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Paper: Certlllca~ Coune ofB•la In Microsoft E1eel 

UG& PGCl■ses 

Practical Paper Max Marks: SO 

Module - II 

Topics Hours 
Unit-I 

Overview of MS-Exec~ UOltS\11 Stnrtcd with MS-Excel 2 
Crcoting, Saving, Closing. Opcnng workbooks Sclcct10g cc,1ls unport I 
data. ' ' 

Add a worksheet to an CXJStmg work book ,Copy & move a worksheet 1 

Navrgnte vt worKSnects Ill: worKllOOICS: sean:h for dntn wrtlun a l 
workbook, navigate ton named ccD, range or workbook clement, insert 

t 

or remove hyperlinks. 
Format worksheets & Workbook: Rename 0 worksheet, change 2 
worbhect order & color, Insert & delete cobnns or rows. Adjust row 
height & Cokunns width. 

Unit-II 
Hide & Unhide worKSneets, lilCIC or 
customize the quick acoem toobir. 

unnKle rows and columns, 2 

Modify docwnent properties, Display formulas. Creole custom number 
formats 

I 

populate cells by usmg aavanced 1111 scrned opt10ns. c..:onhgure dnto 2 
validation. Creale custom condition& I formattilg rules. 
Manage Con<1J110nal fonnatt11g rules. Configure data Validnhon. 2 

Unrt-111 
Data Filtering:-UsiJg Autofilters, Applying a custom Autofilters, 2 
Creati,g advanced filters, Applying multiple cracria, usi:ig complex 
clieria, Using database functions. 

Crcale & Modify custom workbook elements: Create & modify macros. 
Imert & Confw\re form comrols. 

2 

Manage table styles & options: Apply styles to tables, configure table- 2 
sty_le options, nsert tota! rows. ., .. 

' Urut-1 V 

Filter & Sort a Tablc:Filter records, sort data by multiple columns, 1 
change sort order, remove duplicate records. 
:summarise Uata oy usmg runct1011S: .l'ertorm calculat10ns by usmg the 2 
SUM functms, Perform calculations by using MIN and MAX fwictioos 
Perform calculations by usi:Jg the COUNT fimctions, Perform 2 
cakubtions by usiog the Average function. 
Perform Conditional Operations by using functions: Perform Logical 2 
operations by using the SUMIF and A VERAGEIF functions, Perform 
stamtical operations by using the COUNTIF functions. 

c..:reat: Ularts:Crcate a rew cmrt,Add addltlOIIBI aata serics,swrtch l 

between rows and counos in the source data,Aoaly7.e data. 
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Time: 30 hours 

Paper: Certificate Coune of Basics In Microsoft Excel 

UG & PG Classes 

Theory Paper Max Marks: 50 

Module- I 

Unit-I " 
~troduction: Overview of spreadsheet based softworc:, Various opplicatims of MS-Excel , Features of 

S-Excci Advantages of an Electronic Worksheet, Getting started with MS-Excel, Starting Microsoft 
Excel 2007, Creating ,8aving, Closing, Opening workbooks, Selecting cells, import data, Add a 
worksheet to an elt6ting workbook ,COflY & move a worksheet 

Navigate in worksheets & workbooks: search for data withi'I a workbook, navigate to a named ceU, range 
or workbook clement, insert or rcmow hypcrlinks. , • 

Format worksheets & Workbook: Rename a worksheet, change worksheet order& color, Insert & delete 
columns or rows. Adjust row height & Columns width. 

Unit-II 

Customize options & views for worksheets & Workbooks: Hide & Unhide worksheets, Hide or unhidc 
rows and columns, customize the quick access tooblr, modify document properties, Di1play formulas. 

Apply advanced conditional formatting: Create custom number fonnats, populate cells by using advanced 
fill serried options. Configure data validation. Create custom conditional formatting rules, Manage 
Conditional formatting rules. 

uu-m \ 

Data Filtcritg:-Using Autofillers, Applying a custom Autofiller , Creati'lg advanced filters, Applying 
multiple criteria., using complex crieria, Using database functions. 

Create & Modify custom worxbook c lemcnts: Create & modify macros. Insert & Conf,gurc form 
controls. 

Managi! table styles & optx>ns: Apply styll:s to tabli:s, conligun: tabli:-styli: options, insi:rt total rows. 

Unit-IV 

Filter & Sort a Thalc:Fiker records, sort data by multiple columns, change sort order, remove duplicate 
records. 

Summarise Data by using FunctiJos: Perform cak:ulatiJos by using the SUM functions, Perform 
cak:ulatioos by using MIN and MAX functions. Perform cak:ulations by using the COUNT functions, 
Perform cak:ulations by us iog the A veragc function. 

Perform Conditional Operations by usmg functiJos: Perform Logical operations by using the SUMIF and 
A VERAGEIF fimctioos, Perform statistical operations by using the COUNTIF functions. 

Create Cham:Creatc a ~w chart,Add addfional data scrics,switch between rows and cohunns in the 
source dala,Analyze data. 
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