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Program Objective
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To provide skills and knowledge of MS Excel tools to Perform basic functions of MS 
Excel, make pivot table, use lookup functions, enhance charts. Hence send the 
desired data and report to management.
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What is MS Excel?
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• Microsoft Excel (.xls file extension) is a spreadsheet developed by Microsoft and it 
can be using in different Operating systems like Microsoft Windows, iOS, Android 
etc... Excel tool is used for calculation, graphing tools, pivot tables, and a macro 
programming and data visualization. Microsoft excel is a familiar and most 
recommended tool for all industries from technical to management level.

• Microsoft Excel helps companies maximize the value of their data, helping to 
control costs more effectively and obtain business information.
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Why MS Excel?
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• Easy data entry and operations

• Accurate comparisons and analysis options

• Ready to use mathematical & logical formulas

• Allows graphical representation of data
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Scope of Study
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Basic Introduction of MS Excel

• Data entry

• Duplicate Value

• Addition/Sum

• Subtraction

• Multiplication

• Division

• Average

• Formatting

• Conditional Formatting

• Vlookup

Mathematical and logical functions like 
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Basic Introduction of MS Excel
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Data Entry
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Addition

8



Dabur Therapeutics 23-24 I Confidential, for internal circulation only 

Subtraction
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Multiplication
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Division
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Average
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Formatting
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Conditional Formatting
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Duplicate Value
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Vlookup Function
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Pivot Table
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Making Graphs & Charts
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will lead you Excel more
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Thank You
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