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Understand the use of 01. Understand advanced functions of spreadsheets. 1.01
advanced functions and

graphs and charts. 1.00 02. Understand charts and graphs used in business. 1.02

03. Understand components of graphs and charts. 1.03

04. Identify common charts used in business. 1.04

Understand the basics of 01. Understand database use and purpose. 2.01

databases. 2 .00
02. Understand data types, field properties, primary keys and printing. 2 .02

03. Understand database management. 2 .03

Understand business 01. Understand design principles. 3.01
publications. 3.00
02. Understand the target audience. z.02

03. Understand the purpose of a publication. z.03
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