
UNIVERSITY OF CALCUTTA
SYL LABUS FOR THE THREE YEAR (B.B.A.) HONOURS

PART.I
PAPER - T

T]J\ ;LISH LANGUAGE & BUSiNESS COMi,TUNICATION - !(}{, (M{IKsI

t;roup A: Er gllsh Longuogc (50 Mrrk )L Ci glish Comprchcnsion (thrce sclccrcd prosc spccchcs !s prcscribcd by C.U. and olso
c(,,nprchcniign of busincss ncws). (10 Clrssos)

2. Pr.rcis (5 Chlses)
3. Er,glish composirion (spelling, scnlcnce conection, fill in the blanks, classificarion,

surrstitulcs.).
Er.say Writing
Sl nonyms, Antonyms, Anslogies
l(i,oms & Ptnsses

(;roup B: B,rrlncas Commu[iclalo!
l. Comm.unicstior - Principlcs & prscticcs
2. Lc(trr writing - vsrioss kinds.ofBusincsi t trc.r (10 Cl88ot)l. Wriring, Nolicc, Circular, Agcndg" Mlnure* Rcporr, Advcrliscmcnt, prsss rcllosc, I:0x

4.

5.

6.

4.

5.

6.

(10 Clrsrot)
(10 Clmrct)
(10 Cluscr)
(5 Clraeq)

(50 Merkr)
(10 Clesrer)

& E-mail (10 Clcsscs)
Prcscnhtion Skills (usc ofdirfcrcnt aids) (10 Chsscs)
Formaland lnformal Communication (5 Clrsrec)
Activc Lisrening Skills (5 Clr3rcs)

l'tofcrenccs:
l, I niversity ofcslcurro
2, NlcAnhur. T. - Thc Oxford Companion to thc English L8ngurgc, OUp, N.y.3. I ustcr, M. Grammar in thc Classroom, Mlcmillsn - N y.1. Ilobcns, Bu(on Amlysing Scntcnccs: An lntroduction to English Syntsx, Longman,

L ssax
5. Ii ogcrs. Drcw, Busincss Comrnunicsiions: Intcmationll casc studics in English, Sl.

I lBnin's Press UJ(.
6. l,tu;dcll, ,.A. & Middlc, N.M.G., Carrecr: English for thc Busincss snd Commcrciat

\Jorld Pr.2, OUP
7. 'rsmin, S & Brighr, J S Busincss Lcrtcr Writing Univcnal, Ncw Dclhi



PAPER - 2

BtrstNESS ECoNOMIC; _ r00 fl\Iarts)
l;' urul' '\: \ .r(ro & rli(n, Ii(,,Iolllics - (s0 Murks)r. I tro(lur:tlol tu Uu\rncls [,]tL,, i,,,r ,rs "bji;;."' :'9ll:^l'":.--- ( 'r cl$sL!)

'','r,u'u",r,r..,,i'on,;;i ; - il".#11"ff;i.::,f;|'ffiiL. conceprs oi scorci() &

' i:ilff1ffr;;;1;t$*#

i#:Hli[ili#:$;-,ffi ;gi#t-"Xt*,:tT!i.r.::l;' i; :i':,,#iii":;,:.lllf 
:r"d,

ilx,Jir;1:.,3.runiiill:if ,r*[.:,.+i:.;Ii:;,r;Hir:**:$
.1. l,r uductiol Anulyris

I*#r*firlr*lll;f i*dffil,lt*r":mfl ix
5' C,,.t 4,,r1r.,

i; 
H *,*.*,1,* ,*ti,:j*l,*;iu.*tiffi rfl#[H

6, llt.rrkct Structurc
( I) Basic structursl fearures and -. . " (10 Cllssa!)

iompcrnion & origopoli r.lliffilo of lttr.ct comp.ririon, monopo,y, monoporisric

li). No. ofbuycrs & sicis
ll]], i,roducldiftbrrnljatioh

1,I) Marlct inform0tion & control(rv) Enlr\ & e\[
(: ) ,rrce & outpul undcr pcrfcct

t.o,,rprr ac";s,oni uulir'*' 
lompctition'shon run & long run equilibrium pricc,:,:ll.,l & ,on8 rr,D cquilibrrurn

. ronopot). powcr



Ol:t-:f:I,::l inrerdcpcndencc-coumcr modcl-co usion modet (canet profi Imaxrmrzatron) non price compctition (cxamptcs ontv). 
- ,,.-

?. Spccirl pricing srrarcgics (S Classes)pnce discrimina!ing under rronopoly-firsr acg.... ,..ona dcgree (monopoly ont)) -derermina!ion o,.equilibrium-u,der rhird d"g;; ;,j;;l;*ii,[,,"" (The fo o,vinrtoprcs necd lo be taught at el. 
^o,,-,n.,o.*:1ru? 

[L"J ;:;1;ro^ " 
r 
""ncept, 

onrlj
- lnrenemporal pricc discriminatr:on & pcak load pricing- Examples oflbovc pricine stratcsiei 

. -- rredatorv 
_q1yl1g.timit 

pnicing - im;r pricing (Baumot)- Transfer pricing

Grorp B: Dcvclopmena Economidr an,I Macro Economics d rhe EcoDomy oftrdi. _ (50 Msrks)
(t) conccpts of GNp/NNr...*T::,11T:!i,'r'itili*r ,r. rro.inar cDp & cosr or .tivins indcx.savins & invcsrmcnr,idcnriry ir; ilr;;;;;,;il,,,,il **rn,ingconccprs of rwin del]cits.simptcs Kc).ncsi$ Model ofincomi dcrcrminarion wirh
,,,irovcmmcnt expendilure & lump sum T8x
ut., Loncept ot Budgcr deficit (or surplus)- FinancinS ofBldgct dcficit- public borrowing_pricc_ in moncy supply.inrhtioit & crowding oul. 

(using saving invesrmcnr airEo.L ii,r'oJn.ii""il"i* ,opr*"r,1
Z 

ff;1in-e-of Econonric Devetopmcrr (10 Ctrslcs)

;':ffi :[[H "J B:;:[iI:f *'.n' u"ini"g o=iiino';. growth-sor.rrccs or cconomic

' *:";:i:"Hir:1,1"'J:T1, - (r0chs!6)
go"".ing,r,".u,r",-il'].""#Ti":i,f:ll#;.f5"*"H 

;:[-ff:",lopmen, 
prannins

l. Profil. of thc Ihdiln Economv

;::t lt ;';lliir'#im::*-l'1fi '",,,,,. wo,k in,he pre.rerorm

E*rlr;y;:**,",,5*:"T":Tfr'il:T;':.',i,':n*.lli::1"[.nl'i
5. Area of mtcro cconomic stabilizr

s;:l,n:i,*iy;{1i:1:J#ji}li{[i!i"i,J:,,.ffi 
",tj0,.,..,ifl Ii..",,,,,0.

rcform. IndusriaiIr;; 
'itil;}:;:lltj:urcs 

F^'onomic-rarionalc for suucrural ,"rorr, nr.ul. try rctorm, trudc reform and labour markcl reform.
Referelces:

Brsic Rcferences:
L petcrson & Lewis_Managerial Economics



2. Samuelson & Nordhaus-Economics
3. 1 odsro Slcphcn Smith'Growth Developmcnt (C}lap'l),
I trma faoiti. nai Kopils-lndian cconomy sincr indcpcndcnce

5. enind ianagaria: lndia: Emcrging Gianr, OUP' 200E

Additionll Rc[ctenccs:
L N. GrcSory Mankicw-PrinciPlcs of Economics

2. PEul G:Kcat & Philip K YounS-Managcrial Economics

l. Pindyok R & Rubcnfield D-Micro Economics 
^.a Yuiiio Havami-DcvcloDmcntEconomics(Chap'E)

s, ni. ilia'*tft.Ctowlh & DcvcloFncnl (7s cdition) (Chap'9' Rolc ol sute)

i. e.O.i*.g;"-g.""o,ni" noti"y n.fo-i A fft tndian Economy (ChaP-1, lndisn Economv

in Global-Contcxt (for rcYicw oflndi!n Economy)

?, Kqushik Basu'lndia's Emerging EconomT

(i) lntroduction
(ii) Ad. By Mihir Rakshit

t. uo*tii'i^iiilfirur,.liatt-ln in Uoa KsPils cd' 'lndl8's Economic Rcforms''

GrouD A: Busincss Mrthcmstics - (50 Mcrks)" 
ll'^rl,r,,*,i.'pt"gression qnd Gcometric Progr€5sion 

. 
(4 cl::t::l-' 

Oefinirion of A]P, Common difference, gencral tcrm' Summation ol n tcrms lLm or n

".*rait-.rru.", 
'Sum 

of thc ,quu,a' uni tubtt of firsl n naturEl numbcrs Dchnilion o[

G.P,, gommon ratio, Ceneral lerm, Summotion of n tcrms

2. Theory ot Qutdrotlc Equrlioni (2 Clrlscs)- 
<ir"ai",la ciuations *itli rcal rlots, Rclation bctwc'n roots and cocfficient of quadrrtic

cquations.

3. Psrmut8tion3 rtrd Combi!ctions
Dcfinitions. Factorisl notations, Thcorcm

rhinqs tlken r at 8 limc - things arc not

rcstrlctcd.pcrmutarions and combinations'

( 5 Closscs)

on ocrmutstion and combin8lion of n differcnt

all differcnt, pcrmut8tions with repclilrons xnd

4. Logsrithm
Dcfrnition. Basc and

problems.

5. BioomislThcorem

(2 Cl$ses)

indcx of logarithm, Gencral propcnics of loguithm' Common

(3 Clssses)

for positive in(cgral index, Gcncral tcrm, Middlc.term' equidistant
Statcmcnt of the theorcm

tctms.

PAPEII - 3



6. Functions (J Clssses)
Function of a single variable, ldea of a function bound€d in an interval, lncreasing and

decreasing function, inverse funcrion, Explicit and lmplicil functjon, Funclion ofa funclion

7. Limils and Continuity (3 Classes)
Ceometrical and intuilive approach, Algebra of limits (rvithout prooD, Limit of3 fL,nction,

Continuous fun.tions.

8. Differentialion (5 Clesses)
Derivative ofa function, Differentiation ofa Constant, Xi (n is rational), log x, e', Rules of
differentiation ofsum, product and quotient of two Tunctions, Rules ofdifferentiation of
function (statement only), Differentiation of implicit functions, Dcrivative by using logarithm
ofa function, Second order differentiation of a function.

9. lntegration (5 Chsses)
Definition of indefinite integral, lntegration ofa constant, Xn, log x, e* etc. lntegration bv

simple substitution, Standsrd intigrals of different form.

10. Applicrtion ofcslculur (3 Classei)
Interpretation ofdifferenti8l coeflicicnt as a rate measure, ldea of maxima and mrnima ofa
function, Point qf infleption.

ll. Set Theory (5 Classcs)
Sets and Elements, Prescntstion ofsets, Finite and intinite sets, subsels, Unive6al and null

sets etc., Set operations, Algebra ofscts (counter example only)

. 12, Tutorial (10 Clssses)

Group B: Business Sirtisaics - (50 Msrks)
, l. Irtroduction (2 Clsssos)

Definition ofStatistics, lmponanceand scope ofStatistics, Limitation ofStatistics.

2. Collection snd Representation of Statistical Drt! (5 Clrs$es)
Statistical Data, Primary and Secondary Data, Methods ofcollection olData, Tables,

Craphs and Charts, Summarizatio; ofSratisticaldata, Frequency Distribution,
Diagrammalic representation.of frequency disribution.

J. Measures of Central Tendency (5 Chsses)
Meaning ofCentral Tendency, Common measur€s ofCentral Tendency, Propcrties of
A.M., Relationship among A.M., G., and H.M. (Statement and application), Partition
Values - Quaniles, Deciles, Percentilcs.

4. Measure$ of Disperslor (4 Clssses)
Common mcasures ofabsolute dispcrsion, Comparisons ofdifferenl absolute measures,

Measures ofrelativc Dispersion, Combined Mean and standard deviation.

5



5. Corrclation and Regression (5 ClasseJ)

Bivariate data, Scattei diagram, simplc correlalion coefficient, Rank Correlation

Coefficienr. Simple Regreision lines. simpte properlies ofcorrelalion and regression'

L,nIrati.,rr of Correlalion and regression.

6. Probability Theory (4 Chsses)

Meaning oiProbability, Statement oftotal probabilrty theorem, conditional Probabilit)"

compound probability

?. Rrndom variablcs rnd its Probability Dislributior (5 Chsses)

Random variables, probabiliiy disrribution, expectation and variancr of a random

variable, Binomiai,'Poission ind Normal Dist;ibution. Simple problems on Probabilily

distribution.

E.. Tim€ Series Anrlysi! (5 Chss$)
Conrponents of Time Series, Determinstion ofTrpnd by scmi nvcragc' moving averagc

and least square mcthods - linear mcthod only.

9. Indcr Numbers

10. Tulorial

MeaninB ofindex numbers, problems in construction ofindex numbers, lests of indcx

numbers, differenr formulae, cost of living index numbers uses of index rumbers'

(5 Clrsses)

(10 Classcs)

Rcferences:
I Mathema(ics for Management - M Raghavachari (Tata McCraw-Hill)
2. Mathcmatics for Economics and Business - R S Bhardrva.l (Excel Books)
j Business Ma$ematics - D C s8nchcti and V K Kapoor (Sultan Chand and

Sons)
4. Busincss Mathematics and its APptication in Economics - S Baruah

(Macmillan)
5. iheory and Problems dfshristics - M R Spicgel and L J Stephcns (Schaum's

' Outlinc Series, Mccraw Hill lntern8tional)

6. Quanlitaiive iechniques for Managerial Decisions - U K Srivastava' G V

Shenoy and S C Sharma (New Age lntcrnational)

7. Fundamcntals of Statistics - e M Goon, M K Gupta and B Dasgupta (The

World Press)
. 8. Statistics fot Managcment' R L Levin and D S Rubin (Prenlice Hall)

9. Complctc Businesi Sutistics - A D Aqzel and J sounderpandian (Jata

McGraw Hill)
I 0. Fundamentali of Statisrics - S C Gupta (Himalaya Publishing House)

I l. Business Statistics - R S Bharswaj (Excel Books)

17. Slstistics for Managcmenl - G C Beri (Tata Mccraw Hillr

i3 imtistics for Businiss and Economics - R P Hooda (Macmiliian)
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14. Stalistics for Business and Ecotromics

williams (Thomson Asia Pvt Ltd)
- D R Anderson, D J SwceneY and T A

PAiER .4

Group Ar Business Lsw -
l, Delinilion of Lr]Y

Need for law and object of law

2. Inrlir Cootrrct Act, lE?2 (20 Chsses)

1"1 H:1}tl"tt of valid conrect - clsrification of contrsct acc'rding to thcir

cnforccabilhy, formation & pcrformancc'

(ii) Offcr & 8cccptsncc
(iiD Consideration
(iv) CsPscity of @ntrrct
(v}Frcccontrsct,coclclon,unducinflucncc,mistlkci,misrr,f€scntrtion&froud
Ll Lecalitiofobject&cdnsidcration
iriil vo-ia. voiaauti, uncnforcllble & illcgal agrcements

iviii) Bailmcnt a plcdBc (only dc'inition)

iix)' Brcrch ofcontract - rcmcdics & damagc

3. NcSoiirblc lrstromrnt Act - l98l (6 9!lt.:l '
ri\Dcfinirion&chsnatcnsticsofdifflrcnttyP6ofncgotitblcinsttumcnts
i;i iartics to a ncgotiablc instrlmants & crplcily
(iii) Holdcr & holder in du' coursc

(iv) Dishonour
(u) Hundis (c.nccpts)

4 Comprnia Act l95i (15 clrt!6)
(i) Naturc & kinds ofcomPantes

(ii) Formation

iiii Mimorandum - contcnls' proctdures foi sltcration

(iv) Articlcs
(v) ProsPccts

i;i b"!ilai-,t'"'", atuonturcs' bunowing pol'crs' minimum subscdption ctc

(vii) Dircctors
(viii) WindiQg uP ot conPtn'es

lol ' ni"'"-.'iiol'i*"eoingsibcncial vc"ting' Requisites' Noticc' Quotum' Minutss'

Chrirman, Rcsolution

(50 Mcrk)
(l Clsrses)

w & TAI l-!gN



e

5 Consumer Protectio; Act, 1986 (6 Classes)

Delinilion - objrctivcs ofthc ccnlral council & statc counbil - composition & jurisdiction

ofdistrict forum, mode ofcomplainrs, procedu.a ofcomplaints fair trade p'acliccs acl'

6 Ccneral Understsnding of ih; laws rel6ling to prlent, tt!U" t"tU O "o,'lTtl".r".)

Croup I]: Trr.lion (50 Mork)
(l) U5 Mrrkl ll5 clssstsl '

l.l Tax Structure in India:
Dircct Taxcs: Incomc tax, wc.lth tax.
lndircct Taxrs: Exciso duty, v.luo addrd t8t, custom duty, conccpt ofgoodr and

srrvicc tsx - Nature and Basic featurcs.

1.2 tncomc T8x Act l96l
[(as apPlicablc to lhe prcvious ycars (ycar rclsling to thc acsdcmic s6sion)]

1.2A. Dcfinition of;
Pcrson, Asscssec, lncome, Gross Total lncomc, Prcvious ycar' Asscssmcnt Ycal'

Cssual tncome, Dividend, Agricultural lncomc, Cspilsl Assct' Block ofAssrt' Heads

oflnoomc.
L28.. Rcsidcntial Ststus and Tax tncidencc: Status oflndividual'
l.2C . lncamc Excmptcd from Tax.

(2) 125 Mrrkrl 125 clrtsotl
2. Computation of lncom. und., ih. h*d' Srlrry md Profits & G'ins f'om Busincss &

Profession. Upto Bad Debt Rccovery.

2.1 lncomi from Capital Gain - tapital Asscs, Long Tcrm capital csin and

Shon Tcrm CiPital,Gsin, lndcxrtion'
2.2 lncomc from oihcr sourccs: Dividcnd, c8su8l income

(3) ll0 Mrrkl [10 Cl$tcs] '- -
3,1 Dcduction from Gross Total lniornc : Undcr scction 80C' E0CCC' 80CCE

80D & 80G'

3.2 Assessmcnt of lndividual and Asccrtainmcnt of Tax Liabilitics'

3.3 Submission ofReturn - Voluniary, ComPulsory, PAN & TAN

Rcferencc:
2 lncome Tax Act as amcndcd upto datq'

3 Studcnts' Guidc to lncomc Tax - Singhania V K'

4 Direct and l4dircct Tax - C.H. Sengupu.

5 Direcr 8nd lndir.ct Tsx - Mund.a and Mundta'

I



PAPER - 5

Group A: Accouotaocy (50 M8rlis)

. Thc recordirg proce$: Trsnssctions, 8n acrount, dabits 8nd crcdits, joumal &
ledScr & rial bElanc€ (10 Chi!e!)

l. Preparation ofBasic Firrncisl Strtementr: (4 Chsse!). Inaroductioni Accounting thc languagc of the business - uscrs - what is accounting
- changing dimcnsions.of accdulting - finanaial acrounting process _ economic
evcnts - basic accountin! cquation - trinsaction an8lysis

r Carh Book and BrDk Recorcllirtidn StrterDetrt (5 Chsses). Measurement of Incomc: Thc sdjusting cntliss: Rcvcnug recognition, Expenses
recognition and Mstching principles - Adjusting cntrics for accrusls and defrrrals -
adjusted Trial Balance - Post - Closing Trisl Balance - Sequence in the accounringproccss (10 Cl.cae!)

. Ircome Melsurcmert; Valuation and deprccistion of fi xcd ass€ts (g Cl.sses). Clrrrlficd Finrncirl Slstemerat: profit & Loss A/C, Balancc Shcec proprietary
Conccms, Partncrship firms snd Compsrics (g Ch$er)

. Accourtirg Rrilos end Finerchl Steicrrlert A tlrir Gimpla cascsxs CI8$cs)

Group B: Audltltrg (S0 M.rks). lntoduction: Dcfinitign; naturr; objccti scopc; advantagcsand limitatio$ of audit;
-va{ous types ofaudit - intrmal, cxtcmal, ststutory, no;-statutory, pcriodical,
continuous 8nd interim (4 cl8&!c!)

. Thc rcgulatory framiwork ofaudit: provisions ofthe Companics Act; guidclincs and
standards issues by thc professional institutcs (6 Clesses)

. Conduct ofAudit: Audit, programmc; apdit nor.book; audit file; audit working
papers; audit memorandum, vouching, tcst chccking and routinc checking,
Verification and vsluation ofasscts and liabilitics , (15 Cleser)

. Intemal Check, Intemal sudit and Intcrnal clntrol (S Clssses)

. Auditor's righs and duries; liabilltics; qualifications and diqualifications
(6 Ctssses). Divisiblc profits and dividends (imluding importalt casc taws) (8 Ctrsses). Cost ofAudiL cmoicncy and managcmcnt oudit, human asset sudit End social audit

. (2 Clsss€r). Auditor's rcpon and ccnificatc; distinction bctween report and canificate _
clsssification and contcnts ofauditor's rcpon. (4Chsses)

9



PAPER - 6

Group A: Theory (SO M.rls)
computer Fundsmentrhi Bssic srruciura oia computir and its componelts (Block
o^t:lri r)i?-": n 

:"tgrmetion, Dara rcpnscn.*ion within e computcJ, Bfnary lconcepr only)A5Lll, lypes ot informrtion _ Tcxt, Charactcr, lmrgc..Voicc, euaio a.viaco,
chsracteristics ofcomputer, computcr hsrdwarc cnd soh*arc." (s cluset)

Clolslflcrtlon of Computerr
Miqo computcr, Dcsktop & Laptops, Mcinfrarnc, Mini ahd

(2 Cleuer)
Supcr Computcrs

lllrdrvrre Dcylcc! aod Computcr plrlphenb (E Cl[rcr)
,l 
llc proclssor, mcmory - RAM, ROM, Mcasurcmcnt ofmcmory capaciry, inpur dcvices-

I:l**'.i:":: oc& MICR, oMR & Barcodcs, output dcvies -'minicn (our,
Lqser, Inkjer), Ploncrs, srorogc dcvicrs.floppy, hard diii, compact disk & pcn drivcs.

Softwrre .-
Nccd ofsoftwarc, ctassificarion.sysrcm, app,,.",,o, O ,,,,,,,fr,"J[f,lng sysrcm.functions, typcs-single uscr, mulritasking.'fr."rrri""_*ipli.lli","rp*l,." * p*
proccsso6: computcr languagcs_machinc & asscmbly languagc, high lcvcl & objecroncnl"d tangusgc. Application softwaro.gcncat purposc & cisiomlzea.

Probl:m.Solvhg (tO Chscr)
Formr larion & dcsign of a problem, algorithm, no*charting',-joc-rfriltion, strucrurcdprogrcmmrng (concept)

Busln 'ts D.tr processing 
(lO Clssr€r)

ttusrncss rntormttion systcm, busincss filcs_mssrrr & uanslction, DBMS_dcfinition &comp(,nents, DBMS functions, cxamplcs ofqucry proccising in ; da;l;
. Compuaer Networking & Internet (t0 Ch$er)Nctw(rking,dcfinition, goals of a computcr nerwork, LAN, wAN, Nerwork hardwarc &

1",Y1li: -.,]!ll Il", &. po1.. to pccr connc.ction, communication mcdia-telephone,
mrcro'vavc, oplrcal tibro End sarcllirc, conncctivity.modcm (di8l up & broadband), lease iinc;
l.l?Lu-Ylt!:: -r:ectiviry, rntlanct, rnEmcr,'WwW, srowsiig, E.ma , np, tcrncr, crrar,uscner, appltcatton of intcmct in businrss & cducrtion. Intcmct-iroblcms.hacking, virus,Trojar Horsr, spam, adwara & sp),\ ,are.

Group B: Pmcticrl (50 Merkr)
F.inilirrlty wlah Comput.r Syttem (2 Clrrlert
ucmo Ntratton o, vario,rs componcnts & pcripherals

IO



GOI B.r.d Opcrrtlng Sytt.m (4 Clrrr$)
GOJ componcnts, working with filcs & foldcrs, basic filc op;rstions, disk mrnagemcnt,
utility & accessorics, connccting to s nctwork & web

' Word Proc,srinS (10 CI.!!€!)
TypinS & cditinS a documcnt, formaninS tcxrs a paragaphi, fltla A rc;hcc, OLE_
imagcs & orhcr objicts, working with tablcs, raUs, spciiini a granmar'chcclc, mail
mergc, lcmt,lEtes & wizsr&

Sprerd thqlt rpp[c.tiotr (l! Cb$cr)
Dats typcs, cntcring & cditing data in cclls, difrcrcnt call rcfircncing, cntcring formula &
functions, u,orking with grrphs & chd$ using mrth, strtisticrl & inancial functions,
dat! validat on, sorting, subtotal, pivot trblc! & charB

SuggrEtcd r'utlciiors: Sum averagc, i( count, cosnt if, sum if, look up, uppcr, lowcr,
Proper

Crcrting Computcr prcrartrtlor (4 Ch$.r)
Slidca, trEn.iition, animuion, background, imagcq timc slning sddinisound & narration,
automatlng thc prcscnlstion

Ihtr brred pecioge (Is chrr.t)
Working withlables, data typss, vrlidation, rctrtions, qucry, fonni, rrports, simptc
qucri.s usirg SQL

ll


