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A) Menu based command in excel:
Entering Text in Cells, Columns width, Series Fill, Formatting cells, Currency notations, Centering across selection, changing font and size, column auto fit, Formatting text (bold, italic),  Inserting Rows, Inserting Columns,  Saving files,  opening files, protection worksheet,  Deleting row and column, Insert box and enter text in the box, data sort, hide and unhide worksheet,  Page setup and print preview, office clip board, header and footer,  operations of drawing tool bar

B) Various functions of excel:
      Round(),  SQRT(),  AVERAGE (),  MAX(),  MIN(),  COUNT(),  SUM(),  IF(),
      SUMIF(), ROMAN(), UPPER(), LOWER(),TODAY?() etc.
C) Create various types of Charts:
      Bar, Pie, Histogram, line chart etc.
D) Advance Command in Excel:
     Filter , Multidimensional report, micros
E) Financial Accounting Tools in Excel

F) Statistical Tool in Excel
Note : Pattern of Question Paper is based on Objective type, theory and practical Oriented questions. 

Book refer:  1) MS. OFFICE 2000 for every one   by Sanjay Saxena
                     2)  Data Analysis using Microsoft Excel by Ash Narayan Sah
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