
||. Advance Excel Course Duration: 40 hours 
Teos: Rs. 2400 

Excel Syllabus 
Excel lntroduction 

Excel Basic Tools 

Apply Custom Data Formats 

Description 
Introduction to MS Excel 
Rows and Columns, Formula Bar, Excel Add-ons 
Cut, Copy, Paste 
Special Paste 
Format Painter 
Wrap Text 
Merge and Centre 

Cell Size and Formats 

Sort and Filter 
Margins and Orientation 

Page Size and Print Area 

Cell Name 
Trace Dependants and Precedants 

Text to Columns 

Adding Comments and Track Changes 

Gridlines and Freeze Panes 

Understanding Number Formats 

Creating Custom Number Formats 
Custom Number-format Codes 

Excel Date Calculation 



Use Advanced Fill Options 

Apply Advanced Conditional 
Formatting and Filtering 

Apply functions in formulas 

Mathematical Functions 

look up data by Using functions 

Functions for Manipulating Text 

Baslc Excel Charts 

PivotTables 

Monage Workbook Versions 

Piotect Workbooks for Sharing 

Assessment Procedure: 

Fill Series Options 
Iypes of Series 

Creatinga Custom Fill Sequence Flash Fill 

Highlight Cell Rules 
lop/Bottom Rules 
Data Bars, Color Scales and lcon sets Creating Custom Conditional Formats Formatting as Table 
Table Options 
Creating Advanced Filters 
Quick Analysis 

Using the Sum, Average, and Percentage Functions Using Rank, Roman, Max, Min, Product and Subtraction Using formulas between sheets and Count Functions Using the IF and Nested IF Function 
Using the OR, AND and NOT Function 
Count if and Count its 
Using the SUMIF AND SUMIFS Function 
Using Average If and Average lfs 

Using the AVERAGE and MEAN Functions 
MEDIAN and MODE function 
Frequency Function 

Using the Quartile Function 
Rounding Decimal Places, MOD and INT Function 
RANDOM and RANDBETWEEN Function 

Using LOOKUP and VLOOKUP Function 
Using the HLOOKUP Function 

VLOOKUP with multiple sheets 
Nesied Vlookup 
X Lookup 

Join, Concatenate, Concat and Text 
Length and Find 
Left, Right and Mid 

Upper, Lower, Substitute and Replace 

Use of basic charts and recommended charts for 
analysiS 

Creating PivotTable 
Pivot table Tools 
Creating PivotChart 
Power Map 

Version Control 

Password Protection 

Certificate course on "Advance Excel and Digital Marketing" will be evaluated through Viva. The enrolled 

udents will also be assessed based on Multi choice questions and certificates will be issued on 

Cessful clearing of test with a minimum score of 50%. 
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