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(8) (PR S : i.  To orient the participants about the use of MS excel in
accounts; budget, billing and other areas; and
il.  To strengthen capability on data analysis.
(@) Aropyfe : *  Excel Menu, Icon & Options;

* Formatting, Conditional Formatting;

e Sort, Filter & Data Validation:

*  Mathematical Functions & Logical F unctions;
e Statistical & Text Functions;

*  Co-relation and regression analysis;

® Database Functions, Date and Time Functions;
e  Charts to Present Data Visually;

*  Protecting and Sharing the work book:

e Proofing and Printing;

* Analyze Data Using PivotTables and Pivot Charts:
* Import data from external data sources:

* Handling Data Source Errors;

e  Use Macros to Automate Tasks;
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