




Course Details 

Code 

Title Data Processing using Excel 

Degree B.Com 
Branch(s) Finance 
Year/Semester 1/1 

Type 
Credits 

Value added course 
2 

Total Hours 36 Hours per week 

Course Ohjectives 
1 To understand the application of MS Excel 

2 To process the data using Excel 

CO Expected Course Outcomes Cognitive PSO 
No. Upon completion of this course, the students will be able to: Level No. 

To understand the basic aspects of Excel 
2 To apply the excel application for database 
CO-Course Outcome; Cognitive Level: R-Remember; U-Understanding; Ap-Apply; An- 
Analyze; E-Evaluate; C-Create.

Ap 
Ap 

6 

6 

Module Course Description Hrs CO 
No. 

1.0 Excel Introduction 
12 

Spreadsheet basics -Creating, editing, saving and 
printing spreadsheets -Formatting worksheets , Securing 4(2 theory +2 & Protecting spreadsheets- Sheet Referencing-Linking 
Multiple Sheets, Consolidate worksheets 
Linking Between Word/ Excel/ Ppt - Customizing
common options in Excel- Email worksheet-translate 

worksheet -Insert ,select, moves and delete data 

1.1 
practical) 

4(1 theory +3 
practical) 

1.2 
1 



Merge or Split Cells-auto fill data- rows and columns- 
copy and paste-paste special-find and replace-special 
symbols- text alignment-AutoFormat- setting cell type- 

page setup- Print features 

1.3 
4(2 theory +2 

practical) 

2.0 Database Use of Excel 24 2 

2.1 6(2 theory +4 

practical) 
Insert, Modifying, Formatting Commands-Add Text 
Box- -Fonts-Merge and Wrap -Freeze Panes 

Conditional Formatting-Data Sorting-Ranges- 
graphics(insert shape-insert smart art-insert clip art- 

insert word art) 
Data Validations- Designing the structure ofa template- 

Sorting tables- multiple-level sorting 
AutoFilter - advanced filter options-Creating subtotals -

Multiple-level subtotals- data consolidation -

conditional formatting -MACRO'S. 

2 

6(2 theory+4 2 
practical) 

2.2 

6(2 theory +4 

practical 
2.3 2 

6(2 theory+4 
practical) 

2.4 2 

SUGGESTED READING 
1. Walkenbach, John Excel 2016 Bible, Wiley 

2. Winston, Wayne Microsoft Excel, Data Analysis and Business Modelling, PHI Learning Private 
Limited 

Teaching Methodology 
1. Theory and Practical sessions
2. Case studies 

Evaluation 

1.Practical Exam (80 marks) 
2. Viva Voce (20 marks) 
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GARR Quality irst 
Corporate office: No. 25, Dr. Radhakrishnan Salai, 

1 Floor, K.R. Ahamed Sha 
Office Complex, Mylapore, 

Chennai 600 004, India. 
Phone 7824008579

email: info@caddcentre.com CENTRE 

MEMORANDUM OF UNDERSTANDING 

01. Nov.18 

Is drawn between; 

To, 

The Department Of Commerce 

CMS College 

KOTTAYAM 

And 

Synergy School of business Skill (SSBS) a division of CADD Centre Training Services Pvt.Ltd 

Having its office at 

3 RD FLOOR 
ARAFA TOWER, NEAR SBT MAIN BRANCH 

TIRUNAKKARA MAIDAN 

KOTTAYAM 

686 001 

Whereas, 

ssBS, a division of CADD Centreis established to design and deliver a strategic mix of 

business related skills to host of organization and managers, such that they are able to bring 

improvements in their own work processes and in turn align with organization goals. 

CMS College and Synergy School of Business Shills have decided to partnertogether to 

deliver the course on DATA PROCESSING USING EXCEL 

CADD CENT, 

First Party Second Party 
KOTTAYAY 

481-32 

KOTTAYAM 
Arafa Tower, Near SBI Town Br., Thirunakkara Maidanam 

9207753666, 9207840777 | k.kottayam@caddcentre.com 



Broadly the role synergy school of business skills will include: 

For Students 

World class Course materials (prepared by synergy for its customers) 

Internationally recognizedCertificate. 
TACertifiedCorporateTrainer. 

For the institution: 

Certificate of association from synergy school of business skills. 

A link to the college website from our website www.synergysbs.co.in 

Permission to use SynergySBS logo as the skill development partner. 

CMS College is welcome to use Synergy SBSstrategically based on the need. 

Broadly the role will include: 

(As the program would be conducted atCMS College) 

Class room suitable to accommodate the participants. 

Projector, white board, marker andboard cleaner 
Adequate No of PC'S for the participants with the required software. 
Hardware engineer should be arranged, if encountered with any problem. 

Annexure A 

DATA PROCESSING USING EXCEL.(LIMITED FOR 55 STUDENTS) 

C.ADD CENTA, 

First Party Second Party KOTTAYA 

TTLAO4S1 











 






