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Overview  

Organized Two Days Workshop on Microsoft Excel for Managers. 
This course is mandatory for people who deal with Data in a big or small way 

irrespective of the profession/business they take up. Especially, people who heavily 

chum out data for insights can achieve greater productivity levels using Microsoft 

Excel. 

 

Topics covered: 

Sessions: (Analytics across Management functions) 

Excel Based Lab. 

 

Responsibilities of Institute: 

 To provide the list and profile of the participants to Business Toys for certificate 

and record purposes and ensure that participants meet the pre- requisites for 

the course 

 To help Business Toys to co-develop the curriculum of the program if required 

 To provide the required infrastructure and other support 

 To assign a single point of contact (SPOC) to co-ordinate with Business Toys for 

smooth delivery of courses 

 To confirm the schedule at least 15 days in advance of course commencement 

 

Benefits of attending: 

At the end of the session the participants were able to learn : 

1. Know How to use Excel's features in a productive way, 

2. Know How to build powerful formulas, 

3. Make Dynamic charts, Interactive Dashboards and use other visualization 

features, 

4. Learn various intricacies of Microsoft Excel environment. 
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Training Schedule 

 

Day 

1  

Inauguration/ 

Pre- Assessment 
Xiomi Case 

Study 

Xiomi Case 

Study 

Lunch 
Break 

Xiomi Case Study 

  
   

 
 

   

Day 
2 Data Cleaning Filters 

Conditional 

Formatting  

Whatif / Goal 

Seek / Trend / 
Forecast 

     

     

Day 
3 

Performance 
Appraisal case 
Study 

Performance 
Appraisal case 
Study 

Index Match Meeting Tracker 
Model 

     

     

Day 

4 

ICICI Credit card 

Case 

Online 
Surveying 

techniques 

Hackathon Statistical tests( 
SPSS) 

     

     
Day 

5 

Statistical tests( 

SPSS) 

Predictive Model 

-1 

Predictive 

Model -2 

Predictive Model -

2 

     

     
Day 

6 

Tableau Tableau Tableau Tableau 

     

     

Day 
7 

Predictive Model -
3 

Hackathon Hackathon Summary/ 
Resume / 

Revision/ Post- 
Assessment 

 

 

* Each day is planned for 5 hours 
** In next sem we will come for one more full day for complete revision & 
resume rating and placement related activities. 
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REPORT 
 

Activity Name 48 Hours Hands on Workshop Excel, SPSS and mendeley 
software for data analysis For Managers 

Title Workshop on Business Data Analysis 

Objective This course is mandatory for people who deal with Data in a 

big or small way irrespective of the profession/business they 
take up. Especially, people who heavily chum out data for 
insights can achieve greater productivity levels using 

Microsoft Excel, SPSS for research data analysis and 
mendeley for business data analysis 

 
 
 

Date of Activity During Oct to Nov 2021 

Mode of Conduct Offline 

Duration 7  Days 

Trainers Uttam Tiwari and Manikantha of Business Toys Training and 
Consultancy  

Mandatory/Elective Mandatory 

Participants Students of 2019 – 2021 batch 

 
Description: 

Organized 48 hours of Workshop on Microsoft Excel, SPSS for research data 
analysis and mendeley for business data analysis This course is mandatory for 
people who deal with Data in a big or small way irrespective of the 

profession/business they take up. Especially, people who heavily chum out data for 
insights can achieve greater productivity levels using Microsoft Excel. 

 
Duration: 
 

The workshop was conducted on 8 Fridays (6 hours per day) in the month of 
October to November month of 2019. 
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Key Take-aways: 
 

This training will enable you to familiarize and expose yourself with the Excel's 
most powerful functions, features 
and formulas. 

"At the end of the session the participants were able to learn : 
1. Know How to use Excel's SPSS and mendeley features in a productive way, 

2. Know How to build powerful formulas, 
3. Make Dynamic charts, Interactive Dashboards and use other visualization 
features, 

4. Learn various intricacies of Microsoft Excel environment. 
assuming they follow my course and practice. 
 

 
 

Following facilities were provided to conduct the workshop. 
1. Lab/Seminar Hall for 3 days occupancy, 
2. LCD projector with screen, 

3. Desktops/Laptops for practice sessions, 
4. MS Excel 2010, SPSS latest version and Mendeley latest version installed in the 

computer systems, 
5. A Black/White board. 
6. Share Drives/Google Group to share the practice files. 
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Contents Delivered 
 

Da

y 
1  

Inauguration/ 
Pre- Assessment 

Xiomi Case 
Study(Working 

around excel, 
Introduction to 

Data and 
Types of Data) 

Lunc
h 
Brea

k 

Xiomi Case 
Study(Exploratory 

Data analysis 
,Treatment of 
Categorical and 

Continues Data, 
Building Pivot 

tables and Cross 
Contingency Tables, 
Using Descriptive 

Stats and working 
with excel formulas) 

Xiomi Case 

Study(Building 
Data Driven 
Strategy using the 

Exploratory 
analysis, 

Correlation test 
and Interpretation 
of Correction 

Number) 

     

     

Da

y 
2 

Data 
Cleaning(Dealin
g with 

Structured Data, 
Organizing and 
Splitting Data 

using Text-to-
Columns, Excel 

Functions - 
Upper, Lower, 
Trim, 

Concatenate and 
Proper) 

Filters 
(Critical 

Filtering with 
Types of 
Filtering - 

Number filter, 
Text Filter and 

Filter with 
Color with Sub 
Types and 

applications) 

Conditional 
Formatting(Introdu

ction to cell 
formatting. 
Highlighting cell, 

Top/Bottom 
highlights, Data 
Bars for showing 

progress and Icon 
sets for ratings. 

Setting and 
Managing rules in 
Conditional 

formatting) 

Whatif / Goal 
Seek / Trend / 

Forecast(Using 
Excel Sensitivity 
Analysis tools to 

manipulate the 
outcome based 
on changing the 

various input 
factors. Methods 

covered - Goal 
Seek, Data Table 
and Using 

univariate 
analysis for 
trend and 

Forecast) 

     

     

Da
y 
3 

Performance 
Appraisal case 
Study (Data 

Retrieval using 
excel v-lookup 
function) 

Performance 

Appraisal case 
Study 

(Working with 
V-lookup, 
Understandin

g Parameters, 
Types of 

Range lookup 

Meeting Tracker 

Model(Introductio
n to H-lookup, 

Difference between 
Hlookup and 
Vlook-up, Applying 

proper lookup 
function, Data 

Validation and 

Index 

Match(Disadvant
ages of excel 

lookups, Using 
Index and match 
standalone, 

Using Index and 
Match cascaded 

and working, 
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and 
implications 

of it, Locking 
Cells and 

application of 
cell Locking 
in Excel 

Formula) 

creating a mini 
dashboard for 

Meeting Tracker) 

Advantages of 
Index Match) 

     

     

Da
y 
4 

ICICI Credit 
card 
Case(Performing 

basic 
interpretational 

analysis and 
usage of excel 
operational 

function : Count, 
Sum and 
Average along 

with conditional 
selections, Using 

Pivot table for 
Data driven 
decision making) 

Online 

Surveying 
techniques(Ty
pe-Form/ 

Google Form - 
Method of 

developing 
questionnaires
, Asking the 

right type of 
question 

(MCQ, 
Description 
etc), Using 

type-
form/google 
form for 

collecting 
Data. 

Structuring 
Questions and 
the form, 

sharing the 
form and 
collecting 

responses 
using the 

tools) 

Hackathon 

Statistical tests( 
SPSS) (Nuts and 

Bolts of 
SPSS.Performing 

and interpreting 
inferential tests : 
t-test -one 

sample, two 
sample and 

independent 
sample) 

     

     

Da
y 

5 

Statistical 

tests( 
SPSS)(Annova 

and Chi-Sqr test 
using SPSS) 

Predictive 

Model -1 
(Identifying 

Business 
Models and 

Predictive Model -

2 (Boiling a 
Multiple Linear 

Regression model 
to understand and 

Predictive Model -
2 
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Business 
Problems. 

Building and 
Predicting 

using Simple 
Regression 
Technique) 

predict Pricing of a 
product, Creating 

a user interaction 
dashboard) 

     

     

Da
y 

6 

Tableau(Introdu
ction to Data 
Visualization and 

Visulaization 
Techniques) 

Tableau(Princi
ples of Data 
Visulaization 

and Charting 
Techniques) 

Tableau(Nuts and 
Bolts of Tableau, 

Principle working 
of Tableau, 
Connecting to 

Data, Building and 
interpreting charts 
and graphs using 

Tableau) 

Tableau(Using 

Sets, Filters and 
creating 

animated charts 
using Tableau, 
Data 

Dashboarding 
using 
interlinking 

charts and 
tooltips) 

     

     

Da
y 

7 

Predictive 

Model -
3(Understanding 

Consumer 
Behavior using 
analytics, 

Building a 
classification 
type predictive 

modeling using 
logistic 

Regression, 
Dashboarding 
and providing 

user inertactivity 
with Data 

Validation and v-
lookup 

Hackathon Hackathon 

Summary/ 
Resume / 

Revision/ Post- 
Assessment 

      
* Each day is planned for 5 hours 
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Outcome of the Workshop:  

 
1. Students increased familiarity and exposure with Excel's most powerful 

functions, features, and formulas. 

2. Students are able to use Excel's features in a productive manner. 

3. Students are Proficient in building powerful formulas. 

4. Students are Capable to create dynamic charts, interactive dashboards, and 

utilize other visualization features. 

5. Students understand the various intricacies of the Microsoft Excel environment. 
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Trainers Details 

 
Uttam Tiwari 

 
Uttam is the Co-founder & CEO of Moat School & Business Toys. Moat School is a 
marketplace tech platform where the world’s top professionals come and teach live 

projects to students and working professionals.  Moat School has launched various 
long term executive programmes with India’s top IITs and IIMs Very recently Moat 

school has raised Pre Series A funding from mid-size VC and angel investors. 
  
He is also Co-Founder & Director at Basal Analytics which is into Data Science, 

Artificial Intelligence, and Business Analytics consulting. He handles 
collaborations, strategic decisions & product growth verticals. 
  

Prior to the entrepreneur journey, he worked as an associate fund manager and 
has experience in investment banking, equities, and Fintech. 

  
He is on the board of studies of various management institutes and plays a key role 
in designing skill-driven innovative industry-driven curricula. 

 
13 years of experience  

 
Omkar Raikar 
 

Omkar Raikar is an accomplished professional with over a decade of experience in 
the fields of Data Science and Artificial Intelligence (AI).  
Throughout his career, Omkar has been associated with prestigious organizations 

such as Crisil, Edelweiss, Newsweek, and the European Bank of Reconstruction 
and Development. These experiences have provided him with a comprehensive 

understanding of diverse industries and a global perspective on leveraging data for 
optimal business outcomes. 
 

As CEO of Basal Analytics, Omkar has been instrumental in establishing the 
company as a leader in the analytics domain. Under his guidance, Basal Analytics 

has experienced remarkable growth and has delivered cutting-edge analytics 
solutions to a wide range of clients. Omkar's strategic vision and industry 
alignment have played a crucial role in the success of the company. 

 
Additionally, as the co-founder of Business Toys, Omkar has demonstrated his 
entrepreneurial spirit and passion for innovation.  

 
With a proven track record of success, Omkar Raikar is a highly sought-after 

professional in the field of Data Science and AI. His passion for harnessing the 
power of data, combined with his strong leadership skills, makes him an invaluable 
asset in driving innovation and delivering tangible business results. 

 
12 years of experience  
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Manikanta Prasad GVN 
 

Manikanta is having 6+ years of experience in the field of data science, business 
analytics & advance visualizations.  He has worked on various tools like Tableau, 
Power BI, SQL, Python, SPSS & many more.  Manikata is responsible for Pan India 

Business for Business Toys Products and Services, Working on Innovations and 
designing strategies to increase the online presence. He is also involved in 

executing various Data Science Consulting Projects and solving real-time 
problems.  
 

8 years of experience  
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