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Management 

Meaning, Features and Objectives, Importance, Functions and Principles of Management. 

Planning 

Meaning, Features, Importance, Advantages and Limitations. 
Organization 
Meaning, Features, Importance, Objectives, Principles, Formal and Informal Organization. 

Delegation 
Meaning, Principles, Responsibility, Accountability, Centralization and 
Decentralization. 

Staffing 
Meaning, Human Resource Management, Recruitment, Selection: Meaning and Process, Training: 
Meaning and Types of Training, Wage Payment, Method of Wage Payment 

Directing 

Meaning, Supervision and Communication 

Controlling 
Meaning, Features, Importance and Limitation. 
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Information Technology 

Meaning, and Scope of Information Technology, Fundamentals of Computer, Hardware Concepts (Input 
and Output), Memory System of Computer, Software Concepts, Meaning of Internet, Ways to Internet 
Connectivity, Browser, Search Engines. 

 

MS-WORD 
Beginning with Word Entering Text, Selecting Text, Deleting Text, Coping, Cutting and Pasting Text, 
Finding and Replacing Text, Formatting Text, Checking and Correcting Mistakes, Spellings, Formatting 
with Word: Simple Character Formatting, Changing Fonts and Colors of Text, Inserting Bullets & 
Numbering, Tables, Clip Art. Paragraph Formatting: Center Align, Left Align, Right Align and Justify 
Text, Tab Setting, Setting Indentation and Spacing, Ruler Setting, Page Margin, Inserting Line and Page 
Brakes, Header and Footer, Page Setup of a Document, Inserting Date and Time, Previewing 
Document, Saving a Document, Printing a Document. 

 
MS-EXCEL 

Starting with Excel, Entering Work Sheet Data, Entering Text, Entering Numbers, Entering Number and 
Formulas, Entering Date and Time, Opening a Workbook, Saving a Work Book and Printing a 
Worksheet/ Workbook. Editing Excel Worksheets and Spreadsheets, Selecting Cells, Editing Cell 
Contents, Inserting and Deleting Cells, Inserting and Deleting Rows and Columns, Working with Work 
Sheet Ranges, Using Cut, Copy and Paste Options, Clearing Data, Using Formulas and Functions, 
Using and Coping Formulas. Using Auto Sum for Efficiency, Common Functions: Sum(), Average(), 
Max(), Min(), Count(), Countif(), Counta(), Using Paste Functions, Formatting Worksheets: Center 
Aligning, Left Aligning, Right Aligning and Justifying Cell Content, Row and Column Height, Changing 
Width and Font. 

 

MS-POWERPOINT 
Power Point Elements, Templates, Widgets, Dialogue Box, Adding Text, Adding Little Moving Text Area, 
Resizing Text Boxes, Adding Pictures, Stating a New Slide, Saving, Presentation Printing Slides, 
Views(Slide View, Sorter, Notes, Outline View) Formatting or Enhancing Text Formatting. Choosing 
Transition, Creating, Displaying Slide Show, Adding Multimedia. Slide Transition, Timing Slide Display, 
Adding Movies and Sound. 

 

INTERNET AND E-COMMERCE 

Meaning, Uses of e-commerce, Method, B2B, B2C, P2P, e-commerce in India, Meaning of e-payment, 
Transaction through Internet, Requirements of e-payment System, Post Paid and Instant Paid System 
of e-payment. e-security, e-banking, e- trading and e-marketing 
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Introduction to Book Keeping and Accounting 
Book Keeping Meaning, Characteristics and Process. 

Accounting Meaning, Characteristics, Process, Objectives, Advantages and limitations. 

Basic Accounting Terms 

Business transactions, Asset, Liability, Capital, Expense, Income, Expenditure, Revenue, Debtors, 

Creditors, Goods, Cost, Gain, Stock, Purchase, Sales, Loss, Profit, Cost of Goods Sold, Gross Profit, 

Discount, Cash, Debit, Credit, Account, Discount, Drawings and Equity. Theory Base of Accounting 

Accounting Principles, Assumptions/ Concepts and Conventions. 

System of Accounting: Cash Basis and Accrual Basis. 

Vouchers and their Types. 

Goods and Service Tax: Meaning, Characteristics and Objectives, Advantages and Limitation. 

Accounting Equation: Meaning and Process. 

Double Entry System: Meaning, Features, Advantages and Limitations, Objectives. 

Classification of Accounts: Traditional and Modern Classification. 

Recording of Business Transactions 


