
Administrative Training Programme 

 on  

              MS EXCEL 

 
 

Topic                                       : MS Excel 

Date                                        : 02-02-2019 

Number of participants        : 15 

Resource Person                 : Dr. Mohammad Taj 

Venue                                     : Computer lab, CUTM, Paralakhemundi 

 

 

Objectives: 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 etc. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 
Fig. Participants of MS Excel 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Participants List 



 
 


