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SKILL ENHANCEMENT COURSE IN STATISTICS: SEC-101T 
(Data Analysis using Microsoft Excel) 

(Credits: 03) 
Contact Hours: 60 Hours 

Full Marks = 70[End Semester Exam (50) +Internal (14+6 
(Attendance))] 

Pass Marks = 28[End Semester Exam (20) + Internal (8)] 
 

Learning objectives: 
• To introduce Microsoft Excel and its key features to students. 

• To introduce the basic data entry and editing techniques. 

• To acquaint with importing and exporting data in Excel. 
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• To introduce basics of data analysis and handling of missing observations. 

 

Learning outcomes: 
• Apply and utilize its features of Microsoft Excel for data management and analysis. 

• Apply Microsoft Excel and utilize its key features to identify and remove duplicate 

entries in a data set. 

• Creating plots and chats of various types and editing legends 

• Perform data analysis and interpret their significance  

• Assess model fit and interpret simple linear regression fit.  

• Apply vlookup function to join data tables  

• Apply pivot tables and present their uses in data analysis.  

 

 

UNIT I 

Introduction to Microsoft Excel and its features, Basic data entry and editing techniques, 

Importing and exporting data, Sorting and filtering data, Removing duplicates, Data 

validation and data cleaning, handling missing data.  

 

UNIT II 

Creating charts and graphs in Excel, Bar charts, line graphs, pie charts, and scatter plots, 

Customizing charts and adding visual elements, Formatting and labeling axes, Adding trend 

lines to graphs. Frequency polygon and ogives and their use in locating central value of the 

data set. 

 

UNIT III 

Introduction to descriptive statistics, calculation and interpretation of measures of central 

tendency and partition values, measures of dispersion, computation of skewness and kurtosis 

using Excel functions. Introduction to Excel formulae and functions for statistical 

calculations, interpretation of descriptive statistics in the context of data analysis. 

 

UNIT IV 

Fitting of a straight line to data, fitting of higher-order polynomials of different degrees to 

data, Assessing model fit and interpreting regression results. Prediction using regression 

models, checking assumptions of regression analysis and finding the equation of best fit. 

 

UNIT V 

Introduction to bivariate analysis, calculation of correlation coefficient in Excel (Karl Pearson 

and Spearman), Introduction to logical and relational operators in Excel, Using vlookup to 

join datasets, Introduction to pivot tables and their applications in data analysis. 

 

 

SKILL ENHANCEMENT COURSE IN STATISTICS: SEC-101L 

(Data Analysis using Microsoft Excel) 

 

Full Marks=30 [End Semester Exam (30)] 

Pass Marks =12    [End Semester Exam (12)] 
 


