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College/Institute/Centre: Management & Technology 

        

     Department of: Business Information Systems
Session Plan
Section
	Course Particulars

	
	

	#:S121 ………..
	Title: Management Information System ……….… 


	Session Particulars

	
	
	

	#: …1…
	Title: Introduction to MS Excel
	Hrs: 2


	Learning Outcomes / Abilities Gained

	#
	Outcome Description

	1
	Creating and opening a new Work Books

	2
	Defining the cells, rows, columns

	3
	Deleting row and columns

	4
	Inserting a new row and column

	5
	Update row and columns
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	#: …2…
	Title: Formatting
	Hrs: 2


	Learning Outcomes / Abilities Gained

	#
	Outcome Description

	1
	Insert a new worksheet

	2
	Delete worksheet

	3
	Rename worksheet

	4
	Move or copy sheet
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	#: …3…
	Title: Formatting (Cont.)

	Hrs: 2


	Learning Outcomes / Abilities Gained

	#
	Outcome Description

	1
	Entering and selecting data

	2
	Copying and moving data

	3
	Filtering and sorting data

	4
	Edit cell content

	5
	Undo and redo action

	6
	Find and replace

	7
	Create a list
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	#: …4…
	Title: Functions  
	Hrs: 2


	Learning Outcomes / Abilities Gained

	#
	Outcome Description

	1
	Creating functions

	2
	Delete a function 

	3
	Move or copy formula

	4
	Select cells that contain formulas

	5
	Common formulas

	6
	Math Formulas(Sum, Count, Average,)
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	Session Particulars

	
	
	

	#: …5…
	Title: Functions (Cont,) 
	Hrs: 2


	Learning Outcomes / Abilities Gained

	#
	Outcome Description

	1
	Common Functions

	2
	If condition function

	3
	Lookup function

	4
	Different types of lookup functions

	5
	Count if function
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	#: …6…
	Title: Case Study
	Hrs: 2


	Learning Outcomes / Abilities Gained

	#
	Outcome Description

	1
	Discussing and understanding the case study

	2
	Solving the case
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	#: …7…
	Title: Lab Quiz  
	Hrs: 2


	Learning Outcomes / Abilities Gained

	#
	Outcome Description

	1
	Quiz
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	Session Particulars

	
	
	

	#: …8…
	Title: Charts  
	Hrs: 2


	Learning Outcomes / Abilities Gained

	#
	Outcome Description

	1
	Creating a chart

	2
	Sharing and deleting chart

	3
	Select different chart type

	4
	Select a chart item

	5
	Set up chart for printing
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	Session Particulars

	
	
	

	#: …9…
	Title: Charts (Cont.)
	Hrs: 2


	Learning Outcomes / Abilities Gained

	#
	Outcome Description

	1
	Adding data to a chart

	2
	Change values in a chart

	3
	Change the cell range the chart is based on 

	4
	Control the display of hidden worksheet data in a chart

	5
	Delete a data from a chart

	6
	Format numbers in a chart like numbers on the worksheet

	7
	Pull out slices in pie in charts

	8
	Reverse the plotting order of categories, values or series
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	Session Particulars

	
	
	

	#: …10…
	Title: Goal Seek
	Hrs: 2


	Learning Outcomes / Abilities Gained

	#
	Outcome Description

	1
	What is goal seek?

	2
	Steps to create goal seek

	3
	How to modify data based on goal seek?

	4
	Working with an example
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	Session Particulars

	
	
	

	#: …11…
	Title: Solver
	Hrs: 2


	Learning Outcomes / Abilities Gained

	#
	Outcome Description

	1
	What is a solver?

	2
	Difference between goal seek and solver

	3
	Steps to create a solver

	4
	Modifying conditions in solver

	5
	Working with an example
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	Session Particulars

	
	
	

	#: …12…
	Title: Validation
	Hrs: 2


	Learning Outcomes / Abilities Gained

	#
	Outcome Description

	1
	What is validation?

	2
	How to validate the data?

	3
	Different types of validation

	4
	Creating and modifying validation rules

	5
	Removing a validation rule

	6
	Working with an example
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	Course Particulars

	
	

	#:S121 ………..
	Title: Management Information System ……….… 


	Session Particulars

	
	
	

	#: …13…
	Title: Pivot Charts
	Hrs: 2


	Learning Outcomes / Abilities Gained

	#
	Outcome Description

	1
	Create a chart from data in a pivot chart

	2
	Change a pivot chart report to a static chart

	3
	Select different source data for a pivot table or pivot chart report

	4
	Ways to customize pivot table report

	5
	Change the layout of pivot chart report

	6
	Format a pivot table report

	7
	Display a different page in a pivot table or pivot chart page field

	8
	Print a pivot table report
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	Session Particulars

	
	
	

	#: …14 …
	Title: Case Study  
	Hrs: 2


	Learning Outcomes / Abilities Gained

	#
	Outcome Description

	1
	Discussing and understanding the case study

	2
	Solving the case
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	#: …15…
	Title: Final Exam
	Hrs: 2


	Learning Outcomes / Abilities Gained

	#
	Outcome Description

	1
	Exam
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