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Topic                                      :  MS Excel
Date                                       : 25-09-2020
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Resource Person                   :  Dr. Soumik Ray
Mode                                      : Online

The session was addressed by Dr. Soumik Ray, Assistant professor, Agricultural Statistics
The session started with discussion of the features of Excel and to input data in excel, the session
briefed on the usage of excel for the staff to increase the work efficiency of the administrative
staff.

● Open Excel Starter and take a look around
● Create a new workbook
● Save a workbook
● Enter data
● Make it look right
● Copy, move, or delete data
● Change the order
● Filter out extra information
● Calculate data with formulas
● Chart your data
● Share, using e-mail or the Web

Objective: To Learn
Saving of file ,Cell formatting, Alignment, Insert cell, row, column, Adjusting height, width,
wrap text, Autofill, cut, copy, paste, Sort and filter, Formulas: sum, count, average, if functions
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