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                      Training on Mastering in Excel Spreadsheets 

PROGRAMME SCHEDULE 

Day 1 - 22nd March 2021 

PRAYER                                              MS. KARONA , ASST. LIBRARIAN 

WELCOME ADDRESS MR. DANIEL FELIX JOSEPH CHALKE 

FELICITATION DR. FATIMA VASANTH, ACADEMIC 

DIRECTOR 

TRAINING BY MS. SANGEETHA, MS.SRIVAISHNAVI, MR. 

DANIEL CHALKE AND MR. SABAPATHI        

VOTE OF THANKS MS. SRIVAISHNAVI 

Day 2 - 23rd March 2021 

TOPIC                 USING BUILT-IN FUNCTIONS IN EXCEL 

Day 3 - 24th March 2021 

TOPIC          USING USER-DEFINED FUNCTIONS IN 

EXCEL 

Day 4 - 25th March 2021 

TOPIC                            CREATING HYPERLINKS 

Day 5 - 26th March 2021 

PRAYER                                              MS. SARAMMA 

WELCOME ADDRESS MS. SRIVAISHNAVI, IQAC ADDITIONAL 

COORDINATOR 

FELICITATION DR. USHA GEORGE, PRINCIPAL 

VOTE OF THANKS MR. SABAPATHI 

 



 

 

NAAC – AQAR                 6.3.3 Training Programmes 

                         2020-2021 6.3 Faculty Empowerment Strategies  

Training Report 

Month of March 

 

 

 

TRAINING ON MASTERING IN EXCEL 
SPREADSHEETS 

 

Date: 22/03/2021 to 26/03/2021 

Time: 2.00.pm to 3.00 p.m 

Venue: COMPUTER LAB, A - BLOCK 
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OBJECTIVE:  

To Enable the Admin Staff to Know About Excel Spreadsheets so that their data operation work 

may be facilitated. 

Report 

  Training on Mastering in Excel Spreadsheets  for the Admin staff of our Patrician Arts and  

Science College was held from 22nd Mar 2021 to 26th Mar 2021. This training was about  

`Mastering in Excel Spreadsheets’ and  it was conducted in the Computer Lab, A-Block at 2.00 

p.m to 3.00 p.m. 

Day 1 

       The training started with the prayer of Miss. KARONA, THE ASST. LIBRARIAN 

and followed by PROF. DANIEL FELIX JOSEPH CHALKE (IQAC COORDINATOR), 

welcomed the gathering. Then Academic Director of this Institution Dr. FATIMA VASANTH 

felicitated the program and wished the admin staff and their interest in practical learning. The 

session initiated by Mrs. Sangeetha and the team of faculty provided the training on how to 

access the Google Spreadsheets in ease. In which, it enabled our admin staff to understand it 

much better. Finally Mrs. Sri Vaishnavi , IQAC Additional Co-ordinator proposed the vote of 

thanks. 

Day 2 

 On the second day of Mastering in Excel Spreadsheets start with how to use built-in 

functions in excel and performing sorting, filtering, searching and replacing were demonstrated 

and given practical training to all the admin staff. 

Day 3 

 Session started with how to create user-defined functions in excel and how to use 

shortcuts for accessing it, were explained deeply.  

Day 4 

 Fourth day of the training program initiated with how to create hyperlinks and accessing 

options were detailed. 

Day 5 

  At the end of the session the admin staff were done with some programs as case study 

and given their valuable feedback about the five days training on “Mastering in Excel 

Spreadsheets”. 
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Topics Covered in Training 

SNO TOPICS 

1 Creation of new spreadsheets 

2 Edit and Format a spreadsheets 

3 Use formulas and functions in a spreadsheets 

4 Using built-in functions in excel 

5 Using user-defined functions in excel 

6 Creating Hyperlinks 

7 How to sort, filter, find and replace data in excel 

8 File formats 
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Creation of new EXCEL spreadsheets 
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Edit and Format EXCEL spreadsheets 
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Use formulas and functions in a spreadsheets 
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Using user-defined functions in excel 
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Creating Hyperlinks 
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How to sort, filter, find and replace data in excel 
 

 

 

 

 

 


