ADD ON PROGRAMS ON EXCEL TRAINING PROGRAM

FACULTY OF MANAGEMENT STUDIES
SESSION PLAN

S.No

Topics

Hours

Basics Introduction

Introduction

Interface

Tabs and Ribbons

Document Windows

Navigation Tips

Office Button and Save

Data Entry & Formatting 2

Entering Data

Fonts, Fills, and Alignment

Cut, Copy, and Paste

Paste Special

Undo and Redo

&

Moving, Finding, and Replacin

Cell Styles

Comments

Number Formatting 2

Currency Format

Format Painter

Formaning Dates

Custom and Special Formats

Worksheets

Naming and r\:lovingWorksheets A e

Copying Worksheets v

Adding, Deleting and Hiding "
Grouping Worksheets

.:' 7

Moving, Copying, Dmahi

Rows & Columns

# g 3

Inserting and Deleting Co]umn;

—

Inserting & Deleting Cells
Inserting Multiple Columns &

_|Modifying Cell Width and

Hiding and Unhiding Rows and |

Formulas

i ]
g

Using Operations

wo

AutoSum

Common F¢

Searching

Creating Formulas _
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Autolill a Serves
Autohill Non-Adjacent Cells

Senes | ormatting

ottt amrinsistao
9 Conditional Formatting
o ~

Highlight Cells Rules
——— I L ells |

Top Bottom Rules

e ————
8 Lists P\lunnrcnml ey

—— ! L
Autolill on Multiple Sheets |
Creating tom Lists

> v g

Data Bars

Color Scales

Custom Formatting Rule

10 Tables

Insert a Table and Style Options

Add Rows and Columng

Perform a Function in a Table

Summarise With Pivot Table

11 Data Tools

Data Vahdation

Drop-Down Lists

Removing Dupli

Text To Columns

Goal Seek

Scenario Manager

12 [Referencis

Multiple Sheet References

Consolidating Data - With or

Trace the Precedents and

Using the Watch Window

13 [Ranges & Dates

Cell Names

Named Ranges

Formulas with Cell Names

Date Formulas

14 [Charts

Chart Types

Instant Chart

Update Chart

Column Chart

Picture Fill

Adjust Chart Size

Line Chart

Scatter Chart

15 |Formatting Charts

Chart Styles

Chart Layouts

Add Labels

Axis Options

Chart Title

Legends

Data Labels
~

iy 1

16 |Addin; ics

Insert Pictures A

Modifying Pictures

Insert Sha

Tnsert SmartArt R -.“’

Apply Themes =
Arran, g

17__|Filler & Sorting

Sort Data_
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ACROPOLIS TECHNICAL CAMPUS 1
Faculty of Management Studies !

Notice

DATE-08/09/17

Venue - Computer Lab

Event — A 30 Hours Training Program on MS Excel was conducted in Faculty of
Management Studies. The topics to be covered are Introduction to Microsoft excel s
Data Entry & Formatting, Conditional Formatting, Types of charts.

Commencement Date — September 14, 2017 1:00 pm -4:00 pm (daily)

Program Coordinator — Dr.Suchita G

Speaker - Prof.. Sheetal Chab

Audience /Participants — | Year

All the faculty members not ha
to attend the Program

ements are requested
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Acropolis Technical Campus
Faculty of Management Studies

Report on MS Excel Training Program

Date: 09.10.2017

Acropolis Technical Campus, Indore organized an training program on “MS Excel" on
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 will help the students by streamlining their efforts in
managing and presenting the Microsoft excel data, and also give advice to attend the
& courses and get certificate which will be beneficial for the students as well as faculties
for career growth. 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.

Dr.Suchita Gupta Dr.Anant Gwal
Program Coordinator Dir ; /
W e DIR ,
O \ AN Faculty of Management
P Kagampstite OF TSERTRIAR Shivajirao Kadam Institute of
anenbat? Techi Technology & Managemeant [nAAfE
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D G ACROPOLIS TECHNICAL CAMPUS

FACULTY OF MANAGEMENT STUDIES
MS EXCEL QUIZ
2017-2018

Question 1

spreadsheots
__is a powerful tool used to create and format spread

(A) Adobe Photoshop CS 87 Mozilla Firefox
(C) Microsoft Office FowerPoint (D) Microsoft Office Excel
Question: 2
Workbook is a collection of

@ . A) Worksheets (B) Page set-up
(C) Buttons (D) Diagrams
Question: 3
The worksheet names appear on tabs at the ____ of the
workbook window.

A Bottom right o (B) Bottom left

(C) Top left p right
Question: 4

The result of a form

Managament g

cilgrs Technology &
Wis Wi Vg :
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Question: 1 S
____is a powerful tool used to create and format gpreads :

__AR) Adobe Photoshop CS (B) Mozilla Firefgx |
(C) Microsoft Office powerPoint (D) Microsoft Office Exce

Question: 2

Workbook is a collection of

L (A) Worksheets ‘/QBTPage set-up
(C) Buttons (D) Diagrams

Question: 3

The worksheet names appear on tabs at the ____of the
workbook window. Coarde L

_AR) Bottom right 3ottom left
(C) Top left Top right
Question: 4

The resul
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s EACULTY OF MANAGEMENT STUDIES
MS EXCEL QUIZ
2017-2018

Question: 1
is a powerful tool used
) Adobe Photoshop CS
(C) Microsoft Office PowerPoint
Question: 2
Workbook is a collection of
(A) Worksheets |
(C) Buttons
Question: 3
The worksheet names ap
workbook window.
Bottom right
(C) Top left
Question: 4

to create and format spreadsheets.
(B) Mozilla Firefox
(D) Microsoft Office Excel

) Page set-up
(D) Diagrams
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Enlightening wisgom
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EXCEL Training Program Organized by Faculty of
cropolis Technical Campus, Indore held on and from 14
September 2017 to 4 October 2017.

% Dr Anant Gwal

Dr.Suchita Gupta Director

Program Coordinator Faculty of Management Studies
MS EXCEL Training Program

Betor -
S Kadam Insm >t Technology &
Wmhwamo nt - Technical Camous INDORE
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Emtightening windom

FACULTY OF M2

Aamir Ahmed Khan
Of MBA

mpletic on of MS EXCEL Training Program Organized by Faculty of
.ment Studles, Acropolis Technical Campus, Indore held on and from 14
September 2017 to 4 October 2017.

% B L
Dr Anant Gwal
Dr.Suchita Gupta Director
Program Coordinator Faculty of Management Studies
MS EXCEL Training Program

P
hf Technology
Sh atﬂag‘echmcal Campus. INDORE
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{CEL Training Program Organized by Faculty of
udies, cropolls Technical Campus, Indore held on and from 14
September 2017 to 4 October 2017.
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] Dr Anant Gwal
Dr.Suchita Gupta Director
Program Coordinator Faculty of Management Studies

MS EXCEL Training Program
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