeReady (CR) is a 15 months program engaging youth in the 18-28 age group, with the objective of helping youth identify their 
potential and linking them to a suitable career of their choice. 

100 hour classroom training on core employability skills, preparing them to be a part of the workforce.

CareeReady Program

Career linkages in the form of internships, vocational courses, job placements matching with the student’s 
interests, aptitude and personality, keeping their aspirations in mind. 

12 month mentorship program with corporate professionals from different fields  

Alumni support till 30 years of age, and access to learning opportunities and seminars/workshops/courses 



SUPPORT

● 2 expert speaker sessions

● 1 exposure visit

CAPACITY

● # Batches: 1

● # Enrolled: 38

● #Graduated^: 20

● Graduation rate: 53%

PRODUCTIVE YOUTH

● 5% of students linked to Course/Jobs

● 40% of students participated in the 

one-step mentoring program**

The batch started on 22nd of Nov, 
2020 and all sessions have been 
completed.

The Expert speakers Shoeb from TCS and Ms.
Debarati Banerji, who work as General
Manager - Sales at Tata Steel spoke about
careers in their respective industries and skills
required to pursue careers in these sectors

For an Exposure Visit, the students visited
Piramal Capital and learnt about careers in the
Finance sector.

Since all the students are currently studying in 
college, all are in EET. In addition to that 5% 
have been connected to employment 
opportunities and training courses.

40% of students participated in the one-step 
mentoring program.

Highlights - CareeReady

• ^ Students with more than 70% attendance qualify to graduate from the program and are entitled to career and mentor linkages 
• ** Mentorship is an opt-in program
• **One-step mentoring is a half day engagement where students get an opportunity to interact with professionals from corporate organizations on a one-on-one basis and receive career guidance



Beneficiary Profile- CareeReady

55% of the 
students 
were in 20-
23 year 
age range

The family 
income level for 
most students 
is in the range 
of Rs.10,000-
20,000 or more 
than Rs. 20,000 
level

Fathers of 40% 
students had 
not even  
studied till 10th

grade, and the 
next 60%  had 
only passed 
their 10th

Mothers of 
85% students 
had not even  
studied till 8th

grade, and just 
15%  had 
passed their 
10th

*Data pertains to only graduating students



Interest Codes and Learning Style

Around 47% of the students had career aspirations mapping to Interest code “Social”.

People who like to work with people to enlighten, inform, help, train, or cure them, or are
skilled with words classify under the “Social” type of personality. Career options most
suitable to the “Social” type include social worker, counselor, school teacher, psychologist,
nurse, librarian, occupational therapist, hospital administrator.

Around 25% of the students were found to have a Visual learning style.

That means they learn through seeing and reading through pictures,

charts, diagrams etc.

Auditory style indicates that students learn through listening and

speaking through sounds or lectures or through groups discussions etc.

70% of students had a Auditory learning style

Remaining 5% had the kinesthetic learning style, which means this lot

learnt through action, i.e. moving around and touching or experimenting

*Data pertains to only graduating students



IMPACT AT A GLANCE  - CAREEREADY

2019-20 Career Diagnostic tool results

At the end of the program
students displayed an
improvement in their career
readiness scores as measured
on career readiness
diagnostic tool (proprietary
tool), “Foundation” being
lowest and Exceptional the
highest score.

At the end of the program,
around 53% students were in
the “Developing” category, 5%
were in “Proficient” category

87%

2

1

Expert Speaker sessions 
conducted

Work Ethics Score

Exposure Visit

53% Graduation Rate

46% Attendance Rate

*Data pertains to only graduating students



Testimonial- CareeReady - Jyoti Kesari

Jyoti comes from a low income family in
Colaba. Her father works as a Massager
and her mother is a housewife. There are
Five members in the family, she has two
sisters, one of whom is doing a job and the
other one is studying.

After the Mock interview the Placement team offered her a job in a wealth management organisation in
Colaba. Even in the time of the lockdown she is continuing to work from home and is able to contribute
to the family income apart from also learning about concepts of finance and insurance sector through
her job.

After joining the CareeReady programme, she
gained more confidence and clarity about what
she wants to do in her life and also built the
ability to critically analyze things by evaluating
the negative as well as the positives.

CASE STUDY

She learnt about opportunities that are
available in her field of interest and what
are the next steps required to pursue these
opportunities and careers. Additionally she
also learnt about work ethics, interview
etiquettes and CV building to better
prepare for a job.

Jyoti Kesari

Before joining the CareeReady programme

she had considered a career as a beautician

as she had limited knowledge about suitable

careers and she lacked the confidence and

guidance to pursue a career in the organized

sector.
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CareeReady Placement & Mentoring linkage details

Student Name Type of Placement Linkage Organization 

Name

Jyoti Kesari Employment External Employment

Student Name Type of Mentor  Linkage Organization 

Name

Akansha Patel Attended OneStep LinkedIn

Ritu Solanki Attended OneStep LinkedIn

Nancy Pujara Attended OneStep LinkedIn

Madhuri Parmar Attended OneStep LinkedIn

Shehnaz Shaikh Attended OneStep LinkedIn

Jyoti Kesari Attended OneStep LinkedIn

Jayshree Meriya Attended OneStep LinkedIn

Aarti Verma Attended OneStep LinkedIn



Thank you!





































Marwadr Sammelan’s 

B. M. Ruia Girls’ College 
Gamdevi, Mumbai 

 

Certificate Course on Goods and Service Tax  
33 Hours + Internship 

 

Objectives: 

1) To introduce students to the basics of GST. 

2) To introduce valuation rules relating to GST. 

3) To acquaint them with the procedure of filing of GST returns. 

 

SYLLABUS 

 

UNIT I - OVERVIEW OF GOODS AND SERVICE TAX 

 

            Overview of GST 

            Implementation of GST 

            Liability of the Tax Payer 

            GST Network & GST Council 

 

UNIT II - LEVY OF GST – INTRODUCTION 

            Composition Scheme 

            Composite and Mixed Supply / Duty 

            Exemption from GST 

 

UNIT III - REGISTRATION 

            Registration Procedure 

            Special Persons 

            Amendments / Cancellation 

 

 

UNIT IV - MEANING AND SCOPE OF SUPPLY 

 

             Schedule I and Schedule II 

             Negative List and Exemptions 

 

UNIT V - TIME OF SUPPLY 

Time of Supply - Goods 

Time of Supply –Services  

      

  



Marwadr Sammelan’s 

B. M. Ruia Girls’ College 
Gamdevi, Mumbai 

 

  UNIT VI - VALUATION IN GST 

            Valuation in GST 

            Valuation Rules 

            Place of supply 

 

UNIT VII - PAYMENT OF GST 

            Time of GST Payment 

            How to make payment  

UNIT VIII - JOB WORK 

            Introduction 

            Important Points 

 

UNIT IX - INPUT TAX CREDITS 

            Introduction 

            Important Points 

            Case Studies  

 

UNIT X - RETURN IN GST 

 

             Return for Outward Supplies 

             Return for Inward Supplies 

             Composition Scheme 

             Other Returns 

 

UNIT XI - GST  PORTAL  

            GST Eco-system 

            GST Suvidha Provider (GSP) 

            Uploading Invoices 

 

 

Fees : Rs 500/- 

 

Faculty Incharge: 

1) Dr. Kashyap Ganatra 

2) Mrs. Kinjal Jain 

3) Mr. Ashok Jain 

4) Ms. Yuti Chandan 

5) Ms. Driti Jain 
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