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e Course Objectives: This MS Excel certificate course has been designed to introduce Students to the basic
commands, functions, and capabilities of Microsoft Excel used in business. This course will help Students to
understand and utilize the various functions of MS Excel and enable the students to become more efficient
in the workplace. This excel course is very practical and interactive. During the session, each Student will
work through exercises and practice using the various Excel features covered during the course.

+ Commencement Date: Monday, 10th December 2018

Contents of the Course

Lect. No. Topics
1 Examine spreadsheet concepts
2 Create, open and view a workbook.
3 Ranges and Dates
4 Work with cell references.
5 Page Formatting, Basic Excel Formulas and functions
6 Auto fill and custom lists
7 Introduction to Tables
8 Conditional Logic
9 Conditional aggregation
10 Conditional Formatting
11 Group, Sort, Filter and AutoFilter Worksheet Data
12 Formatting Charts
13 Text Functions; Statistical Functions
14 Mathematical Functions and Date Functions
15 Financial functions
16 Data Consolidation and Data Validation
17 VLOOKUP and HLOOKUP Basics
18 Creating data entry forms in Excel
19 Introduction to Pivot tables
20 Introduction to Macros
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Who Can attend?

e This Skill Enhancement Certificate Course would be beneficial for students for enhancing their data
analysis skills.

Registration & Certifications
e Number of Seats: Limited seats are available on first cum first served basis.
e Registration Fees (per person):

For External Participants For Internal Participants

Upto 3rd December 2018 %2000/-

After 3rd December 2018 X2500/-

e (Cash Prizes of X500/- each shall be given to top 3 performers.

e Certificate of Merit will be issued to top 5 Performers.
Certificate of Completion will be issued to the participants who successfully complete the course.

Bank Account / Paytm Details for Payment

Through IMPS / NEFT Through Paytm / UPI

Account Holder’s Maharaja Agrasen Account Holder’s Maharaja Agrasen
Name Institute of Name Institute of
Management Studies Management Studies/
Anil Kumar
Union Bank of India___ Mob.No. 8448186940
Bank Account 394502010059876
IFSC / NEFT UBIN0560421

the registration form

Requirements for Issue of Certificate
e 80% or more attendance.

X«

e Submission of solutions/ answers of all assignments. \\T*’

e Submission of all weekly feedbacks birectd?

Maharaja Agrasen Institute
of Managemet Studies
Si ?2 Rohini, Delhi-86

e Good performance in all MCQ based tests.




Chief Coordinator
Prof. (Dr.) Vijay Kr. Khurana

Resource Persons
e Ms. Sarita Bansal Garg, Convener (Assistant Professor)
e Dr. Deepak Dagar (Assistant Professor)
e Dr. Sushila Gupta (Assistant Professor)
e Ms. Rashi Aggarwal (Assistant Professor)
e Ms. Shruti Sharma (Assistant Professor)
e Dr. Sangeeta Rawal (Assistant Professor)

e Dr. Geetanjali Gupta (Assistant Professor)

e Ms. Kamna Vaid (Assistant Professor)

“Excellence is not an exception; it is a prevailing attitude.” — Colin Powell

Y

\ =y L
\¢ iy
% ;\‘

Director
Maharaja Agrasen Institute
of Managemet Studies
72 Rohini, Delhi-86




MAIMZE

g why) NInaN

MAHARAJIA AGRASEN INSTITUTE OF MANAGEMENT STUDIES
(A unit of Maharaja Agrasen Technical Education Society]
Affiliated to GGSIP Unlversity; Recognized u/s 2|f) of UGC
Recognized by Bar Councl of india; 150 9001: 2015 Certified Institution
Tel. Office: 8448185947, 8448186950 www.maims.acin

Value Added Course on: Intermediate Level Excel

BATCH-1
N [ - AR elelw| o @ @ |€ & | fled] DG B
T S .“L“‘, Lo [ [ B fpae? u,#,,t.-; L 15‘;; NV N P ==K _:_,,,p =4 ‘%os A A
Tl i E S B e PP W Av| Aol e _},,.M e | o | Do \&"w‘ oo fhos | Papor] fusanl
N Y [ il i U2 I e K el i
I P e e I e ] ) b | O Py P
N Il e T e e e K e L e A T AR g
e R R P T L s P ploSiibot 8 ) et pladiflal V)
| srencs | o P Beek [Sech | Decp| Dbl phep [ yash (364 et lpusd W‘w\?‘mgﬁ e | Yepvap o et |
s | e DOPL| S5 R T e o I s 2
e [ (PP [ o] [0 el O o] | ol [Rld ool o] g val Divedvedd! Dol i
O Y e ey 2 O T e N 2 P A T e L v
e P s S S I T S I D B e v v ey S T S e
e [ B |53 (o3 fa (0B 0l [P0 [U25 05 || gt ol I || n P w«yp T
o] s | s [0gu2] BYSL B I Plotp) Pl fisger| f0ed | Thue) Bt Buges |90 | Dugaligs | ) Dt Yoo | PRyss”
o || s V2227V | 109 st V1 B F\@ [P sl qeuh o 6 o s P8 Bt Pl
Lo Lo | & & 1 & AL R [FETRTR] [ "[&[AT IR ‘%ala:“m

Maharaja Agrasen Intitute
Studies

Yol Mot A~

of

™ e A



P I T T T T I P T B e M e P O [ [ T
o P A e e w— o B P R S R e e a4 R ¥4
B O e N o e e e P e P S P S e S S s
i | s 17 A2 | W2 «ﬁ 7| e t@“"f S 2 P R | el L R v&i

P - ﬁ*}”/;v*/f % Q%(ﬁ” V| Y Q»Q?W weTwy o e ys| B
P e - o o A A I A i e e e i el A i A SV’”

B P i o A e R S e s i S e R I e e AR
e P O A B A T VP P A AP AR AP AT AT AR AN AV AP A 4
a7 O D o |20 [ [ [ | % [ 10 [ |G- 85 [%]

P R i i e A A L I L U e i A
we | |7 || |85 (S| 1 BG5S S B 2. N
P . v d L d AP d d D DA Cd e draa v acd EA A A R
oo | e WP [P g s | el [V e Ve | ol [l | B Yot [t | st okl g |, | Yol HOAE
i | s (3 W Pl AT 2|2 S 2 2 P
e —.E ol [ 21 [ B0 [ [ [0 [ B0 [ 3w [l twi L [y [ L TR S

) O P N o o P R R % R = o B A R TR
e | [ 97| 0] B G YN | R B Gl (@ | Qo] R Bl B D) Bin R B
v | oo | W] B DK BTN W BN DY K RK| MK AN AY [ N4 R N MK a4
o aone | 2 S e y| B S| W] ] 43 W s so | ol vol wgl gl
TAVISHE SUNLIA | 41193301947 Nl | des| Ml Y| Ao 5@/ W A Aw | Ae -:A-' .;m M| vl Nar| das Sw’ ):;' ;:.:-fw:
s | s | NI S| P O NS | ViR [N wlNe] Sl 3o [ N [ 3o [ VaiGR |

I - el L s s L L I R P P R 2k

Director
Maharaia Agrasen Intitute



-mgaw& 06610011 j’:d" }{v”V an Ibd*"" \'-&\‘b':f' h“’" Hﬂ"d‘ “Qd\ M_ hash »’,.L had }”"; "M Lok M }_hd\ 'Hd‘
- e LA [ S PR P| T RT ap| pr|af| RPRP|RP| RF| R-F|RP

: avs | gws| aws Qwasl Ow & W

a | osrnilLa | ooy [ il C\M O | VA | Bl gut | asv i gwh (N [ 240 o™
o | B | e e Y| Sh¥] Ot chdt| A il Shad| ch| sl ghot| Shlighoy SLiT G| Shack | Lo Sha
o | s | owon i F‘W‘ s e o NIl [pg (A gk AR e (Bl | A A B Mg

A - v

o Juosnstn || 2| 5] | 81 B BT D 21 ST 34 ST ST a2t &1 bt 4 A W
o| g | Sk | QK[ SHL S SK| SR | SH] oi| K| GK| S| SK [SK| K| Sk| S| SK| I |5
o | MAYANKXAIN | yieisi) pod Moty : M N‘;L* N?f’ et Mef) )] Megf] proy Mde%WW
o | it L I AW T e a0 A G S0 0 CO B S s S A I D)
[ ] e &QMM ST T Y7 N T P P Bk I g} s MO ondgl ey My
) Tﬁr' 1214768517 | %Mi@#»%g /)‘\\A")(\-\.‘A '}(\«e\ {VAJ . T}«;\A: 7‘&.&‘)\' '3! ')(“Aal 'J\\»\ 'J)L%Q_Jm 3!“0{;V
o] e | (W (@I IR @I (R [(RA® (@ Rl @ @ @ (R

g
2

o | mwunon | s [$ot RN Qoy ?"‘\‘ g Poi| Rads | fan Polv | edneifeh | foin fon | faly Pak | ok
& | wrvicset | asiouss) ﬂ% ﬁ\_t\ QVQ ‘R\\)‘-\ DA Y 5 5 E\b RS RVK 'zg ll'é A1 it'8 Rb /M VA
I I [ 5 mww andl [0S allntall  [5ul] a5l solinGed|RGIR Sl 0 f] RSLA el RGLAGL
o | comnn | oo ool Redbd Al [Rede| fith MH Rl | petho| Il Rt Rl IRR M foda Roths
e | s B0 9 SRS S SO Sed Lt U sl o 0 [ Sl setsf Sl Gt GLUC Gl selh 2kt
ol o L I |G| G| sl S| St Soml S| Sn | Sorf San| fan| faof S| fon| S| Sas| Sa
o | s [ TSR] K K] SK] SK SH SK[S K SK| S O £¢ £kl Sk ik [ Sk

s | seasigaur | puowss LUt U%é&“’ ét&“ (’tw é"‘; ot bt (h— E"""#/ (1 5‘/ /:/;éf/'ﬁ%"f;??f”[
Y\

N P S U R T ST NGRS R A nOE aY, N‘?ﬁ"k&i :
o | S | i KN [ o] ot | KoM o L S B Eome | Kol B fren| Hog | el fiteple s

Director
Maharaja Agrasen Intitute




-e-

V&

MAHARAIA AGRASEN INSTITUTE OF MANAGEMENT STUDIES

(A unit of Maharaja Agrasen Technical Education Society)
Affifiated to GGSIP University; Recognized u/s 2(f] of UGE
Recognized by Bar Counci of India; 1SO 9001: 2015 Certified Institution

“n adn Odas Tel. Office: 8448186947, 8448186950 www.maims.ac.in
Value Added Course on: Intermediate Lavel Excel
BATOM-2
sNo|l  Name ment No. | 10/12/2413/32/2415/12/2427/12/2(29/12/2| /1/2011 10/1/20{12/3/20{22/1/20| 241 /201 29/1/201 33/1/2012/2/2004 22031 7/2/2014 9/2/2011 12/2/2011/2/201 16/2/20118/2/20
SHASHARK
(O T oo | Shg §Jm‘. P | S d She Bnd S| She | She | Sie. ( l_gm__ﬂh___&m_ : jz.lvm &t
R e e e I e e s T e e bt [ R P
) |siumnas cont | sonemsty [ Sne | Sh] qwe. | Bg | Sy | ene | 3 | Fag. sy L Swd ! swg | She | Sho | Sau | Sha | Shg | Sh Sau
] mwsian | ssameo Mg | voe SR LT e [T Tao Pen [TEL [Tk i Tk [Tk T\ Tah ITRh Rl
s | o gont | ssnons; Mk’]s h‘%k——m Mul Iqul | by | Mide | Muje | Fufe Mo | More] it f““q&____b*\ At
o | s | sy BB VABAMARSLWELNORSH  [WRTSLIVRSAHAGSH WAELVBRSH  MPRSWHARSH PRRS\MARL MRS HATS L HERH
O N 551 5 ol ol (] e i I e Sy S S B Rk Al M Sl D oy
o | vomarm | ooy ¥ sl oite b ol o ot Voot | | e ek b Rl w«.wn
S PSRN I T TN LT el b Yl o Wl a0 Yo Y| Ylos oy e T
A SWULE o 5 VS TN e (G
0| xusaLGrTa | e W'@* &-"’ W@‘”# il |k Y il il >l WMJW W W
R I e e T LA S s i SO L s L s e WWW ks
T I T [T T o 2 L 7 o7 0 v 7 T TR
- 7T L e [ 7 N T A ; 2] 2 :
" MANAY e M M N\ﬁ‘ i :}aw‘u ‘),g,‘::'} . w" ‘_L_,“:l Nv“” iw,v"; Pa® }»‘o*“; Mg 5
P N N v A 1 e o a1 e T
i N T e e e I s T T Ay e e
15 MON nas (satimn? - N - 'Y 1 N
N - Wﬂ T T T T Vs T M sl
| l;},s\p [@‘ﬂt\“*‘:‘ Qg gt e Jogr }s)f)x »W""{\“f\” dofin g




WA 2 wl 814212411 ?& Ql‘:) e, Q\\\?—u ‘%M ghh_) g"ﬁ.) E}\L’ ?},‘_ Bh_ B&

Pl P b DSONMGIYTS | ks | e, [ Bne B %hlghslmﬁ
BHUMIKA KOHEE]  T1atitai 1 oty ﬁhuh %\%\h By B“m ki Bhiaii Ty, Pratvol [B\\\m{ B! Bhim, Bhuem Bhan' ‘Bmﬂ‘\fgh%f Phuny BT":"\:

ﬂ?&ﬁiw LI A CQ'V\ Cl(“ C‘W\ Cl/\'\ (‘N\ C\N\ C Czl«'\'\ C_.\N

| Cim

DIVANSH GAUK | #1a71sa1) v UJ \ (ﬁf',l/ (‘ﬁU 91"‘" W’U %,_4) én pv‘-’ (b\@” Q)Wi

EANSHL | soneriaey @ m (_%' @ Ml}\ @-A (];;\ ‘ @ ,1'/‘3:” {i{\. @\
) &

GAURAV LAY (}u‘ (DA

WARDIK

aGGAYWAL | 1manaae ‘\QJ\ Yo Yo W \’h-)\/ “04\ \'h/\.
ISUAN REMAR | 1014712407 Sl\?b 10’??“ X'c;\fh 3‘3}‘?\ 1:}““ .SS_\?M -Sf""_“h '\“‘N_t\_ -

Yhan
’;A-l'l J AT V-‘,‘&V. (V'A'M @gs )‘“ iﬂv_\}‘ﬁ W W W
E

o

s

<
T

5
%
PR P

\

M

|
'!
|;.

tH
7.
=

N
;::_"':_‘_: WIATI0 d.‘l‘}}“ p?hgg Vr_g@ kﬁwh \:_g.;m kri“_h \%"N« Rasken

S | e || BQR | [0 [G (@
I :
e

z
5

Q“;“\
o

2
\
e
Ry
z
%
¢
5
g@?% r@
7
;

P
(!
p- ARSMITAGRIITA | 41014712440

YASHRAKKIA | 181100002019 ‘%“

o | o e | s | 018 | ig] o] s o] pis| o W Mol | Ml | lok{mek
T L EAGUAN GLPEA | vasiaied) @&L

saLonianoma | ey | etad o

| 77
+ P

W21

’v@) ~
ol
=0
v
fi
%;Ps' _

I

|
v
T
{
LN
[

VA

o

N
A
L
> | -
\
?.
o
(s
28

A LTEARSH WINNG1Y \:*L

(U
& ~
e (s3] X
\J
b

GURLIE S KLk o}
" filLL, 01421161 Colen

o mwmf% Q\)} "(;; (~@ ((“‘2 (@ ) S ("\l::l R\?‘J\\ Q—(Q (rgz = fﬁ::.'_

o | | | G NEWEL CRTIAZRERGAEN] (&l E—B@QJ A
e SANUCUTUVHIAY | avidiii \5\"‘}:)’ \;\'\“y \“j\éy \e"-\o‘y \‘ \}'dy \]I}y \;w Y ;’).& r‘w \:‘:‘f_s\i}z ?_.\\z \J\?Zi\i‘y ‘ ' ‘

T SR LN LT R - -

ar
Sactor-22. Rovmi DethndB



|

M 4 ‘1,'” "[w"':;

el 0 gl Bt

o O O P, 2 7 5 P, s 2 e s e g e
AL L MAVANK GupTA | 254jarsieis | i N"?? w WM&" A M ' M} }’o-,,t‘- M MJ M& Hﬂ-}s\h Maﬂ u‘ﬂ
3 + ? 1 s 1 7 / J
42 | earutmspar | o i)m’h; ?ﬁ’ 0&‘. Qg{__@;__&ﬁg__?ﬁ Q:" (ex Py | ?ql; paL Pt ot | Br
AAKANSH A -
4 e W01aT218Y {3y B | A U 5 ﬂ_ B b Q| au
| ot | e (R0 |~ | - I [ES AT AR = &
as :&ﬁ%& manay |[Pule hf\l‘.'.' Mo | e bl ﬂ!“ Nk{L H‘H!( fafe 'Mult-‘ Mae | pa (| prug el aft J"’.!L“
w | avusiiaans | saenan “[Wﬁ % % ﬁ‘uﬁ/ M M % ﬁu ‘-5 '?6’?} %w‘?f 5‘“"&( <M ?M'ﬂ (15&1}‘5 :'4}-5( M’-!:‘v}
41 _|shuBi sivan Slad3181? &w M M M M M M PM M M W 31“‘“ y “‘A“" ,ﬁ"uﬁ M W-‘
@ | aksueraurta | eeraviingy #ﬁk _[ﬂ’-g_ 7Sl PA'S Le | bate | jov liak | 2av Lok | dek | Lah| faic : La ft Lak zjg
o | aBuL AR 114721607 N” W k"’ M pd’ Q"’ fMD A‘O ALJ A '&!9 P‘\D A’b ’% AL A. | #j
. ' 3 Bre : 4 7o &Y e o
= P 7 2 2 O 0 2 2 2 B U 5 o e M
s | xunancauen | wiomes IGagt | Ryaal | Runad | sl Kawat el |l | yal Rupa b e gl [£upal | Hinel K@M |
53 Ws&ﬂ.?r::au RIRLpri0 ) AN $1.20 L VTS T LV/RT [RZEN T 21T Nl | Uod™ | Ui | vaxs | Da Ukt | Yoae |y ‘ ‘ M._‘
n Lwwsiraua | mopr | G40 Gn |Gy TR041 BU | BN |71 lon (e ¢ |6 1 | s lﬁi‘f |
4 ANKIT DABAS o1 iRdE16 T)DW w '(Dyﬂ um’\’b MM MM Q"J)M w ‘)M ‘)o’[bw } : a”u D%'?‘d‘” n ALV"
35 WA:‘DEL 100 180K 7 ﬁ_mgz_f 'ln.uqc.l‘ ﬁm}mﬁ - am'ygf ﬂn;hrf'm 3t WWPﬂ%f_ﬁMme» #":‘ - W
6 | AN KUMAR | 2siiwssiy ’hv‘} o> 2 U’ i : l&"‘-« -}(\'1 &M‘ ‘k\‘\ 'é\d ‘l |l.k'1 | -
o | Guwn | sawap Chges Cheg |chidpn [Chideg Chweg | Chies [Chday Chaes | Clitay Shiteg leigey wgmg;mm%&m;lw
oo | aime | aesns (e ot e o it | cedfanit Gradunt | Gyoai| foavit [t R . m%snwﬁaf (o9 1
) Au‘a’.‘:\:m st IRIE e e 1h.e {”_L fl L Ny | dw 10k |8 % Jgk fy ﬂ.[({l W’M—&L—
o | eimomia | asoss (Bt | |t heitye) flifue T¥HN b oy

anaraja

f Managere
b?.-om.‘)o Rohini Mo 8

nt Studies



MAHARAJA AGRASEN INSTITUTE OF MANAGEMENT STUDIES

—®- (A unit of Maharaja Agrasen Technical Education Society)
Affiliated to GGSIP University; Recognized u/s 2(f) of UGC
Recognized by Bar Council of India; ISO 9001: 2015 Certified Institution

LY
P,

<

MAIMS Tel. Office: 8448186947, 8448186950 www.maims.ac.in
1 T B 1 B 1
Skill Enhancement Certificate Course
“Intermediate Level MS Excel ”
10 December 2018- 18 February 2019
REPORT

Excel is the most effective tool for managing and analyzing data of all kinds. Its increasing use in
several management functional areas is generally recognized. This dynamic tool provides several
options for not only making the task easier, but also for improving the sophistication of data
reporting and analysis. Its numerous advantages motivate IT faculty at MAIMS to create a
certificate course on Business Applications of MS Excel- Intermediate for our students' benefit.

This Certificate Course was the initiative for undergraduate students. The prime objective of the
course was to introduce students to basic commands, useful functions, and capabilities of Microsoft
Excel used in business. The course focused on in-depth Excel courses, including how to use various
Excel formulas, tables, and charts to manage small to large-scale corporate processes. Each
Microsoft Excel training session emphasized time-saving tactics, as well as discovering previously
"programmer-only" capabilities. Along with this practical and usable training, students also learnt
how to integrate their work within the Office “family” for achieving greater results.

Two batches of students were formed to provide them more attention for each session. The course was
divided into 20 sessions and each session was taken by different faculty members. The registration for the
course started from 3rd December 2018. The classes began from 10th December 2018 which ended on 18th
February 2019. The classes of 1st Batch were conducted on Monday, Wednesday and Friday and the classes
of 2nd Batch were conducted on Tuesday, Thursday and Saturday. All the classes were oftline and the venue
for the same was Lab 1. The timing of the classes was 3:00 pm to 4:30 pm. 120 students registered
themselves with this course. Feedback forms were filled by students. At the end of each session there
was an assignment to assess the understanding level of the students. And there were two quizzes
conducted one in the middle of the course and secondly, after completion of all sessions a final quiz
was conducted.

It was a great learning experience for the students as well as for the faculty. Session 1 was taken by
Dr. Sangeeta Rawal, Session 2 by Ms. Neetu Agarwal and Session 3 by Ms. Rashi Aggarwal,
Session 4 was taken by Dr. Sushila Gupta, Session 5 again by Ms. Shruti Sharma, Session 6 by Ms.
Sarita Garg and session 7 by Dr. Deepak Dagar. Certificates were given only to such students who
successfully qualified all the four parameters namely, Attendance, feedback forms, Assignments
and Quizzes. Total 120 students across the country have registered for this course and have
qualified all the above stated parameters.

Such programs always give an edge to the students when it comes to working in the corporate
world. Knowledge of excel has become the essential part of every business and job. The credit for
this ambitious initiative goes to Prof. M.K Bhat, Director, MAIMS and Dr Vijay Khurana (Chlef

\\{_*—'

Director
Maharaja Agrasen Institute
of Managemet Studies
S 72 Rohini, Delhi-86



http://www.maims.ac.in/

MAHARAJA AGRASEN INSTITUTE OF MANAGEMENT STUDIES

—®- (A unit of Maharaja Agrasen Technical Education Society)
Affiliated to GGSIP University; Recognized u/s 2(f) of UGC
Recognized by Bar Council of India; ISO 9001: 2015 Certified Institution
Tel. Office: 8448186947, 8448186950 www.maims.ac.in

LY
P,

<

I M
Y PIEBy”

n

iz

13

Coodinator) and his team. Their constant support and encouragement helped in successful
accomplishment of this program.

List of Top Performers of the Certificate Course

Name Institute
‘SHAIFALI BAGGA MAIMS
MOKSHA GARG MAIMS
KANIKA GUPTA MAIMS
RUHI SALHOTRA MAIMS
PRIYANSHI JAIN MAIMS

el

Director

Maharaja Agrasen Institute
of Managemet Studies
9= 22 Rohini, Delhi-86
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Sample Certificate:

Skill Enhancement Course on “Intermediate level Excel”

December 2018- February 2019

Maharaja Agrasen Institute of Management Studies
(A wnt ot Maharajs Al o
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Certificate of Completion
is presented to
DEEPALI DODEJA

For successfully completing Skill Enhancement Course

on "Intermediate Level Excel” oragnised by

MAIMS, Delhi from December 2018 to February 2019
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