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TECNIA INSTITUTE OF ADVANCED STUDIES 
NAAC ACCREDITED GRADE .,,.A,. INSTITUTE 

Approved by AICTE, Ministry of Education. Govt. of Ind IA, Affiliated to OGSIP Unlvonlty 
R~ognlzed Under Soc. 2(f) of UOC Act 1956 

INSTITUTIONAL AREA MADHUBAN CHOW~ROHINI,DELHI 110085 
Tel:91•11•27S:SS1U•24, E•Mall: dkeaordH•tecn&a.lft. Webeate: www.deeN.tMftlaJft 

Department of Management Sciences 
(Session: 2019-20) 

Ref: TIAS/2019-20/BBA/ ACAD/VAC/101 Dated:13/11/2019 

(Batch-1) 

Value Added Course: Certificate Course In Advanced Excel Status as on date: 13/11/2019 

This is to certify that the course module for Value Added Course titled Certificate Course in Advanced 
Excel scheduled from 22.07.19 to 13.11.19 comprising of 30 Hours deliverance has been completed by 
the resource person Dr. Sandeep Kumar, Faculties in Department of Management Sciences with the 
module contents as under:-

S.No. Contents Deliverance Learning Outcomes 
1 Introduction (3 hours) Understand basics concept of Advanced excel 

2 Working with Functions (4 hours) Apply advanced functions and productivity tools 
to assist in developing worksheets 

3 Data Validations (3 hours) Describe the valid range of values for a cell" and 
custom validations 

4 Working with Templates (3 hours) Learn the ·ability to l:JSe the hyperlinks to move 
around worksheets 

s Sorting and Filtering Data (3 hours) Learn about sorting tables and filtering of data 
' 

6 Working with Reports (3 hours) Understand consolidation to summaries and 
. report results from multiple worksheets 

7 Creating Pivot tables (5 hours) Able to manipulate data lists using Outline, Auto 
filter and PivotTables 

-

8 Data Visualization using excel (4 hours) Learn about visualization of data using charts, 
graphs, bar charts etc. 

9 New Features Of Excel (2 hours) Able to record repetitive tasks by creating Macros 

All the above contents are delivered to the best of my knowledg~ a·nd belief ~nd nothing is w_ithheld. 

' Signature o~urce Pers n • 
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TECNIA INSTITUTE OF ADVANCED STUDIES. /S:.\ AJ!t Q) 
NAAC ACCREoneo GRADE 'AA# INSTITUTE 'A '1so \~ 

Approvect by AICTE, Mlnl1try of Education. Govt. of lndla, AfflUated to OOSIP Untv•,-lty EGA C 

Recognized Under Sec. 2(f) of UOC Act 1956 A«rcd1ted 21001:2011 S1001:l018 

INSTITUTIONAL AREA MADHUBAN CHOWK,ROHINI,DELHI 110085 Qlli.:i~"ir~ =::-~--:.": f-.--

Tel:tt•u-21sss1u-2•, f•Mall : ctlreciort1 .. ~a.._ Weblfte: www.dapo.titcft1a.1ft "f..1::=1 

Student's Declaration 

We would like to declare, that the course module for Value Added Course titled Certificate Course in 

Advanced Excel scheduled from 22.07 .19 to 13.11.19 comprising of 30 Hours deliverance has been 

completed by the resource person Dr. Sandeep Kumar, Faculties in Department of Management 

Sciences to our satisfaction and is able to help in developing our domain knowledge and capacity 

ouilding. 
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TECNIA INSnTUTE OF AD)'~NCED STUDIES 
NAAC ACCREDITED GRADE A INSTITUTE 

Approved by AICTE, Ministry of Education. Govt. of lndl•, Affllllted to GGSIP Unlvetnlty 
Recognlred Under sec. 2(f) of UOC Act 1956 S INSTITUTIONAL AREA MADHUBAN CHOWK,ROHINI,DELHI 11008 

Tel:H•U•27SS5121•24, t-•Maff : dlredll>ltlwOtacnla.lft. W.Wt•! www.de1H•teenla.lt1 

Department of Management Sciences 
(Session: 2019-20) 

Ref: TIAS/2019-20/BBA/ ACAD/VAC/101 Dated:13/11/2019 

(Batch-2) 

Value Added Course: Certificate Course in Advanced Excel Status as on date: 13/11/2019 

This is to certify that the course module for Value Added Course titled Certificate Course in Advanced 
Excel scheduled from 22.07.19 to 13.11.19 comprising of 30 Hours deliverance has been completed by 
the resource person Ms. Alka Batra Faculties in Department of Management Sciences with the module 
rontents as under: -

S.No. Contents Deliverance . Learning Outcomes 
1 Introduction (3 hours) Understand basics concept of Advanced excel 

2 Working with Functions (4 hours) Apply advanced functions and productivity tools 
to assist in developing worksheets 

3 Data Validations (3 hours) Describe the valid range of values for a cell and 
.custom validations 

4 Working with Templates (3 hours) Learn the ability to use the hyperlinks to move 
around worksheets 

" Sorting and Filtering Data (3 hours) Learn about sorting tables and filtering of data 

6 Working with Reports (3 hours) Understand consolidation to summaries and 
report results from multiple worksheets 

7 Creating Pivot tables (S hours) Able to manipulate data lists using Outline, Auto 
filter and PivotTables 

8 Data Visualization using excel (4 hours) Learn about visualizr;Jtion of data using charts, 
graphs, bar charts etc. 

9 New Features Of Excel (2 hours) Able to record repetitive tasks by creating Macros 

All the above contents are delivered to the best of my knowledge and belief and nothing is withheld. 

Signature o Reso erson 
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Name of Resource Person: 
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___ TECNIA INSTITUTE OF ADVANCED STUDIES 
NAAC ACCREDffED GRADE •A• INSTITUTE 

Approved by AICTE, Ministry of Education. Oovt. of India, Affiliated to OOSIP Unlveralty 

Recognized Under Sec. 2(f) of UOC Act 1956 

INSTITUTIONAL AREA MADHUBAN CHOWK,ROHINI,DELHI 110085 
Tel:tl•U·21SSSl2l•24, f•MMI: dlnldotttHetecftle.hl, W.wt.: www,datN,laeflla.111 

Student's Declaration 

We would like to declare, that the course module for Value Added Course titled Certificate Course in 

Advanced Excel scheduled from 22.07 .19 to 13.11.19 comprising of 30 Hours deliverance has been 

completed by the resource person Ms Alka Batra, Faculties in Department of Management' Sciences to 

our satisfaction and is able to help in developing our domain ·knowledge and capacity building. 
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: TECNIA INSTITUTE OF ADVANCED STUDIES 
NAAC ACCREDITED GRADE "'A,. INSTITUTE 

Approved by AICTE, Mlnl•t,y of Education. Govt. of Ind la, Affiliated to OOSIP Unlvetsltv 
Recognized Under Sec. 2(1) of UGC Act 195' 

INSTITUTIONAL AREA MADHUBAN CHOWK,ROHINl,DELHI 110085 
TeU1·11·2755Sl21•24, t•Mall: dl~la.lft, W.Wte: www.dMN-tecftia,ln 

· Department of Management Sciences 
(Session: 2019-20) 

Ref: TIAS/2019-20/BBA/ ACAD/VAC/101 .Dated:13/11/2019 

(Batch-3) 

Value Added Course: Certificate Course in Advanced Excel Status as on date:· _13/11/2019 

This is to certify that the course module for Value Added Course titled Certificate Course in Advanced 

s Excel scheduled from 22.07.19 to 13.11.19 comprising o_f 30 Hours deliverance has been completed by· 

the resource person Ms. lndu Sharma, Faculties in Department of Management Sciences with the 

module contents as under:-

S.No. Contents Deliverance Learning Outcomes 
1 Introduction (3 hours) Understand basics concept of Advanced excel 

2 Working with Functions (4 hours) Apply advanced functions and pr?ductivity tools 
to assist in developing worksheets 

3 Data Validations (3 hours) Describe the valid range of values for a cell and 
custom validations 

4 Working with Templates (3 hours) Learn the ability to use the hyperlinks to move 
around worksheets 

5 Sorting and Filtering Data (3 hours) Learn abou·t sorting tables and filtering· of data 

:6 Working with Reports (3 hours) Understand consolidation to summaries and· 
report results from multiple worksheets 

-7 Creating Pivot tables (5 hours) Able to manipulate data lists using Outline, Auto 
filter and PivotTables 

8 Data Visualization using excel (4 hours) • Learn about visualization of data using charts, 
graphs, bar charts etc. 

9 New Features Of Excel (2 hours) Able to record repetitive tasks by er.eating Macros 

All the above contents are delivered to the-best of my knowledge and belief and nothing is withheld. 

Signature o es 

Ms• !Jnclv ~fl'V1, 
Name of Resource Person: 
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TECNIA INSTITUTE OF ADVANCED STUDIES 
NAAC ACCREDITED GRADE ,.A,, INSTITUTE 

Approved by AICTE, Ministry of Education. Govt. of India, AfflUated to OOSIP University 
Re<:ogntzed Under Sec. 2(f) of UOC Act 1956 

INSTITUTIONAL AREA MADHUBAN CHOWK,ROHINI,DELHI 110085 
Tel:lt•U•21SSSlU•J4, t•Mall: dh'~~.lft, W.Wt•: www.da-.9.t.cftle.lft 

Student's Declaration 
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We would like to declare, that the course module for Value Added Course titled Certificate Course in 
Advanced Excel scheduled from 22.07.19 to 13.11.19 comprising of 30 Hours deliverance has been 
completed by the resource person Ms. lndu Sharma, Faculties in Department of Management Sciences 
to our satisfaction and is able t_o help in developing our domain knowledge and capacity building. 

S.No Enrollment No Name Signature . 
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TECNIA INSTITUTE OF ADVANCED STUDIES NAAC ACCREDITED GRADE "'A" INSTITUTE Approved by AICTE, Ministry of Education. Govt. of lndla, Affiliated to OOSIP University Recognized Under Sec. 2(f) of UGC Act 1956 INSTITUTIONAL AREA MADHUBAN CHOWK,ROHINl,DELHI 110085 Tel:H•U·21S.SSUl•24, f•Man: dlredof1iesOtKftla.l,-. W.a.k•: www.de1Pf.tMnla,lfl 

Department of Management Sciences 
(Session: 2019-20) 

Ref: TIAS/2019-20/BBA/ ACAD/VAC/101 Dated:13/11/2019 

(Batch-4) 

Value Added Course: Certificate Course in Advanced Excel Status as on date: 13/11/2019 

This is to certify that the course module for Value Added Course titled Certificate Course in Advanced Excel scheduled from 22.07.19 to 13.11.19 comprising of 30 Hours deliverance has been completed by the resource person Dr. Deepak, Faculties in Department of Management Sciences with the module contents as under:-

S.No. Contents Deliverance Learning Outcomes 1 Introduction (3 hours) Understand basics concept of Advanced excel 
2 Working with Functions (4 hours) Apply advanced functions and productivity tools 

to assist in developing worksheets 
3 Data Validations (3 hours) Describe the valid range of values for a cell and 

custom validations 
4 Working with Templates (3 hours) Learn the ability to use the hyperlinks to move 

around worksheets 
5 Sorting and Filtering Data (3 hours) Learn about sorting tables and filtering of data 

6 Working with Reports (3 hours) Understand consolidation to summaries and 
report results from multiple worksheets 

7 Creating Pivot tables (5 hours) Able to manipulate data lists using Outline, Auto 
filter and PivotTables 

8 Data Visualization using excel (4 hours) Learn about visualization of data using charts, 
graphs, bar charts etc. 

9 New Features Of Excel (2 hours) Able to record repetitive tasks by creating Macros 

All the above contents are delivered to the best of my knowledge and belief.and nothing is withheld. 

Signa~--ersoo 
Irv, f')t..(l'lf)qK t~~, '"Name orResburce Person: , 

Dated: ~J/ h /'u)t} 
Submitted to HoD;_ 
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TECNIA INSTITUTE OF ADVANCED STUDIES 
NAAC ACCREDITED GRADE 'f/&A,, INSTITUTE 

Approved by AICTE, Ministry of Education. Govt. of India, Affiliated to OGSIP University 
Recognized Under Sec. 2(f) of UOC Act 1956 

INSTITUTIONAL AREA MADHUBAN CHOWK,ROHINI,DELHI 110085 
T.a:t1·U•27SSS121·24, l•MaH: cttrectorda1...,._IA, Wellelte: www.tleepg,l9cllla.lft 

Student's Declaration 

We would like to declare, that the course module for Value Added Course titled Certificate Course in 
Advanced Excel scheduled from 22.07.19 to 13.11.19 comprising of 30 Hours deliverance has been 
completed by the resource person Dr. Deepak, Faculties in Department of Management Sciences to our 
satisfaction and is able to help in developing our domain knowledge and capacity building. 
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