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Modules Hours CCA CCA
(Global)

CCA
(Professional)

CCA
(Basic)

CCA
(Regular)

CCA
(Advance)

Eligibility 12th 12th Graduate 12th 12th 12th

Computer Application 15

Soft Skills 7

Tally Introductory 20

Commercial Accounting 20

Assignment 1

GST 15

Tally Prime 15

Busy 10

Direct Tax 20 `

TDS 3

Assignment 2

Advanced Accounting 15

Banking & Auditing 10

Assignment 3

Zoho Books 15

Total Assignment 1 1 2 3

Final Assignment

Job Guarantee

Course Duration 2 Months 2 Months 3 Months 3 Months 4 Months 6 Months

Certification

Registration Fees 500/- 500/- 500/- 500/- 500/- 500/-
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Computer Applications
Introduction | Hardware & Software | Working with Windows 11 | File & Folder Management | Introduction to MS Word 2022 | Page
Setup | Drafting and Formatting Documents | Tables in MS Word | Header & Footer | Mail-Merge | Introduction to MS Excel 2022 |
Cell Reference | Database Design | Number & Conditional Formatting | Look up & Reference Functions | Financial Functions |
Table and Charts | Sort & Filter | Pivot Table & Pivot Chart | Protection | MS PowerPoint 2022 | MS Outlook 2022 |  Project

Soft Skills
Introduction | Assertive Communication | Non-verbal Communication | Presentation Skills | Interview Skills | Sell Your Skills |
Cover Letter | Resume Designing | People Skills (Workplace behavior) | E-mail Etiquette | Goal Setting and Time Management

Commercial Accounting
Introduction | Accounting Concepts | Capital & Revenue Transactions | Journal Entries | Classification & Summarizing |
Depreciation | Year-end Adjustments | Final Accounts | Rectification of Errors | BRS | Journal Entry Test – JET

Tally Introductory
Introduction | Company Creation | Cost Centre & Cost Category | Accounting Inventory | Purchase & Sales Cycle | Bill of
Materials (BOM)

Tally Prime
Basic Concepts of GST | GST using Tally | Generation of Returns | TDS | PF | ESI | Payroll | Reports | Security Control | Backup and
Restore | Assignment on Tally Prime

Goods and Services Tax (GST)
Introduction | Supply | Types of Registration | RCM | Time & Place of Supply | Value of Supply | Input Tax Credit | Registration
Procedures | Payment of Tax Returns | GST using Tally | Practice on GSTN | Project on GST

Busy
Introduction | Creating and Managing Company Accounts | Accounting and Financial Management | Inventory Management |
Invoicing and Billing | Data Analysis and Reports | Advanced Features and Customizations

Direct Tax
Introduction | Income from Salaries | Income from House Property | Profits and Gains of Business or Profession | Income from
Capital Gains & Other Sources | Deductions under Chapter VI-A | Computation of Taxable Income | Application for PAN | E-filing
of Income Tax Return | TDS – Concepts & Provisions

TDS
Introduction | TDS Rates | Payment of TDS | Filing of TDS Return | TDS Certificate | Accounting Treatment of TDS | TDS using Tally
| E-TDS Return | Project on TDS

Advanced Accounting
Accounts Reconciliation | Advanced Journal Entries | Accounting for Digital Transactions (Credit Card, Debit Card, Paytm etc.) |
Company Financial Statements |  | Analysis of Financial Statements

Banking & Auditing
Introduction | Deposits | Loans & Advances | Payment Mechanism | Banking Instruments | Introduction to Auditing | Conducting an Audit |
Audit Report | Audit Project
Advanced MS Excel
Advance Number Formatting | Advance Conditional Formatting | Match & Index | Advanced Financial Functions | Logical
Functions | Data Validation | Macro | Upper Case| Lower Case | Proper| Equal | Roman Length | Goal Seeker | Solver | Scenario
Manager | Data Validation | G Suite

Zoho Books 
Introduction to Zoho Books | Company Setup | Chart of Accounts | Managing  Customer & Vendors | Sales Modules | Purchase
Module |Banking & Reconciliation | Inventory Management | Taxes & Compliance | Expense Management | Reporting & Analytics |
Automation & Intergration | Multi- Currency & Multi-User Access | Mobile App &Accessibility

MODULES

Certified Commercial Accountant (CCA)



10

14/A,Shastri Nagar, Jammu - 180004, J&K





12










	(CCA)
	MODULES

	Certified Commercial Accountant (CCA)

