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% Shri Shivaji Maratha Society’s
‘B INSTITUTE OF MANAGEMENT & RESEARCH

Certificate Code & Certification Course : IMRCPO1 Duration : 10 Hours
Certification Course in Excel

Title : Excel for Business Management

Objectives :

1. To understand the practicality of Excel in Business Environment

2. To explore the magic of handling and analyzing data using Excel

3. To identify the existence and significance of Excel’s Assistant to Managers

Module | Module Details Duration /

Number Session (In
Hours)

1 Fundamentals and Core of Excel 1+1

1.1 Importance of excel

1.2 Concept & applications of Excel

1.3 Creation of Workbook

1.4 Menus, Rulers and Address bar

1.5 Table ,cell, column and row

1.6 Excel Shortcut

1.7 Application of Excel in Business environment

2 Performing calculations 1
2.1 Summation
2.2 Subtraction
2.3 Multiplication
2.4 Division

3 Data Formatting and Representation 2+1
3.1 Formation of data

3.2 Finding out Duplicate Data

3.3 Filters and Validations

3.4 Charts and Graphs

3.5 Insert Tab Utilitilies & Applications

4 Data Management 1
4.1 Data Tools

4.2 Data Protection
4.3 Data Handling
4.4 Data Printing

5 Formula and Functions 2+1
5.1 Math & Statistical Functions

5.2 Lookup & Reference Functions

5.3 Advanced VLOOKUP Examples

5.4 Advanced INDEX & MATCH Lookup Examples

5.5 Date & Time Functions( Text Functions ,Logical Functions
Information Functions )
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Reference Books:

1. EXCEL: QUICK START GUIDE FROM BEGINNER TO EXPERT (EXCEL,
MICROSOFT OFFICE
2. EXCEL 2016 FOR DUMMIES (EXCEL FOR DUMMIES)
EXCEL 2016 FROM SCRATCH: EXCEL COURSE WITH DEMOS AND

EXERCISES

Evaluation System: Grading

Sr. No. Particulars Marks
1 Practical Exam 40
2 Theory MCQ Exam 40
3 Viva 10
4 Attendance 10
5 Total 100
Explanation of Grading System:
Marks Obtained Grade
80-100 0]
60 - 79 A
50-59 B
40-49 C
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