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Day – 1 Online Certificate Course in MS Excel 

Venue – Online (MS Teams) 

Date – 2nd May 2025 

Instructor – Prof. Ashwini Kothari 

 

 

On the 2nd of May 2025, the Placement Cell of Symbiosis College of Arts and Commerce 

inaugurated the Online Certificate Course in MS Excel for the placed students of the 2025 batch. 

Held on the MS Teams platform, this 8-day workshop aimed to equip students with job-ready 

skills in data handling, visualization, and analysis through Excel—a key tool in professional and 

analytical domains. The session commenced with an overview of the Placement Cell’s mission to 

bridge academia and industry through such upskilling initiatives. Followed by Dr. Nilesh 

Waghmare, Faculty-in-Charge of the Placement Cell, addressed the gathering. Sir spoke about the 

relevance of Excel in the modern workplace and commended the Cell’s ongoing efforts in 

supporting placed students. He encouraged students to make the most of this opportunity to 

develop functional competencies that would benefit them in their future roles. 

 

The resource person for the workshop, Prof. Ashwini Kothari, a highly accomplished faculty 

member at Symbiosis College, she brings with her over 16 years of teaching experience in MS 

Office tools, Advanced Excel, Business Analytics and Data Visualization platforms such as Power 

BI, Tableau, and Looker Studio. As Assistant Controller of Examinations and a core faculty at the 

Centre for Skill Development, she has been instrumental in fostering technological awareness on 

campus. 

 

Day one introduced students to Excel basics, including logical functions such as IF, IF AND, IF 

OR, and fundamental formulas like MAX and MIN. Prof. Kothari also demonstrated how to 

format data effectively using margins, alignment tools, sparklines and merge options. The session 

further explored how to present data in a polished and impactful manner, using beautification 

techniques and visual markers. Students were provided with practice data to apply these concepts 

in real time. 
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Day – 2 Online Certificate Course in MS Excel 
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Topic – Conditional Formatting, Sorting and Filtering 

Date – 3rd May 2025 

 

The second session focused on improving data clarity through conditional formatting, sorting, and 

filtering. Students learned how to organize data using alphabetical and numerical sorting and how 

to apply filters to isolate specific records. Ma’am then introduced conditional formatting rules, 

demonstrating how to use color scales, icon sets, and data bars to highlight patterns and anomalies. 

The session covered the management of multiple rules and their priorities, equipping students with 

practical tools for dynamic data presentation. These features proved particularly useful in drawing 

attention to trends and deviations in business datasets. 
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Topic – Advanced Filtering and SUMIF Functions 

Date – 5th May 2025 

 

On the third day, the course progressed to more advanced filtering techniques. Students learned 

how to implement multi-criteria filters and extract targeted data subsets from complex worksheets. 

Ma’am then introduced the SUMIF function, explaining how conditional summing can be used to 

calculate totals based on specific parameters. These functions are frequently used in financial and 

sales reports, and students were shown how to integrate them effectively in professional contexts. 

The hands-on practice session helped participants build confidence in working with moderately 

large datasets and derive meaningful insights. 
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Topic – Pivot Tables, Slicers, and Data Validation 

Date – 6th May 2025 

 

The fourth session delved into Pivot Tables, one of Excel’s most powerful tools for data 

summarization. Students were taught how to create Pivot Tables from raw data, rearrange fields, 

apply filters, and customize formats. Ma’am also demonstrated the use of slicers—an intuitive 

way to filter Pivot Tables with a single click—enhancing the interactivity of dashboards. The 

session then turned to data cleansing using the TRIM and CLEAN functions, helping students 

refine and prepare their datasets for accurate analysis. A detailed explanation of Data Validation 

followed, covering built-in options such as whole numbers, decimals, date constraints, text length, 

and list creation. Students were also introduced to custom formulas for data validation, 

empowering them to set precise and complex rules tailored to their data needs. 
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Day – 5 Online Certificate Course in MS Excel 
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Topic – Charts, Graphs, Dashboards, and Visual Design 

Date – 7th May 2025 

 

Day five focused on enhancing the visual storytelling capabilities of Excel through chart creation 

and dashboard design. Students explored various types of charts, including column, line, pie, and 

combo charts, along with best practices for selecting the appropriate visualization. Ma’am 

emphasized the importance of aesthetics in professional reporting, demonstrating how to format 

graphs using colors, labels, trendlines, and layout adjustments. Participants also learned to 

integrate multiple components—such as charts, Pivot Tables, slicers, and KPIs—into a single 

dashboard. The session provided a foundation for presenting complex data in a simplified and 

impactful manner. 
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Topic – Power Query, Power Pivot, and Data Linking 

Date – 8th May 2025 

 

The sixth session introduced students to Excel’s advanced data tools: Power Query and Power 

Pivot. Ma’am explained how Power Query could be used to import, transform, and clean data 

from various sources efficiently. Students practiced merging queries, shaping data tables, and 

applying transformations to prepare datasets for further analysis. Power Pivot was then introduced 

as a robust modeling tool that allows users to build relationships between tables and create 

calculated fields using DAX formulas. The concept of data linking across worksheets and 

workbooks was also covered, demonstrating how to maintain consistency and automate updates 

across interrelated files. 
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Topic – Lookup Functions and Dashboard Integration 

Date – 9th May 2025 

 

The penultimate session provided a deeper understanding of lookup functions such as VLOOKUP 

and HLOOKUP. Ma’am emphasized the versatility of these functions in searching and retrieving 

data across large tables. In addition to technical instruction, she focused on practical application 

by combining lookup functions with dashboard elements. Students worked with datasets to build 

interconnected dashboard components using Power Query Editor, enhancing the accuracy and 

responsiveness of their reports. The session allowed students to refine earlier learning and engage 

in more advanced problem-solving scenarios. 
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Topic – Macros and Final Evaluation 

Date – 10th May 2025 

 

The final session of the course introduced the concept of automation through Macros. Students 

learned to record and run simple macros to automate repetitive tasks such as formatting and data 

consolidation. Ma’am provided insights into assigning macros to buttons and using keyboard 

shortcuts for improved workflow efficiency. To conclude the workshop, a final evaluation was 

conducted to assess each participant’s understanding and application of the topics covered. The 

test included practical exercises to gauge problem-solving abilities, and successful candidates 

qualified for certification. 

 

The Online Certificate Course in MS Excel, organized by the Placement Cell and conducted by 

Prof. Ashwini Kothari, proved to be a highly impactful program for the placed students of the 

2025 batch. Each session was thoughtfully curated, thereby equipping students with the digital 

competence expected in modern workplaces. The Placement Cell extends its sincere gratitude to 

Prof. Kothari for her dedicated efforts and commendable teaching style, which made this 

workshop both enlightening and engaging. 
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Feedback Analysis : 

 

 

The course received an overwhelmingly positive response, with 95% of participants rating it 4 

or 5 out of 5. 

 

The majority of students rated their level of effort as ‘Very Good’ or ‘Excellent,’ indicating strong 

engagement and commitment to the course. 
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The faculty received exceptional ratings, with 97.5% of students giving a score of 4 or 5, reflecting 

high satisfaction with their performance. 

 

The course content was highly appreciated, with most students strongly agreeing that it was clear, 

well-organized, appropriately paced, and inclusive. Overall, the course received a very positive 

response. 
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The Following Link Comprises : 

 

1. Attendance Sheet Records 

2. Recordings 

3. Feedback Form and Assessment Submissions 

 

 Link : MS Excel Course 

 

 

Certificate of the Course : 
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Syllabus of the Course:  
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Team Placement Cell: 

 

 Dr. Tessy Thadathil, Officiating Principal 

 Dr. Nilesh Waghmare, Head, The Placement Cell 

 Mr. Nazir Syed, IT Network Administrator 

 Mr. Nitin Bhise, IT Network Administrator 

 

Student Co-ordinators: 

 

 Aum Patnaik 

 Avni Sant 

 Riya Kharayat 

 Shashank Pandey 

 Devaansh Goswamy 

 Vanshika Pathak 

 Khare Swetha 

 Mohak Vaya 

 Saee Rane 
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