
MIS & ADVANCED EXCEL

Excel Introduction
Excel Interface
Basic spreadsheet concepts 
Various selection & Navigation techniques 
Shortcut Keys 
Font formatting
Number formatting
Table formatting
Customizing the Ribbon
Using and Customizing AutoCorrect 
Changing Excel’s Default Options
Paste Special Functions

Mathematical and Statistical Functions
SUM, SUMIF,SUMIFS, SUBTOTAL
AVERAGE, AVERAGEIF, AVERAGEIFS
MIN, MINA, MINIFS, MAX, MAXA, 
MAXIFS, SMALL, LARGE, RANK,
FREQUENCY, COUNT, COUNTA,
COUNTBLANK, COUNTIF, COUNTIFS,
ABS, Product Name Manager, Formula
Auditing, Power, Round, Roundup,
Rounddown, MOD, Mode, Floor, Ceiling ,
Sumproduct

Protecting Excel or Workbook
Workbook Protection
Range Protection
File Protection

TEXT Functions

Upper, Lower, Proper, Left, Mid, Right,
Trim, Clean, Ceiling, Len, Dollar,
Concatenate, Exact, INT, Concatenate
Find, Text, Substitute, Floor, TEXTJOIN,
TEXTAFTER, TEXTBEFORE, TEXTSPLIT,
VALUETOTEXT

DATE & TIME Functions

Today, Now, Day, Weeknum, Month,
Year, Date, Edate, Datedif, DateAdd ,
EOMonth, Weekday, Workday,
Datevalue, TimeValue, YearFrac

Sorting & Filtering
Advance Sorting 
Auto Filter
Advanced Filter

Printing Workbooks
Setting Up Print Area 
Customizing Headers & Footers 
Designing the structure of a template 
Print Titles –Repeat Rows / Columns 

Formatting and Proofing
Number Formating
Custom Formating 
Formatting Cells with Format Painter, 
Font formats, Alignment, Borders, etc. 
CUSTOM FORMATTING
CONDITIONAL FORMATTING
CUSTOMIZED CONDITIONAL FORMATTING

Formula Reference
Relative
Absolute
Mixed

Logical & Error Functions
IF, Nested IF, AND, OR, NOT
Complex IF and OR Functions
IFERROR, ISBLANK, ISERROR, IFNA

WORKGROUP COLLABORATIONS

PRINGTING, PROTECTING, SHARING
FORMULA AUDITING, CTRL+G
NAMING RANGE, HYPERLINK

SUMMARIZING DATA

SUBTOTAL
TEXT TO COLUMN
FLASH FILL
Grouping and Filtering Data
Using Multiple Levels of Subtotals
Conditional Summarization

Module 1 Module 2



DATA ANYLYSIS TOOL
IMPORTING DATA
HYPERLINK , DATA CONSOLIDATION
GOAL SEEK , SOLVER TOOL
FINANCIAL FUNCTION - PMT, IPMT, PPMT, FV
SCENARIO MANAGER , DATA TABLES

Data Validation
Number, Date & Time Validation
Text and List Validation 
Custom validations based on formula for a cell 
Dynamic Dropdown List Creation using Data
Validation – Dependency List 

Lookup Functions
Simple Lookup, Vlookup, Double Vlookup, 
Hlookup, Multiple Lookup Values,
Reverse Lookup through Index and Match
Creating Smooth User Interface Using Lookup 
Nested Vlookup 
Reverse Lookup using Choose Function
Worksheet linking using Indirect 
Vlookup with Helper Column
Lookup Data through Index & Match
Lookup with multiple Sources
ONE WAY, TWO WAY, THREE WAY LOOKUP

PIVOT TABLE
Creating Simple Pivot Tables, Creating Pivot
Tables from Multiple Ranges
Basic and Advanced Value Field Setting
Classic Pivot table , Choosing Field 
Filtering PivotTables, Modifying PivotTable
Data 
Grouping based on numbers and Dates 
Calculated Field & Calculated Items 
GROUPING AND PIVOT CHARTS
VALUE FIELD SETTINGS
SHOW VALUES AS
CALCULATED FIELDS, CALCULATED ITEMS
SLICERS, FILTERS, AND TIMELINES
GETPIVOTDATA FUNCTION, 
MULTIPLE SLICERS WITH PIVOT TABLES,
MANY PIVOTTABLES BASED ON A FILTER

Charts & Slicers
Various Charts i.e. Bar Charts / Pie Charts /
Line Charts etc.
Using SLICERS, Filter data with Slicers 
Manage Primary and Secondary Axis 
Advanced Chart Customization

Excel Dashboards
Planning a Dashboard 
Adding Tables and Charts to Dashboard 
Adding Dynamic Contents to Dashboard
Adding Trackers data to Dashboard 

Data Compilation
Merge Worksheets using Macro
Merge multiple excel files into one sheet
Split worksheets using VBA filters
Copy Worksheet from multiple sources
Worksheet / Workbook Operations

Data Cleaning & Transformation
Formulas for Data Filtration
Remove Duplicates
Remove Errors or Blank Cells
Sorting & Filtering

ADVANCED ARRAY FUNCTIONS
ARRAYS (USING CTRL+SHIFT+ENTER)
ADVANCED USE OF FORMULAS WITH ARRAY
SUMPRODUCT & AGGREGATE FUNCTION

Data Consolidation
Manual Consolidation
Automated Consolidation
Consolidation through Pivot Tables
Using Consolidate Tool

Google Forms/Sheets
Creating a Google Form
Form Settings, Layout and Design
Themes and Templates
Google Form Add-ons
Form Security and Privacy
Exporting and Importing Forms
Form Linking through google sheet
Introduction to Google Sheets
Basic Formulas, Charts and Graphs
Importing External Data & Data Validation
Google Sheets Add-ons

Module 3

Module 4

Module 5

Module 6

Trackers Templates, & PPT Making
Attendance Report, Sale Report
Financial Report, Business P&L Reports
Inventory Reports, FTD, MTD, YTD Reports.
PPT Making, MS Word Templates & Trackers


