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The add on program "lntroduction to EXCEII' is
designed especially for the second year BBA

students. This course aims to provide skills and
knowledge which will allow the students to
Learn different MS Excel tools

The objective of this course is to make the
students to understand different office tools

Students will get the basic knowledge about
MS Excel as-well as the practical knowledge
of various Excel tools.

30 hours

Module 1:lntroduction to Excel

Module 2:Formating Cell
Module 3:Sort the information
Module 4:advanced Excel Featurews
Module 5:lnserting Formulas
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ABOUT THE COURSE
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Student can be capable of managing data in
accounting field.
Can do financial analysis through Charting and
graphing.
Can do Quick Sum of Numbers and Filtering Data
can insert Random Numbers and Random Fraction
Numbers
Can draw Pivot tables and pivot charts using
Conditiona I formatting

analyzed.

The analyzed data can be transferred to gra
ch a rts

Microsoft Excel allows users to identify
organize and sort data into relevant
performs HR functions, such as sorting hours
6rganizing employee profiles and expenses, which help
businesses adapt.

ADVANTAGES
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Introduction to Excel

Course Code:VClEXOl0

Syllabus

MODULE I

lntroduction to Excel 2016 - Components of Excel window, Cell, Cell Address,
Frame- worksheet-Work booh Formatting Techniques (cell, page, printing).

. J'?

MODULE 2

Excel user interface, working with cell and cetl addresses, selecting a range, Moving,
Cutting, copying with paste, lnserting and Deleting cells, freezing cells, Adding
Deleting and copying Worksheet within a workbook, Renaming a workheet.

MODULE 3

Cell Formatting options, formatting fonts, Aligning, Wrapping and rotating text, using
borders, Boxes and colors, centering a Heading, changing row/column heighdwidth,
Formatting a worksheet automatically, lnsert comments, Clear contents in a cell.
Using print preview, preparing worksheet for the printer, Selecting print area. Margin
and Orientation, centering a Worksheet, using header and footer, inserting page

break, Creating list, Sorting Data.

MODULE.4
Advanced features of Excel: All functions in Excel, Using logical functions, Statistical
functions, Mathematical etc. Linking data between Workheet, Elements of Excel
charts, Categories, create a chart, choosing chart type, Edit chart Axis-Titles, Labels,
Data series and legend, adding a text box, Rotate text in a chart, convertint a chart
on a web page, Saving a chart.

MODULE 5

lnserting a Formula-Addressing mode, Relative, Absolute, Mixed, lntersheet
Referencing. Functions' Financial functions (NPV, PMT)-Mathematical functions (SUM,
Rou N D, FACToRIAL) .Statisti cal fu nctions (AVERAG E, cou NT, M EDIAN, MODE,
STDDEV) .Loglcal functions (lF, AND, FALSE, Nor, oR, TRUE). Macros Goalseek

Dr. K. K. John
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Charts-Types of charts ,Preparing chart
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