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Objective: 

Today, Microsoft Excel is an indispensable tool in every office. Working with Excel is 
certainly an important and commendable qualification for every job seeker. In this context, 
Department of Computer Science has designed a course on Advanced Excel for the 
interested pupil. Degree students do learn the basics of Excel in their academics. But, for 
job seekers, this is not enough. They need to have in depth knowledge of various tools 
frequently used in Excel. This is the main motto for designing a course on Advanced 
Excel. Planned for 30 hours of instruction spread over 30 working days, the course covers 
the following topics. 

 
Syllabus: 

 

UNITI 

Overview of Basic Excel: 

i)Customizing Common options in Excel 

ii)Absolute and relative cells 

iii)Protecting and un-protecting work sheets and cells 

UNITII 

Working with Functions: 

i)Writing conditional expressions (using IF) 

ii)Using logical functions(AND,OR,NOT) 

iii)Using look up and reference 

functions(VLOOKUP,HLOOKUP,MAT 

CH,INDEX) 

UNITIII 

DataValidations: 

i)Specifying a valid range of values for a cell 

ii)Specifying a list of valid values for a cell 

iii)Specifying custom validations based 
on formula for a cell 
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