
ADD ON PROGRAMS ON EXCEL TRAINING PROGRAM
FACULTY OF MANAGEMENT STUDIES

SESSION PLAN

Basics Introduction
Introduction

Tabs and Ribbons
Document Windous
Navieation Ti
Office Button and Save

Data Entry & Formattin

Fonts. Fills, and Alisnment
ut. Copv. and Paste

Undo and Redo
Vor in-q. Findins, and Replacinc

ell Styles
Comnrents

Currerrcv Forrnat
Forntat Painter.

[:orrnatting Dates
Custom and Special Forntats

Wl,rk l*.1.
\arrrin. and Movins WorkTh€et.
Cclr)'ins Worksheets
AdJing. Deleting and Hidirr

rouping Worksheets
Vloving, Copying. Detetine and

Rous & Colurnns
lrrsening and Deleting Columrx
Insertin._e & Deletins Cells
Insertirre Multiple Colunrns &
Vodifl irre Cell Widrh and
Hiding and tinhidin,i Rou,s and

Formulas

Llsing Operations
Creating Formulas
AutoSum
Common Formulas
Searchins for Fornrulas

ng Fornrulas,
Using Relarive and Absolute

1\{anagin.e Viervs
\\'orkbook Viervs

lit \tr'indows

!91vinS \ luhiple Windou s

Mininrize The Ribbon

Waternrarks
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ACROPOLIS TECHNICAT CAMPUS

Foculty of Monogemenl Studies

Nolice

ome-oa)oq /v
Venue - Computer Lob

Event - A 30 Hours Troining Progrom on MS Excel wos conducted in Foculty of

Monogement Studies. The topics to be covered ore lntroduction to Microsoft excel ,
Doto Entry & Formotting, Conditionol Formofting, Types of chorts.

Commencement Dote - September 14,201Z l:00 pm -4:00 pm (doily)

Progrom Coordinotor - Dr.Suchito Gupto

Speoker - Prof.. Sheetol Chobbro

Audience/Porticiponts - | Yeor Students

All the foculty members not hoving lectures/ony other engogements ore requested

to ottend the Progrom
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Dr.Anont Gwol

Director t-!' ,.,.,.-..-:1':'
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Acropolis Technical CamPus

Faculfy of Management Studies

Report on MS Excel Training Program

Date: 09.10.2017

Acropolis Technical Campus, Indore organized an training program on "MS Excel" ott

14.09.2017 to 04.10.2017 to enhance the skills of the students. The speaker of the training

program was Prof. Sheetal Chhabra. Assistant Professor. ATC Indore(M.P.) , gives

knowledge about the skill that w ill hetp the students bJ' stre:rmlining their elforts in

managing and presenting the Microsoft excel data, and also give advice to attend the

courses and get certificate rvhich rvill be beneficial for the students as rvell as faculties

for career grorvth. He also solved all the queries of participants and also support through

the QA Section found within the course .All the faculty members and students gave their

valuable presence. Dr.Suchita Gupta gave the vote of thanks and concluded the program.

(n,ctfi).'
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Dr.Suchita Gupta

Program Coordinator

tY'
!'. ir.\

,l ry,otu"---/

D{Anant Gwal

Director
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'ic. ln:1, ' lc,il, 
ACRCpoLtS TECHNICAL CAMpUS

FACUI-Ti OF MANAGEMENT STUDIE;

MS EXCEL QUIZ

2017 -20t8

Question 1

is a powerfui lo tl t-t,,,l13Ci iO Create and format spreadsheets'

(A) Adobe Photosl-'ri' CS (B) Mozilla Firefox
v.

(c) Microsoft cffic* F oweiFoint (D) Microsoft office Excel

Question: 2

Workbook is e cc ' c: :rr :i
(A) Worksheeis . -tP) Page set-uP

(C) Buttons (D) Diagrams

Question 3

The worksheet n.. re; alplrear on tabs at the ---- of the

workbook winCov".

._ (A) Bottom right (B) Bottom left

(C) Top left (D) ToP right

Question: 4

The result of a fcii, Li :l in a cell is the

(A) Displayed va l-: -' (B ) F ange

(€f Value (D) 1-abel
\._ -'

Question. 5

is the inlersr .li 'r 'if.a row rvith a r)olumn'

(A) Cell L 4ri now

(C) Column (D) irll of these

Question: il

To display the sa'"" -: c;1:::iig bcx press

(B ) -:3(A) F2

+D\ t:12(c) F5 r,.

a'.,,\)

,{.S\';r" r



', ,r). ; ., - tr| \vt. !\ t t'.' l *'lr rJA ri ACRL]PCLiS I'ECT+lqICAL CAIVIPUS

FACU LTY O F IT,iANAG E M E NT STU DIE S

!.'I:; IXCEL QU IZ

2017 -2018

. (BTPage set-up

(D) Diagrams

Question 1

is a powerf ul tor-:l r-rsect io create and format spreadsheets.
(A) Adobe Ph,rtoshcp CS (B) Mozilla Firefox

(C) Micrgsoft Off ice F owerPoint (D) Microsoft Office Excel

Question 2

Workbook is a coll:ci'on cf

(A) \A/orksheeis

(C) Buttons

Question 3

The worksheet n€rrrie. 30fear cn tabs at the of the

workbook winColv

(C) Top left (D) Top right

Question: 4

The result of ; fgrvirLi r in a cell is the

, (A) Displayed valu: (B) Fange
(C) Value (D; :-abel

Question 5

is the iniets€, -tt ,l of a row with a oolumn.

(A) Cell (B) Row

(C) Columri _ (D) riil of these

Question S

To display the sa'.,'. :: cit:lcg bcx press

(A) F2 (B ) ,,3
(C)Fs (D)t'12,

W.
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