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. Course | Details
Sode - B
itle ﬁul_i_i Processing using Excel
Degree | B.Com
B:-unch(s}' - Finance =
Year/Semester 1/1
T‘yiw . Value added course
“Credits g
L‘E'?F?.l. Hours | 36 | Hours per week

| | _ Course Objectives S |
1 | To understand the application of MS Excel
2 To_pl'ocess 1h_t: data using Excel i
| co Expected Course Quicomes \ Cognitiﬁ'\ ];Sﬁ)\
No. | Upon completion of this course, “f'?e students will be able to: Level |- N 0.
1 | To understand the basic aspects of Excel. \ Ap 6 l
2 | To apply_lhe exc eT_n_p_bTi-:_?e_n_liun for database [ Ap 6 l

“CO-Course Outcome: Cognitive Level: R-Remember; U-Understanding; Ap-Apply; An-

Analyze; E-Evaluate; C-Create.
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Module Course Description Hrs 8 o
1.0 Excel — Introduction _ 12 1
T Spreadsheet basics -Creating, editing, saving and .
| ' printing spreadsheets -Formatting worksheets , Securing 4(2 theqry +2 1
1.1 & Protecting spreadsheets- Sheet Referencing-Linking practical)
Multiple Sheets, Consolidate worksheets :
“ Linking Between Word/ Excel/ Ppt - Customizing A0 theoer s 3
i - ksheet-translate : 1
1.2 common options in Excel- Email workshee practical)
worksheet -Insert ,select, moves and delete data




— . s
13 | Merge or Split Cells-auto fill data- rows and columns-
copy and paste-paste special-find and replace-special 4(2 theory +2 a
1
12

symbols- text alignment-AutoFormat- setting cell i

- ) -
- page setup- Print fealures . P praction
‘F __2.0 Database Use of Excel -

= 24 1

p 4% | | Insert, Modifying. Formatting Commands-Add Text l 6(2 theory + 4
[

\ l
Box- -Fonts-Merge and Wrap -Freeze Panes practical) . i{

Conditional Formatting-Data Sorting-R
: ' wl ks L‘ DI'IEES-
| graphics(insert shape-insert smart art-insert clip art- \ 6(2 theory + 4 l 2 \

B3
\‘ | insert word art) practical)
23 ] Data Validations- Designing the strueture of a emplate- | 6(2 theory + 4 9
L ‘I‘Eprung tables- multiple-level sorting practical
AutoFilter - advanced [ilter options- Creating subtotals - [ i
| 24 | Multiple-level subtotals- data consolidation - 6(2 thcqry 4 2 |
|| conditional formatting -MACRO’S. practical) |

SUGGESTED READING

1. Walkenbach, John Excel 2016 Bible, Wiley

2. Winston, Wayne M \crosoft Excel, Data Analysis and Business Modelling, PHI Leaming Private
Limited

Teaching Methodology
]. Theory and Practical sessions

2. Case studies
Evaluation

| Practical Exam (80 marks)
2. Viva Voce (20 marks)



DEPARTNIENT OF COMMERCE

value Added Course 0N Data Processing using Excel

A value added course on was conducted for the 2™ year students of B.Com during
the odd semester from January to February 2022. The course was of 36 hours duration,
with 22 hours of practical. A total of 51 students enrolled for the course and all of them
appeared for the written and practical exam. The course was offered with an objective to
make the students understand the application and processing of data using Excel. Upon the
completion of the cOUrse. the student was expected to have a basic knowledge about Excel
and apply Excel fora database. Through the evaluation, the basic knowledge of the students

on Excel and its appl ication was tested.
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Head of the Department
Department of Commerce
CMS College, Kottayam (Autonomous)
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