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/S’/ Request to grant the permission to start the add-on course on Microsoft Excel’

the academic year 2022-23

// Respected Sir,

We would like to start the add-on course on “Microsoft Excel” for the students
Please permit us to start the Microsoft Fxcel course for the academic year 2022-23.
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AHM’s
ANJUMAN ARTS, SCIENCE AND COMMERCE COLLEGE, BHATKAL

Meeting Report of Institutional Board of Studies for Add-on Course on Microsoft Excel
held on : 19-09-2022
The Institutional Board of Studies of the Department of Computer Science for an add-on course
on introduction to Excel held on: 19-09-2022 in the principal chamber at 10:30 AM.
1. Prof. Mushtaque K Shaikh
Principal, Chairman
2. Prof. S.A. Indikar
IQAC Coordinator
3. Prof. Umesh Mestha
Course Coordinator
4. Prof. Damodar Najk -

In the beginning of the meeting the Chairman of BoS Prof. Mhshtaque K Shaikh welcomed all
the members and briefed them about the academic activity of the Microsoft Excel course. The
members expressed their appreciation and satisfaction about the activities of the department.

After that institutional BoS discussed and resolved the following points:

1. Starting of the add-on course on the introduction to Microsoft Excel
BoS discussed the point and resolved to start a course on Microsoft Excel inorder to
improve the basic knowledge of Microsoft Excel.
Approval of the syllabus for add-on course
The BoS discussed and approved the syllabus for the addon course on Microsoft Excel

2. Approval of admission criteria.
The BoS discussed and approved the admission criteria and resolved that the students
who did not know Microsoft Excel can enroll in this course.

The meeting of the BoS was concluded with the vote of thanks by the prof. Umesh
Mestha, HOD and Lecturer in Computer Science

The following members were present ipthe meeting:

Prof. Mushtaque K Shaikhc(//ﬁ A
Prof. S.A. Indikac
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AHM’s
ANJUMAN ARTS, SCIENCE AND COMMERCE COLLEGE, BHATKAL
Department of Computer Science

NOTICE
Date:21-09-2022
All the students are hereby informed that, the Department of Computer Science
starts the addon course on “Microsoft Excel” for the students who do not know Excel

from the date 17-10-2022 Interested students can enroll their names on or before 13-
10-2022 in the Department of Computer Science.
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AHM’s

ANJUMAN ARTS, SCIENCE AND COMMERCE COLLEGE, BHATKAL
Department of Computer Science

Microsoft xcel Add-on Course — 2022-23

Selection List

F\lo. Name Class
1 | Abhishek M Moger ~ |BAIISem
r 2 | Mohammed Rafique B.A 11l Sem -
3 | Abdul Mugeet B.A Ill Sem
F -4 | Raghavendra RBhandari BAIlSem
r 5 | Surya Shridhar Moger B.A Il Sem
'~ 6 | PremaLaxman Moger B.A 11l Sem
7 | Megha M Naik B.AIISem
8 | Mohammed Ameer B.A 1l Sem
9 | Kiran Somayya Gond B.A 1l Sem
10 | Sajidabegum Makandar B.A 1l Sem
11 | Mohammed Sabeel B.AISem
12 | Safwan B.AlSem J
13 | Sudarshan V Naik B.AISem ‘
| 14 | Mallika Mokan Naik {BA 1 Sem |
15 | Mohammed Wahib B.A1Sem
16 | Ranjita Mahesh Naik | B.A1Sem
17 | Sana Muskan B.AISem
18 | Vinay Ganapati Naik B.A1Sem
T 19 | Kiran Narayan Naik B.AISem
( 20 | Nazmeen B.AlSem
| 21 B.A1Sem |

Bhuvaneshwari M Moger
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VALUE ADDED COURSE SYLLABUS

Microsoft Office Specialist-Excel Syllabus

1.1.

i

1.2.

1.3.

1.4.

1.5.

Manage Workbook Options and Settings
Create Worksheets and Workbooks

= Create a workbook

« Import data from a delimited text file

. Add a worksheet to an existing workbook
» Copy and move a worksheet

Navigate in Worksheets and Workbooks

« Search for data within a workbook

» Navigate to a named cell, range, or workbook element
» Insertand remove hyperlinks

Format Worksheets and Workbooks

» Change worksheet tab color

= Rename a worksheet

» Change worksheet order

« Insert and delete columns or rows

» Change workbook themes

» Adjust row height and column width
» Insert headers and footers

Customize Options and Views for Worksheets and Workbooks
» Hide or unhide worksheets

» Hide or unhide columns and rows

« Customize the Quick Access toolbar

» Modify document properties

« Display formulas

Configure Worksheets and Workbooks for Distribution

« Inspect a workbook for hidden properties or personal
information

« Inspect a workbook for accessibility issues

« Inspect a workbook for compatibility issues




2. Apply Custom Data Formats and Layouts
2.1 Apply Custom Data Formats and Validation
* Create custom number formats

* Populate cells by using advanced Fill Series options
* Configure data validation

2.2. Apply Advanced Conditiona] Formatting and Filtering
* Create custom conditiona] formatting rules

Create conditional formatting rules that use formulas
Manage conditional formatting rules

2.3. Createand Modify Custom Workbook Elements
* Create and modify simple macros
" Insertand configure form controls

3. Create Tables
3.1 Create and Manage Tables
* Create an Excel table from a cell range
* Convertatable to 3 ce]] range
* Add or remove table rows and columns

3.2.Manage Table Styles and Options
* Apply styles to tables
* Configure table style options
* Insert total rows

3.3.Filter and Sort a Table
* Filter records
* Sortdata by multiple columns
* Changesort order
* Remove duplicate records

4. Perform Operations with Formulas and Functions
4.1. Summarize Data by using Functions
* Insertreferences
* Perform calculations by using the SUM function
* Perform calculations by using MIN and MAX functions
* Perform calculations by using the COUNT function
* Perform calculations by using the AVERAGE function

4.2.Perform Conditional Operations by using Functions
* Perform logical operations by using the IF function
* Perform logical operations by using the SUMIF function

* Perform logical operations by using the AVERAGEIF function
* Perform statistical operations by using the COUNTIF function




4.3.Format and Modify Text by using Functions

* Formattext by using RIGHT, LEFT, and MID functions
* Format text by using UPPER, LOWER, and PROPER functions
Format text by using the CONCATENATE function

5. Create Charts and Objects
5.1.Create Charts

* Create anew chart
* Add additional data series

* Switch between rows and columns in source data
* Analyze data by using Quick Analysis

5.2.Format Charts
* Resize charts
* Add and modify chart elements

* Apply chart layouts and styles
* Move charts to a chart sheet

5.3.Insert and Format Objects
* Insert text boxes and shapes
* Insertimages
* Modify object properties
* Add alternative text to objects for accessibility

6. Manage Workbook Options and Settings

6.1.Manage Workbooks
* Saveaworkbook as a template
* Enable macros in a workbook
* Display hidden ribbon tabs

6.2.Manage Workbook Review Restrict editing /5
* Protect a worksheet e /
* Configure formula calculation options ‘
* Protect workbook structure
* Manage workbook versions
* Encryptaworkbook with a password

7. Apply Custom Data Formats and Layouts

7.1.Apply Custom Data Formats and Validation
* Create custom number formats
* Populate cells by using advanced Fill Series options
* Configure data validation




7.2.Apply Advanced Conditional Formatting and Filtering
= Create custom conditional formatting rules
= Create conditional formatting rules that use formulas
* Manage conditional formatting rules

7.3.Create and Modify Custom Workbook Elements
= Create custom color formats
* Create and modify cell styles
* Create and modify custom themes
* Create and modify simple macros
= Insert and configure form controls

7.4.Prepare a Workbook for Internationalization
* Display datain multiple international formats
= Apply international currency formats
* Manage multiple options for +Body and +Heading fonts

8. Create Advanced Formulas

8.1. Apply Functions in Formulas
= Perform logical operations by using AND, OR, and NOT functions
= Performlogical operations by using nested functions
* Perform statistical operations by using SUMIFS,
AVERAGEIFS, and COUNTIFS functions

8.2.  Lookup data by using Functions
* Lookup data by using the VLOOKUP function
= Lookup data by using the HLOOKUP function

8.3.  Apply Advanced Date and Time Functions
* Reference the date and time by using the NOW and TODAY
functions
= Serialize numbers by using date and time functions

8.4.  Perform Data Analysis and Business Intelligence
* Import, transform, combine, display, and connect to data
* Consolidate data
* Perform what-if analysis by using Goal Seek and Scenario
Manager
= C(Calculate data by using financial functions



8.5. Troubleshoot Formulas

» Trace precedence and dependence
» Monitor cells and formulas by using the Watch Window

8.6.  Define Named Ranges and Objects
* Namecells
= Name dataranges
* Nametables

= Manage named ranges and objects
9. Create Advanced Charts and Tables

9.1.Create and Manage PivotTables

» Create PivotTables

» Modify field selections and options
» Createslicers

= Group PivotTable data

» Add calculated fields

= Formatdata

9.2.Create and Manage Pivot Charts

= Create PivotCharts

» Manipulate options in existing PivotCharts
= Apply styles to PivotCharts

« Drill down into PivotChart details



AHM’s
ANJUMAN ARTS, SCIENCE AND COMMERCE COLLEGE, BHATKAL

Department of Computer Science

Add-on course on Microsoft Excel
Time Table for the academic year 2022-23

Days Timings " Room No.
30 02:30 to 03:30 UG Computer Lab
RO (@fﬁ
Cours%dmator 320 T rincipal
H.0.D, BEPARTMENT OF : 13
COMPUTER SCIENCF N\ knjuthan e Lol'ege
ANJUMAN ARTS, SCIENCE AD v xS
COMMERCE COLLEGE == BHATKAL-581 320

ANIJUMANABAD, BHATKAL
U.K. - 5681 320



ANJUMAN ARTS, SCIENCE & COMMERCE COLLEGE, BHATKAL
Value Added Course On Microsoft Excel

Heldon: JZ/1t] apa
St Name of Students 13 |t2 19 [20[22]23]| 27|28 |29]20(21 |2 |3 |S |6 |F |2 | A |20 Dahy2pép |ts|ig | 1219 | 20| (22|03
No. 1o |Tel10 |18 7e | To |78 | Te| o]0 [To [T {1t {1t [0 [T T % I o |5 [Fcf5T|m | wel T [ n v | Tnl gy
1 |Abhishek M Moger B.A IIl Sem Alelplblolpalp (oAl ale ol |alelplalalole e [P |Aa]2] slsels|a
2 |Mohammed Rafique BAIllSem  |&2] P L b2 ﬁﬁﬁ@&a@’ﬂ @wﬁ@ iz @ I e id
3 |Abdul Mugeet BAlISem O WSS [ 134 0ef N3 e R DA R] AR W0 [ A AR w@yg},vz(\')« /Eiv/)\ M
4 |Raghavendra RBhandari (B.AIIl Sem W [ D W) ROR R [ [ A RR RPN NN ENINIS YIS N
5 |Surya Shridhar Moger B.A IIl Sem S &Egj& S..,&_ _g.éf.& &5—5—&& ﬁ&ﬁ& cg,@@ <§ &:@» &
6 |Prema Laxman Moger B.A Il Sem Q’Q}Qy%%%ﬁg %’Qﬂ/?@/@& Y ngy ?*)/ ?‘3 Q@ '\)‘9«‘?‘6«% %/Qy ‘Qb 1]
7 |Megha M Naik BANISem |yl el imel imel procd medme | e e imtd e e e | me e s ; Voz | ] |2 el e IRE | 52100
8 |Mohammed Ameer B.A Ill Sem b A4S AR AR |22 w20 | AB M9 ’% 3 _ o
9 |Kiran Somayya Gond B.A Il Sem *1“\&"”\;.‘““(3 R s L™ 2 ayt )&é“.@“‘ \L\"‘(f V:*‘;,K‘\.‘T St e p“'\ 1fn$:&~ “'-“Cz‘wg\f : &/E,ﬂB s‘f
10 |Sajidabegum Makandar  |B.A Il Sem VAT D D [aslas 24219 12 4R 5 ) A~
11 |Mohammed Sabeel B.AISem L’r @%- % > %éﬂ% 9 9 Q,Q AB Q} gﬁ’/
12 |Safwan B.AISem A A S Al A ra b P e = |= |l |si=—|4B| = | =
13 |Sudarshan V Naik B.AISem = §/§:2u KIZIZ1I94 IS [ B BTN JJTX /l-iJZ: lan| 40R8) gé'
14 |Mallika Mohan Naik B.AISem \SANPRZN a8 IR e AN INTATNTA \Q}’%?:? N
15 |Mohammed Wahib B.AISem s [P ] T g UL [ [ Ved] W ke | Ind kel -iad ] h{,'ﬁg&ﬂ, W [ [ M Oy i/
16 |Ranjita Mahesh Naik B.AISem 2B\ BB | 2. oA B2 2 4 25 o 2| Bl 248 ; 4
17 SanziMuskan B.A[Sem '5 8 % %‘} g 9\6 %% % %i‘,@’ﬁﬂﬁx 718 9‘9{’* X % %?35
18 |Vinay Ganapati Naik B.AISem Lo N a0 [N Yl o N I [Ny N RS ] A [ QOB R N N s o R
lﬁ Kiran Narayan Naik B.AISem ﬁ" k“'K"' kf"K‘i k"\lf& (a00) ﬁ“k}ﬁ ) M M ﬁﬁﬂ- Z éﬁ“’ﬁ ‘d* <ol
20 |Nazmeen B.AISem N o ot e P e D o S i SN S TS0 Nl Sl S Sl i L e o g [ i
21 |Bhuvaneshwari B.AISem o [© 2 P2 RBB R Al pe (R s[5 [08]R [ R [ A ) ,
. ?)\’O) o fenm SN2
H.OD. DESERIMHENT OF ‘. 3 ”\';’1\' {‘ "

COMPUTER SCIEN-~
LN ARTS




AHM’s

ANJUMAN ARTS, SCIENCE AND COMMERCE COLLEGE, BHATKAL

Department of Computer Science

Add-on course on Excel Kali

Exam Time Table for the academic year 2022-23

Date Timings Room No.
25-10-2022 3:00 P.M. to 5:00 P.M. 7
(2 hrs)
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ANJUMAN ARTS, SCIENCE & COMMERCE COLLEGE BHATKAL
Add on Course : M.S.Excel

Question Paper
Time : 30minutes marks: 20

1. How to remove borders applied in Cells?

Select None on Border tab of Format cells

Open the list on Border tool in Format Cell toolbar then choose first tool (none)
Both of above

None of above

S wN e

2.___isnota valid data type in MS-Excel.

1. Number
2. Character
3. Label

4. Date/ Time

3. What is MS Excel?

Spreadsheet

Database Management
Presentation
Workbook

S W e

4. What is the row limit of MS Excel 2019?

1. 4,81,0576
2. 1,048,576
3. 157,648
4. 1,63, 84

5. In Microsoft Excel spreadsheets, rows are designated as
A 1,23, ..

B. A;B,.C;
C.A1,B1,C1, ...
DL AL, ...

6.____logical function indicates TRUE only ifall ar
and FALSE otherwise.

A) OR

guments are assessed as TRUE,

B) AND
C) IF
D) ANDIF

7. The intersection of a column and a row in a worksheet is called___



TANARTC G SHMs

Column
Address
Value
Cell

s L0 O

8. The Greater Than sign (>) exemplifies a/an __ operator.

Arithmetic
Conditional
Logical
Greater

g [0 IS T

9. is the correct syntax of IF() Function.

=IF (logical_test, TRUE([value_if _true]), FALSE([value_if_false]))
=|IF (logical_test, [value_if_true], [value_if_false])

=IF (logical_test, {[value_if_true]}, {[value_if_false]})

=IF (logical_test: [value_if_true], [value_if_false])

W e

10. __is the function used to match multiple values and returns the first match in

windows/ MAC(if you have Office 2019, or if you have a Microsoft 365
subscription)

A)IF()
B)IFS()
OIIF()
D)SWITCH()

11. ___ type of chart is good for a single series of data.

Column chart
Cone chart
Line chart
Pie chart

2w e

12.What do Excel formulas start with?
A) /
B) f
Q)=
D).-
13. Name the keyboard shortcut to use to switch between open Excel windows.
A)CTRL + TAB
B)ALT + TAB
C) CTRL + ALT + TAB

D)None of the above



14.Name the keyboard shortcut
active cell into the cell or the Fo:‘nsli(liat(l)};?[i): l:/:‘;g:clzle from the ccll above the

CTRL + SHIFT + C
CTRL + SHIFT + "
ALT + SHIFT + "
CTRL + ALT + "

il e

I.S. What iS an Exce‘ f@at“r i I
(& that d d d i
i . ri i : |Sp| lyS Only the ddta n COlUlnn (S) aCco dlng to

Filtering
Sorting
Formula
Pivot

o o=

16. ___is not a function in Excel.

SUM

MIN
SUBTRACT
MAX

B

17. ___ Excel function returns TRUE or FALSE based on two or more conditions

=AVERAGEIFS
=CONCAT
=COUNTA
=AND

> w N

18. Why is the =COUNTIF function in Excel used?

1. Counts cells as specified

2. Counts blank cells in a range

3. Counts cells with numbers in a range

4. Returns values based ona TRUE or FALSE condition

19. _is the programming language used to write a Macro in MS Excel.
1. Visual basic
2. C+
3. Java

4, C++

20. In MS Excel, the keyboard shortcut “Ctrl+S” can be used to

1. Save As
2. Save
3. Start new workbook

4. Switch between opened tab L J
| Y tedd
”} \ /(.‘ '.‘4
N ~
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AHM's
ANJUMAN ARTS, SCIENCE AND COMMERCE COLLEGE, BHATKAL
Department of Computer Science

M.S. Excel Add-on Course - 2022-23

Marks List
e Name Class Marks
Obtained
| 1 | Aohishek M Moger B.A Il Sem A
% 2 | Mohammed Rafique B.A IIl Sem B
| 3 | Abdul Mugeet B.A IIl Sem B
- E 4 | Raghavendra RBhandari B.A-1ll Sem B
| 5 | Surya Shridhar Moger B.A Il Sem B
| 6 | Prema Laxman Moger ‘B.ATII Sem i __-,,—,iA; |
\ 7 | Megha M Naik B.A III Sem A B
' 8 | Mohammed Ameer B.A 11l Sem A
9 | Kiran Somayya Gond B.A IIl Sem B
10 | Sajidabegum Makandar B.A Il Sem A
11 | Mohammed Sabeel B.ASem A
12 | Safwan B.AISem A
13 | Sudarshan V Naik B.AISem B
}7 1A AAN e AAAL o NT2Do RATCam C
lf -~ l iviaiillina 1vivifaill iyain | assia & s ana l ’—J
15 | Mohammed Wahib B.AISem A
16 | Ranjita Mahesh Naik B.AISem A
17 | Sana Muskan B.AlSem A
18 | Vinay Ganapati Naik B.AISem B
- 19 | Kiran Narayan Naik B.AlSem B
20 | Nazmeen B.AISem A
21 | BhuvaneshwariM Moger | BAISCT I
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CERTIFICATE
A.H.M.s
Y \NJUMAN ARTS, SCIENCE AND COMMERCE (‘OLLEGF

Anjumanabad, Bhatkal 581320, Uttara Kannada, Karnataka
Accredited at ‘B’ Level by NAAC

o Thisis to certify that Mr/Miss MO h o V\/\Mtc)’ Zq ;LIO/ (4 with &8
register No. DO2LTK21/20006.C has successfully completed Add-On Com seon Microsoft Excelduring |

. 17-10-2022t023-11-2022 and secured ) grade.

~

& Prof. Wla Plof‘% Prof. Must aque .
, Course/o-Ordinator I%AC Cxexélalﬁab\‘l‘\"cﬁ Principa \y VPAL
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CERTI F ICATE
A.H.M.s
ANJUMAN ARTS, SCIENCE AND COMMERCE COLLEGE

Anjumanabad, Bhatkal 581320, Uttara Kannada, K&rnataka
Accredited at ‘B’ Level by NAAC

(3 i -
. This is to certify that Mr/Miss A bJ’\ B }'\Ck M. MCE ) with i

. registerNo. \) 02.71<2 |A ?OOL! has successfully completed Add-On Course on Microsoft Excel during

© 17-10-20221023-11-2022 und secured A grade.

estha Prof. % Prot. M+

& Prof. gM
o-Ordinator IQAC Co-Ordinator
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AHM’s
ANJUMAN ARTS, SCIENCE AND COMMERCE

COLLE
Department of Computer Science GE, BHATKAY,

Report and Outcome Analysis

Name of the Course: M.S. Excel

Name of the Department: Computer Science

Number of students enrolled : 21
BoS meeting Date: 19-09-2022
Start Date of the Course: 17-10-2022

End Date of the Course: 23-11-2022 -

Department of Computer Science have conducted add-on course on Kannad Kali for the -
Students of who do not know Excel from 17-10-2022 to 23-11-2022

The course was about the “To enable the students to communicate and improve the
talking, reading and writing skills in Excel.

The Total 21 students were enrolled in this course and they benefited with the

fundamental knowledge for communication in Excel. Students also applied these
skills and concepts during the assignments.

Concourse conciuded wiih finai examination and ceriificaie disiribuiion.

Outcomes of the Course:
e The Course was about the Development of communication skills in Excel
e Involve students in practical activity oriented class rather than traditional
study method
e To identify the letters, words and sign boards in Excel
e To write Excel application to government offices
e To improve the interest in Excel language



