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Unit to be taken Month wise 

schedule to be 

followed 

Tests/Assignments/ 

Revision/Presentations 

etc 

Unit 1  

 
February 

(Week 1- 

Week 4) 

 

 

Unit 2  
March (Week 1 - 4) 

UNIT 3 April (Week 1-

week 4) 

   

   

 

 

Essential/recommended readings 

 
Swinford, E., Dodge, M., Couch, A., Melton, B. A. (2013). Microsoft Office Professional 2013. 

United States: O'Reilly Media. 

 
Wang, W. (2018). Office 2019 For Dummies. United States: Wiley. Microsoft Lambert, J. 



(2019). Microsoft Word 2019 Step by Step. United States: Pearson Education. 

 

Suggestive readings 

 
Jelen, B. (2013). Excel 2013 Charts and Graphs. United Kingdom: Que. 

 
Alexander, M., Jelen, B. (2013). Excel 2013 Pivot Table Data Crunching. United Kingdom: 

Pearson Education. 

 
Alexander, M., Kusleika, R. (2018). Access 2019 Bible. United Kingdom: Wiley. 


