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THE DEPARTMENT OF JKC 

DEPARTMENTAL MINUTES 

         Date: 10-03-2022 

 The JKC  meeting is held on 10-03-2022 at JKC Lab and topics mentioned in the agenda 

came up for discussion.  

Agenda 

1) To run the JKC Special Batch Training Certificate Course for the final Year students of 

2021-2022 Academic year. 

2) To Enroll the Non-Computer students for M.S. Excel Courses. 

3) To introduce the syllabus. 

4) To create awareness on M.S. Excel Certificate Courses. 

5) To distribution of M.S. Excel Certificates for Courses completed students. 

 

 

Discussion 

 The topics mentioned in the agenda are discussed in a detailed manner and the faculty 

unanimously have approved items in the agenda. Later the following resolutions have been 

passed.  

Resolutions 

1) It is resolved to JKC Special Batch training Certificate Courses for the Final Year students 

of 2021-2022 Academic year. 

2) It is resolved to create awareness on M.S. Excel. Certificate Courses    

3) It is resolved to involve the students in Regular JKC Training Programme. 

4) To Enroll the final year students for next JKC Batch. 

5) It is resolved to Certificates for Course completed students. 

 

 

 



 

Syllabus: 

Microsoft - Excel  

Manage Workbook Options and Settings 

1) Create Worksheets and Workbooks 

▪ Create a workbook 

▪ Import data from a delimited text file 

▪ Add a worksheet to an existing workbook 

▪ Copy and move a worksheet 

 

2) Navigate in Worksheets and Workbooks 

▪ Search for data within a workbook 

▪ Navigate to a named cell, range, or workbook element 

▪ Insert and remove hyperlinks 

 

3) Format Worksheets and Workbooks 

▪ Change worksheet tab color 

▪ Rename a worksheet 

▪ Change worksheet order 

▪ Insert and delete columns or rows 

▪ Change workbook themes 

▪ Adjust row height and column width 

▪ Insert headers and footers 

 

4) Customize Options and Views for Worksheets and Workbooks 

▪ Hide or unhide worksheets 

▪ Hide or unhide columns and rows 

▪ Customize the Quick Access toolbar 

▪ Modify document properties 

▪ Display formulas 

 

5) Configure Worksheets and Workbooks for Distribution 

▪ Inspect a workbook for hidden properties or personal information 

▪ Inspect a workbook for accessibility issues 

▪ Inspect a workbook for compatibility issues 

 



6) Apply Custom Data Formats and Validation 

▪ Create custom number formats 

▪ Populate cells by using advanced Fill Series options 

▪ Configure data validation 

 

 

 

 

7) Apply Advanced Conditional Formatting and Filtering 

▪ Create custom conditional formatting rules 

▪ Create conditional formatting rules that use formulas 

▪ Manage conditional formatting rules 

 

8) Create and Modify Custom Workbook Elements 

▪ Create and modify simple macros 

▪ Insert and configure form controls 
 

Create Tables 

9) Create and Manage Tables 

▪ Create an Excel table from a cell range 

▪ Convert a table to a cell range 

▪ Add or remove table rows and columns 

 

10) Manage Table Styles and Options 

▪ Apply styles to tables 

▪ Configure table style options 

▪ Insert total rows 

 

11) Filter and Sort a Table 

▪ Filter records 

▪ Sort data by multiple columns 

▪ Change sort order 

▪ Remove duplicate records 

 

Perform Operations with Formulas and Functions 

12) Summarize Data by using Functions 



▪ Insert references 

▪ Perform calculations by using the SUM function 

▪ Perform calculations by using MIN and MAX functions 

 

▪ Perform calculations by using the COUNT function 

▪ Perform calculations by using the AVERAGE function 

 

13) Perform Conditional Operations by using Functions 

▪ Perform logical operations by using the IF function 

▪ Perform logical operations by using the SUMIF function 

▪ Perform logical operations by using the AVERAGEIF function 

▪ Perform statistical operations by using the COUNTIF function 

 

14) Format and Modify Text by using Functions 

▪ Format text by using RIGHT, LEFT, and MID functions 

▪ Format text by using UPPER, LOWER, and PROPER functions 

▪ Format text by using the CONCATENATE function 

Create Charts and Objects 

15) Create Charts 

➢ Create a new chart 

➢ Add additional data series 

➢ Switch between rows and columns in source data 

➢ Analyze data by using Quick Analysis 

 

16) Format Charts 

➢ Resize charts 

➢ Add and modify chart elements 

➢ Apply chart layouts and styles 

➢ Move charts to a chart sheet 

 

17) Insert and Format Objects 

➢ Insert text boxes and shapes 

➢ Insert images 

➢ Modify object properties 

➢ Add alternative text to objects for accessibility 

 



 

 

Manage Workbook Options and Settings 

18) Manage Workbooks 

➢ Save a workbook as a template 

➢ Enable macros in a workbook 

➢ Display hidden ribbon tabs 

 

19) Manage Workbook Review Restrict editing 

➢ Protect a worksheet 

➢ Configure formula calculation options 

➢ Protect workbook structure 

➢ Manage workbook versions 

➢ Encrypt a workbook with a password 

 

Apply Custom Data Formats and Layouts 

20) Apply Custom Data Formats and Validation 

➢ Create custom number formats 

➢ Populate cells by using advanced Fill Series options 

➢ Configure data validation 

 

21) Apply Advanced Conditional Formatting and Filtering 

➢ Create custom conditional formatting rules 

➢ Create conditional formatting rules that use formulas 

➢ Manage conditional formatting rules 

 

22) Create and Modify Custom Workbook Elements 

➢ Create custom color formats 

➢ Create and modify cell styles 

➢ Create and modify custom themes 

➢ Create and modify simple macros 

➢ Insert and configure form controls 

 

 

 



 

23) Prepare a Workbook for Internationalization 

➢ Display data in multiple international formats 

➢ Apply international currency formats 

➢ Manage multiple options for +Body and +Heading fonts 

 

Create Advanced Formulas 

24) Apply Functions in Formulas 

➢ Perform logical operations by using AND, OR, and NOT functions 

➢ Perform logical operations by using nested functions 

➢ Perform statistical operations by using SUMIFS, AVERAGEIFS, and 

COUNTIFS functions 

 

25) Look up data by using Functions 

➢ Look up data by using the VLOOKUP function 

➢ Look up data by using the HLOOKUP function 

 

26) Apply Advanced Date and Time Functions 

➢ Reference the date and time by using the NOW and TODAY functions 

➢ Serialize numbers by using date and time functions 

 

 

27) Perform Data Analysis and Business Intelligence 

➢ Import, transform, combine, display, and connect to data 

➢ Consolidate data 

➢ Perform what-if analysis by using Goal Seek and Scenario Manager 

➢ Calculate data by using financial functions 

 

28) Troubleshoot Formulas 

➢ Trace precedence and dependence 

➢ Monitor cells and formulas by using the Watch Window 

 

29) Define Named Ranges and Objects 

➢ Name cells 

➢ Name data ranges 



 

 

 

➢ Name tables 

➢ Manage named ranges and objects 

 

Create Advanced Charts and Tables 

30) Create and Manage PivotTables 

➢ Create PivotTables 

➢ Modify field selections and options 

➢ Create slicers 

➢ Group PivotTable data 

➢ Add calculated fields 

➢ Format data 

 

31) Create and Manage Pivot Charts 

➢ Create PivotCharts 

➢ Manipulate options in existing PivotCharts 

➢ Apply styles to PivotCharts 

➢ Drill down into PivotChart details 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 



 

 

Brief Report of JKC 

Special Batch - (2021-2022) 

       

The Special batch of JKC Training was started on the 14-03-2022 in order to train the 

students for improving their technical skills. To start the programme, Mr. S. Narayana Swamy, JKC 

Co-ordinator, JKC, Govt. Degree College, Uravakonda Called for registrations from the interested 

students. The batch for the academic year of 2021-2022 has begun with the students 70 in number. 

The class work for the batch was commenced on the 14th of March 2022 and ended on the 12th April, 

2022. Mr.S. Narayana Swamy, Lec.in English,  K.P. Nagendra Gowd, JKC Full Time Mentor and  

S. Bhavani, Lec.in Computers Science were engaged as the faculty members to teach a syllabi of 

the MS Excel Skills. 70 Participants of the batch satisfactorily completed the Training Programme 

and were issued the training completion certificates from the Principal, Dr. G. Ramakrishna. At the 

end of training, each student will receive a certificate which is a symbol of knowledge in MS Office. 

 

Out comes 

➢ At the end of the Training Programme, the students learned office Skills in digital       

marketing. 

➢ Developed Basic Data Entry Skills 

➢ Enhanced their technical skills 

➢ Their students improved MS Office skills 

Feedback 

➢ Becomes of training, I learned technical skills in Excel is widely used in various industries 

for data analysis. 

➢ After training I feel confident of cracking a job at Data Operating Department. 

➢ I express my thanks to JKC Mentors for their commitment to provide skills. 

➢ JKC is a wonderful platform for rural students to equip there with technical skills. 

➢ I think, JKC is doing wonderful job by giving needed training for rural students.  

 

 



Certificates: 
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Practices  
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THE END 


