
 
 

  



 
 

 

 
 

SYLLABUS  

Session  Course Contents 

Session 1 Introduction to Excel 

● In depth knowledge of Pivot Tables  

● Pivot Charts for Data analysis 

Session 2 

Data Formatting  

● VLOOKUP  

● HLOOKUP 

● INDEX MATCH 

● IF functions 

Session 3 

Advanced Formulas  

Learning to use advanced functions like  

● Using Tools like Data Analysis Tool Pack 

● Solver and Power Query 

Session 4 

● Creating complex charts like  

● waterfall charts,  

● combo charts  

● dynamic charts 

 

SCHEDULE 

Session Content Time Date 

S1 Understanding the Excel Interface 

Workbook 

3:00-

05:00 

PM 

06-12-2022 



 
 

S2 Worksheet 

 Cells and Data Entry 

3:00-

05:00 

PM 

08-12-2022 

S3 logical operations 3:00-

05:00 

PM 

12-12-2022 

S4 Using shortcuts and best practices 3:00-

05:00 

PM 

14-12-2022 

S5 Simple data analysis techniques  3:00-

05:00 

PM 

16-12-2022 

S6 mean, median, mode 3:00-

05:00 

PM 

19-12-2022 

S7 mathematical functions and their operations in 

MS Excel. 

 

3:00-

05:00 

PM 

22-12-2022 

S8 conversion of numbers to text within a 

spreadsheet. 

 

3:00-

05:00 

PM 

26-12-2022 

S9 Insertion of date and time in excel cell 3:00-

05:00 

PM 

28-12-2022 

S10 Formulas mix and match 3:00-

05:00 

PM 

30-12-2022 

S11 Data sorting and filtering 3:00-

05:00 

PM 

03-01-2023 



 
 

 

PROFILE OF THE RESOURCE PERSON  

Mr. Pretush Gupta, Trainer, Albatross 

I am a dedicated and self-motivated Computer Trainer with two years of valuable experience in the 

education sector. My passion for technology and commitment to fostering a dynamic learning 

environment have contributed significantly to the success of the institutions I have been associated 

with.  

My diverse experience and continuous engagement with multiple educational institutions reflect my 

adaptability and commitment to staying updated with the latest trends in the field of computer 

training. I am eager to contribute further to the growth and success of educational institutions by 

imparting valuable skills to the next generation of IT professionals. 

 

S12 Pivot table 3:00-

05:00 

PM 

06-01-2023 

S13 Conditional formatting 3:00-

05:00 

PM 

10-01-2023 

S14 MS Excel tools used for analyzing the data 3:00-

05:00 

PM 

12-01-2023 

S15 Data validation and advanced data validation 

tricks 

 

3:00-

05:00 

PM 

13-01-2023 

S16 Relative, absolute and mixed cell references 3:00-

05:00 

PM 

16-01-2023 

  

 

 

 

 

 

 

 

 

 

 



 
 

 Report 

Name of Activity Advance MS-Excel Certification Program 

Date 6th December 2022 – 16th January 2023 

Venue Computer Lab, MIMT 

Organised by Management Department 

Participation by BBA 3rd Year students  (100) 

Resource Person Mr. Pretush Gupta, Data Analytics Trainer, Albatross 

Activity 

Coordinator 

Ms. SonaliChauhan 

Objective The objective of this activity is to make the students understand the 

fundamental and advanced concepts of MS Excel. It introduces 

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.  

Content 

 

 

 

 

 

 

Advance MS Excel  is a programme which will help the students to 

create files with computation. It encompasses all the MS Excel 

concepts from basics to the advanced ones, covering their practical 

implications. 

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. 

This Certificate Course was the initiative taken under the aegis of 

IQAC, Mangalmay Institute of Management and Technology, for 

undergraduate students.  

The programme extended for a period of 16 days, covering two hours 

per day (theory and practical -1hour each) 



 
 

Topics covered under the program are as follows: 

Day 1: Introduction to Excel Interface and Workbook 

 

Today's session focused on understanding the Excel interface and the 

concept of a workbook. Participants gained insights into the layout of 

Excel, navigating through different menus, and creating and managing 

workbooks. 

Day 2: Exploring Worksheets, Cells, and Data Entry 

We delved into the details of worksheets, exploring cells and data 

entry techniques. Participants learned how to efficiently input and 

organize data within Excel, ensuring a solid foundation for subsequent 

topics. 

Day 3: Logical Operations in Excel 

Logical operations were introduced, demonstrating how to use IF, 

AND, OR functions. Participants practiced creating logical formulas 

to make data-driven decisions within their spreadsheets. 

Day 4: Shortcuts, Best Practices, and Efficiency 

The focus shifted towards improving efficiency with Excel through 

shortcuts and best practices. Participants discovered time-saving 

techniques, enhancing their overall proficiency in spreadsheet 

management. 

Day 5: Simple Data Analysis Techniques - Mean, Median, Mode 

Participants learned basic statistical analysis using mean, median, and 

mode. Practical examples and exercises were provided to reinforce the 

understanding of these fundamental data analysis techniques. 

Day 6: Mathematical Functions and Operations in Excel 

The day revolved around mathematical functions in Excel. 

Participants gained hands-on experience with various mathematical 

operations, providing a solid foundation for more advanced 

calculations. 

Day 7: Conversion of Numbers to Text within a Spreadsheet 



 
 

The topic of the day was converting numbers to text within Excel. 

Participants explored different methods and scenarios where this 

functionality can be useful in real-world spreadsheet applications. 

Day 8: Insertion of Date and Time in Excel Cell 

Today's session focused on handling date and time within Excel. 

Participants learned various formats, functions, and shortcuts for 

inserting and manipulating date and time values in their spreadsheets. 

Day 9: Formulas Mix and Match 

Participants practiced combining different formulas to solve complex 

problems. The session emphasized the importance of formula nesting 

and showcased examples of how various formulas can be mixed and 

matched. 

Day 10: Advanced Formula Mix and Match 

Building upon the previous day's session, participants explored more 

advanced scenarios of mixing and matching formulas. They were 

introduced to array formulas and gained insights into solving intricate 

problems with Excel functions. 

 

Day 11: Mastering Data Sorting and Filtering Techniques 

Participants delved deeper into data sorting and filtering. Advanced 

filtering options and custom sorting criteria were covered, allowing 

for more nuanced data organization and analysis. 

Day 12: Harnessing the Power of Pivot Tables 

Today's focus was on Pivot Tables, a powerful tool for data analysis 

and visualization. Participants learned to create, customize, and 

manipulate Pivot Tables to extract meaningful insights from large 

datasets. 

Day 13: Enhancing Visual Presentation with Conditional 

Formatting 

Conditional formatting techniques were explored to enhance the 

visual appeal of spreadsheets. Participants discovered how to 

highlight important data points, trends, and outliers using various 



 
 

formatting rules. 

Day 14: Excel Tools for Advanced Data Analysis 

The session introduced participants to advanced Excel tools for data 

analysis. Features such as Goal Seek, Solver, and Scenario Manager 

were covered, providing participants with tools to perform more 

complex analyses. 

Day 15: Data Validation Strategies and Tricks 

The focus shifted to data validation, emphasizing the importance of 

maintaining data integrity. Participants learned various validation 

techniques, including custom rules and input messages, to ensure 

accurate and consistent data entry. 

Day 16: Understanding Relative, Absolute, and Mixed Cell 

References 

Participants gained a comprehensive understanding of cell references 

in Excel. The session covered the differences between relative, 

absolute, and mixed references, and how to use them effectively in 

formulas for dynamic data calculations. 

Revisionand Mentorrbuddy Students Onboarding Session 

An interactive session based on the topics covered in the program was 

undertaken. Students learned how to explore Mentorrbuddy app, 

which was offered to them as a part of the programme.  

It was a great learning experience for the students. 

Assessment  At the end of the MS Excel program there was an assignment to 

assess the understanding level of the students. Students were assessed 

on the basis of the projects assigned to them. 

Projects assigned to the students: 

 

 



 
 

Glimpses of the Advance MS Excel Certification Program 

 

 

Outcome of 

Activity 

After undergoing the aforementioned programme, students were able 

to reap the following benefits: 

● Automatic computation to cells with formulas 

● Instead of performing the computation manually, the Excel 

can help students with their computational ease. 

● Excel can support decisions by coding conditional statements 

like IF, IF-ELSE statements inside the cell.   

● Excel supports numbers of columns and rows which can 

contain large amount of data and computations. Hence 

students will be able to analyse large amount of data through 

MS Excel. 

At the end of the Advanced MS Excel certification  program, students 

were able to understand the basic and advanced concepts of advanced 

MS Excel along with its practical applications. They were assessed on 

the basis of their theoretical and practical knowledge at the end of the 

session. Students received the certificates after the successful 

completion of their advanced MS Excel program. 
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