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Here’s what past participants have said about the course




Course Overview:

Who Should Attend?

Blended Learning:




Course | (Intermediate)

Key Benefits:

Face to face session equip participants with Excel’s Advance Skills
Learn Excel Power Functions
e Use VLOOKUP / INDEX / MATCH to find values from 100s

of 1000s of records
e SUMIFS / COUNTIFS to calculate values conditionally
» Make logical decisions by using IF/ AND / OR
Learn Time Saving techniques to consolidate Excel Workbooks
in minutes
Create Multi-Workbook solutions
Analyze thousands of records using Excel’s Sort & Filter feature
Learn to create Charts to convey your message with ease & style
Exchanging data across applications
Applying security to confidential information

Prerequisite:

File related options; Open, Save, Save-As

Basic Formatting

Using Address & Cell References

Using Formulas & Functions (SUM, MAX, MIN, AVERAGE)
Working with basic Charts

Printing & Previewing Basic options

Course Qutline:

e Review of Excel’s Basic Features
e |ntroduction to Formulas & Functions
Operators, Arguments & Expressions
Constants, Addresses / Cell References
Cell Referencing; Absolute / Relative Referencing
Using 3D references
Operator Precedence
Understanding Formula Errors
Using Range Names
dvanced functions
Power Functions
Mathematical Functions
Logical functions
Math and statistical functions
Financial functions
Displaying and printing formulas
e Lookups and data tables
» Using LOOKUP functions
» Using MATCH and INDEX
» Creating data tables
e Array Formulas
e Advanced list management
» Validating cell entries
» Exploring database functions
e Working with multiple Workbooks & Worksheets
» Reconciling Workbooks side by side
» Manual & Automatic Consolidation
» Working with Linked Workbooks
e PivotTables and PivotCharts
» Working with PivotTables
» Rearranging PivotTables
» Formatting PivotTables
» PivotCharts
e Applying Security to Files, Workbooks & Worksheets
» File Protection
» Workbook Protection
» Worksheet Protection
» Working with Shared Workbooks
e Exporting and importing
» Exporting and importing text files
» Exporting and importing XML data
» Querying external databases
e Analytical options
» Goal Seek and Solver
» The Analysis ToolPak
» Scenarios
» Views
e Advanced Formatting
» Custom Number Formatting
» Conditional formatting with graphics
» Smart Art graphics
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Course Il (Advanced)

Key Benefits:

Explore differences between Legacy & Dashboard Reporting
Understand Visual Design Principle to be applied to business
Dashboards

See how to present KPIs in most intuitive manner

Discover how to shape up your existing data to be
Dashboard compatible

Learn the key features of Excel which enable you to create
well formed Dashboard Reports

Uncover the secret of making your Excel Dashboard dynamic

Prerequisite:

Knowledge of Excel’s Intermediate level Functions
e Lookup Functions

* Logical Functions

* Power Functions

* Statistical Functions

Understand how to work with Multiple Workbooks & Worksheets
Work with basic charts of Excel

Export & Import Data from different apps to Excel
Understanding of features of Excel Like,

Sort / Filter / Conditional

Formatting

Course Qutline:

Introduction to Dashboard Reporting
» Difference between Dashboard Reports & Detailed Reports,
Summary Reports & Trends
Designing a Dashboards
» Understanding the business objective (more profits,
low employee turnover, more closed sales)
» Establish the User Requirements (focusing on what is
required in relation with the big picture)
» Principles to follow — while designing a Dashboard
Building the Data Model
Understanding the Data Structure
Data Cleansing Strategies
Dashboard Data Quality
Working with Cell Reference & Name Range
Working with important Formulas & Functions — used
in Dashboards
Working with Multiple Workbook
Working with Lists & Using Subtotals
Understand Dynamic Lists to Create Dynamic Charts / Pivots
Importing & Linking Data
troduction to Visual Design
Using Colors, Proximity, Borders & Size for appropriate impact
Cell-sized data with intense graphics vs. gauges
Understanding when to use text instead of charts
Treating screen as real-estate
Conditional Formatting
Smart Art, Picture, Shape, Clipart, Hyperlink and their
use in Dashboards
Working with Charis
» Preparing your data for charts
» Excel Chart Types — when to use which type
» Small Formatting options which impact most
>
>
>
>
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Combining Charts to give your data meaning
Creating dummy series, using reference lines & custom labels
Adding Form’s Control to Make Your Charts Interactive
Customizing Charts to create unavailable types; Bullet, Waterfall,
Sparklines & Gauges

Printing, Viewing & Custom Views

L]
e Working with Pivot Tables

» Customizing Pivot Tables to have the representation you want
» Working with Pivot Charts
Introduction to Business Models
Types of Models
Flowchart and information flow
Defining outputs
Defining inputs, variables & assumptions
Setting up modules
Menu structure
Help
Documentation
reating a Dashboard or Business Model
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Note: Participants are required to bring laptops for hands-on exercises

Additional fee of PKR 1,500 will be charged in case Laptop is to be
arranged by organizers

Reinventing Leadership Styles

Creating a High Performance Culture
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