








AY 2020 Onwards

Hindi Vidya Prachar Samiti’s
RAMNIRANJAN JHUNJHUNWALA COLLEGE (AUTONOMOUS)

(Also known as R. J. College of Arts, Science & Commerce as per UGC Notification)

Affiliated to UNIVERSITY OF MUMBAI Il Recognized by UGC under 2f & 12B

NAAC Accredited ‘A GRADE’ with CGPA 3.50

CERTIFICATE
COURSE IN

Microsoft Excel —
Beginner
to

Advanced

www.rjcollege.edu.in
rjcollege@rjcollege.edu.in
+91 22 25151763

Opposite Railway Station, Ghatkopar (W),
Mumbai 400 086, Maharashtra, INDIA.

4o
o B [& [




CERTIFICATE COURSE IN ~ MICROSOFT EXCEL - BEGINNER TO ADVANCED

Hindi Vidya Prachar Samiti was incepted on the auspicious day of Shri Krishna
Janmashtami, 15th August 1938. A brain child of a visionary Late Shri Nandkishore
Singh Jairamji, samiti was established with the objectives of catering to the
educational needs of the Hindi speaking community. Ramniranjan Jhunjhunwala
College came into existence in 1963, enabling a larger section of the society to take

advantage of the facilities provided for higher education.

From 1999-2000 the College has added a number of self-financing courses like
B.M.S., B.B.l., B.Sc. in Computer Science, Information Technology, Biotechnology,
M.Sc. in Computer Science, Biotechnology and Information Technology as well as

add on courses, which further hone the special skills of the students.

The college has been reaccredited with ‘A’ Grade by NAAC in 2014 with a CGPA
3.50 and received the Best College Award (2007-2008) of the University of Mumbai.
The College has been bestowed with IMC “Ramkrishna Bajaj Performance

Excellence Trophy”, 2010.

The Principal of the college was awarded “Best Teacher” by Government of

Maharashtra in 2011.

Government of Maharashtra conferred the college with “JAAGAR
JAANIVANCHA” (First in Mumbai Suburban- in 2013 and Second in Mumbai

Suburban- in 2014) for safety of girls.

ourse Code:

uration:
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o The learners would be familiar with the spreadsheet interface.

. The learners would be able to use various excel functions to
carry out their assigned task more efficiently and productively.

. The learners would be able to do Data Analysis on excel.

. The learners would be able to perform financial functions and l

to undertake intense qualitative analysis.

3 To impart knowledge to students to use MS Excel for their
employability and career prospects whilst also being a useful tool to

analyze data in everyday life.

o To make learners vital to the organization by being more efficient,

better educated, and better skilled in their job functions.
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Unit |

Unit |

Unit |

Unit IV

Basics:

Learn essentials of Excel — using ribbons, navigating through
Excel user interface, creating worksheets & workbooks from
scratch as well as from templates, keyboard shortcuts,
clipboard, formatting cells, creating range, formulas, using
Find & Select function, data validation, page setup and print
options, sharing Excel data with Word documents and other
files, encryption of an excel file.

Functions:

Learn using various popular Excel functions and techniques
in your calculations and to identify and troubleshoot
common errors - Count and Sum; logical & text functions;
Cell References, Date & Time, Text strings, Lookup &
Reference, Round functions, Formula errors

Data Analysis:

Learn to manage data sets, - sort, filter, concatenate, remove
duplicates, consolidate, validate, conditional formatting,
tables & charts, pivot table; Data Tables, Goal Seek, and
Solver to perform and solve "what-if" analyses.

Financial Tools:

Learn to implement financial calculations in Excel — FV,
FVSCHEDULE, PV, NPV, XNPV, PMT, NPER, RATE, EFFECT,
NOMINAL, SLN;

Solver - an add-in that allows you to get an optimum
solution when there are many variables and constraints.

EVALUATION

Continuous Evaluation with test/assignments at the end of the units

PASSING

MARKS

WHO SHOULD DO
Any Student IT?












	baf.PDF (p.1-4)
	1.-Certificate-Course-in-Microsoft-Excel-Beginner-to-Advanced.pdf (p.5-7)
	baf.pdf (p.8)
	COM BAF.PDF (p.9-10)

