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Notice
Date:

All the students of S.Y.B.SC. and S.Y.B. Com students are hereby informed that a
certificate course in “Basic Excel” will be conducted from 6/12/2020 to 28/02/2021. As per
instructions from the college authorities keeping in mind COVID 19 Pandemic situation, the
fees for the course has been waived off. After completion of course a certificate will be
given by college.

It is compulsory for all student.
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Co-coordinator Head Principal
Principal
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Week

_____——-—___
Day

Monday
Wﬂ'dms,da}f

Monday

Inll‘uductinn to Exce]
Basic Formulas ang Functions

Funnmting Cells and Dapg
Working with Tables and [jgrg

Friday

—-—____—-—__——__—-_

Monday
Wednesday

Friday

4 [ Monday

Monday

Wednesduy

1lnlm-du::tiun to Charts

)
Data Validation angd Conditional

Formatting
Introduction 1o PivotTables

Printing and Page Layout

—

Wednesday

Collaboration Tools (Comments,
Sharing)

DURATION 3 MONTHS (30 hours)
Topic

'-_-‘———____
Sorting and Filtering Datg Jhour |

Advanced Functions (IF, VLOOKUP
| Exercises on dai validation

2 hour

2 hour

3 hour

Activity

WW
_Hands-nn Practice with SUM.

AVERAGE

Practice formatting techniques
Create and formm tahles

Hands.on exercise with filters

Creare bm:tET;harts

' Practice using conditional functions |

Create o PivotTable
Set up print areas and lavouts
Practice sharing and commenting

Friday

Final Project Review

4 hour

Present final project using Excel

Notes:

Duration: Each session is approximately one hour.

Activities: Include hands-on practice to reinforce learning.

———— ]

Flexibility: Adjust the timetable based on the group's pace and understanding.

(imysar
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PRINCIPAL

Principal
Sitai Arf's, Commerce & WJIETI::::'
At Kurkundi P Grargaon Tl Sangann B

|

(¥ Scanned with OKEN Scanner



U INE T | CARNDRIGEG (| Afflathan o mfﬁ.mjnmlllw-m ™

Lote. Mhatarba Laxman Pa. Aher Pratishthan's

SITAI ART'S, COMMERCE AND SCIENCE COLLEGE

At-Kurkundi, Post-Ghargoan Ta: Sangamner Dist: Ahmednagar (Maharashtra)

Approved by Govt, of Maharaahira

Affillated to Savitribai Phule

Puna University

Lesson 1: The Excel environment

» Navigating a worksheet
» Spreadsheet terminology
«  Getting help
Lesson 2: Entering and editing data

»  Entering and editing text and values

« Entering and editing formulas

+  Saving and updating workbooks
Lesson 3: Modifying a worksheet

Moving and copying data

Moving and copying formulas
Inserting and deleting ranges, rows, and
columns

Cell comments

Lesson 4: Using functions

*  [Entering functions

«  AutoSum

= Other common functions
Lesson 5: Formatting

Text formatting

Row and column formatting
Number formatting
Conditional formatting
Additional formatting options
Lesson 6: Printing

= Preparing to print

» Pape Setup options

» Printing worksheets
Lesson 7: Charts

s Chart basics

s Pie Chart

= Bar Chant
Lesson 8: Case Study

*  Modifying existing worksheet
*  Use shortcut keys
» Create and email worksheet

SYLLABUS

2019/(133/
A 19)ma.sniA
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tent for Short-

| 1. Advanced Formulas and Funciions:
* Explore complex formulas using array functions, nested IF

satements, and advanced lookup techniques (VLOOKUP, INDEX,
MATCH) for cflicient data manipulation.

2019/(133;
(£ 19)Ma.shia |*
14 _ =\ or1s/o6/1

2. Data Analysis Toals:

scenano modeli

* Learn 10 create and anal yae data with Pivot Tables and Pivot Chants,
perform What-If analysis using Goal Seek, and wtilize Data Tables for

16

3. Data Visuslization Techniques:
* Master advanced charting methods, including dynamic charts,
combination charts, and Sparklines, to present data visually and
ellectively,

12

4. Automstion with Macros:
* Understand ﬂi:h.siﬂsnfmcomihgmsmdediibg them using

18

| VBA to automate repetitive tasks, enhancing productivity in Excel.
5. Data Integrity and Protection-

* Implement data validation techniques to maintain data sccuracy,

along with strategies for protecting worksheets and managing user

10

[Cumcnu

The Excel enviroament

Entering and editing data

Modifying s worlaheet

Using funciions

Formaiting

Printing

Charts

Case Study

i"\ y
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Certificate Course in Basic Excel

List of Students
Sr.No Name of Students B
| AMALE KISHOR BHAURAD
2 ANDHALE ADESH RAJENDRA
3 BHENDALE SHUBHAM BALASAHED
4 CHAUDHARI PRASHANT BALL
3 CHAUDHARI THUSHAR BALASANER
6 DABHADE SHYAM BALU
- DAUND PAYAL BAJIRAD
8 DHATARK AVINASH SANDIP
9 SHINDE SHRADDHA MARUTY
lﬂ, TITAR ABHISHEK KAILAS
11 URIRADE KRUSHNA PANDURANG
12 VAIRAL HARSHAD SANJAY
13 WALEKAR SAMPADA SANIAY
14 WAYAL SHUBHAM TUKARAM
15 ABHALE ADINATH SUBHASH
16 AMBHORE KUNAL ATUL
17 AGLAWE AKSHAY GANPAT
18 AHER LALIT ANIL
19 AHER PRAVIN VILAS
20 AHER SHIVEAI DHANANIAY
2] BHOJANE SUNIL VILAS
22 CHAUGULE NADIM LATIF
23 GAYKAR GIRISH BALASAHER
24 GHOGARE PRASAD ARJUN
25 GONDHE POONAM BALKRUSHNA
26 GOPALE ARYAN SURYABHAN
27 GLND CHETAN BALASAHER
28 KADLAG SHIVAM DEVIDAS
29 KHEMNAR CHAITALI BAJIRAD
30 KHEMNAR RAVINDRA BABAN
31 MORE SANKET RAMESH
12 MORE SUYOG NIVRLUTTI
33 PARDHI BHUSHAN BHANUDAS
34 PATEL AAYAN RAFIK
is PATEL HUIAIFA RAIMAHAMMAD
16 PAWAR NILESH SHARAD
37 BAIRAGH RUSHIKESH MARAYAN
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39 BHAGWAT ONKAR 51 IANKAR
4!] BHALKE LALITA POPAT
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Student’s Attended

Sr.No Name of Students Sign
1 AMALE KISHOR BHAURAG
2 ANDHALE ADESH RAJENDRA
3 BHENDALE SHUBHAM BALASAHER
4 CHAUDHAR! PRASHANT BALL
5 CHAUDHARI THUSHAR BALASANED
6 DABHADE SHYAM BALU
7 DALND PAYAL BAITRAG
8 DHATARK AVINASH SANDIP
9 SHINDE SHRADDHA MARUT
10 TITAR ABHISHEK KAILAS
1 UKIRADE KRUSHNA PANDURANG
12 VAIRAL HARSHAD SANJAY
13 WALEKAR SAMPADA SANJAY
14 WAYAL SHUBHAM TUKARAM
15 ABHALE ADINATH SUBHASH
16 AMBHORE KUNAL ATUL
I ? AGLAWE AKSHAY GANPAT
15 AHER LALIT ANTL
10 AHER PRAVIN VILAS
20 AHER SHIVRAT DHANANIAY
21 BHOJANE SUNIL VILAS
| 22 CHAUGULE NADIM LATIF
23 GAYKAR GIRISH BALASAHEBR
24 GHOGARE PRASAD ARTUN
25 GONDHE POONAM BALKRLSHNA
26 GOPALE ARYAN SURYABHAN
17 GUND CHETAN BALASAHER
23 KADLAG SHIVAM DEVIDAS
20 KHEMNAR CHAITALI BAJIRAC
30 KIEMNAR RAVINDRA BABAN
31 MORE SANKET RAMESH
32 MORE SUYOG NIVRUTTI
33 PARDHI RHUSHAN BHANUDAS
34 PATEL AAYAN RAFIK
35 PATEL HUJAIFA RAIMAHAMMAL
36 PAWAR NILESH SHARAD
37 BAIRAGI RUSHIKESH NARAYAN
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BARKADE RANGNATH KARDITAR]
19 BEAGWAT ONKAR SHANKAR
I 40 BHALKE LALITA POPAT
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A Certificate Course in Basic Excel |

—4 |

ﬂ CERTIFICATE

This is to certify that Mr./Mrs.

Successfully completed a certificate course in Basic Excel
conducted during 6/12/2020 to 28/02/2021 in that period. |

Course coordinator HOD Principal
Principal ||

Sitai Art's, Commerce & Scien<e Col i
AtKuunds, P, Ghargaon,Tal Sangames:. Dist A' o
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Outcome of Course:

By the end of this module, you will be able to:
+ Create and format tables, to visually group and analyze data;
+ Create formulas and use built-in functions to perform calculations and solve problems;

« Create PivoiTables and to calculate, summarize, and analyze data for comparisons, patterns, and
trends.

IQAC COORDINATOR PRINCIPAL
Principal

Sitai Art's, Commerce & Scier.e College
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