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SL.No

Order

Actual Date Unit Topics Planned Date-Topies .
Covered on
43, 22.10.16 B \Y Text Tools - Zoom tool, Hand tool 22.10.16
44, 25.10.16 D V| selection tools: Move and sponge tools 25.10.16
45. 31.10.16 F V | vignettes and edge effects. 31.10.16
i
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Topics Planned

“ applymg Text enhancements
Ahgnmg and Formatting
add:ng Lists .
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Date-Topics

Topics Planned Covered o8

adding reference to documents, working together
on documents

Excel : Creating Excel Worksheet 27.8.16
Entering and editing Cell entries 298.16

Working with numbers, changing worksheet layout

Printing in Excel, using functions and references,
naming ranges, creating easy to understand charts,

using custom and special effects, using financlal and 79.16
statistical functions

using custom and special effects, using financial and
statistical functions

using custom and special effects, using financial and

auditing

auditing

"
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