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IN EXCEL

INTRODUCTION

Tips and Tricks in Excel course covers different functions
and formula available in the Excel spreadsheet. It is
suitable for complete beginners without or little prior
knowledge of Excel. At the end of this course, the
participants will have a good understanding about the
different features available in Excel which can be use
daily at work and in business.
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REQUIREMENT
@ Discuss on how Microsoft Excel can be an appropriate tool to run a

day-to-day business. @ You will need a laptop.

@ C(reating interactive dashboard and dashboard reporting in Excel.

COURSE FEE:
RM 599 per pax

@ |llustrate the different components of the Excel worksheet.

VENUE:

Training Room @ lllustrate the different components of the Excel worksheet and You will need Microsoft Excel in
demonstrate advanced practical skills using Excel to perform data your device.
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analysis, expenses analysis and forecasting in a business. ) )
Complete the exercises provided

in each section.
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COURSE OUTLINE:

- DAY 01 -
DATA ANALYSIS FORMAT TABLE
CREATE A PIVOTTABLE * CONVERT RANGETO TABLE
ANALYZE PIVOTTABLE DATA * CONVERT TABLE TO RANGE
PRESENT DATA WITH PIVOTCHARTS * TABLE STYLES OPTIONS
USE ADVANCED CHART FEATURES (PARETO) * INSERT SLICER

PIVOT TABLE EXTENSION (SLICER)

CHARTS AND GRAPHS COUNT IF AND SUM IF FUNCTION
CRATE BASIC CHARTS AND GRAPHS (PIE CHART, COLUMN CHART, BAR CHART, LINE GRAPH) * COUNTIF AND COUNTIFS FUNCTION
CREATE ACTUAL VS TARGET CHARTS AND GRAPHS » SUMIF AND SUMIFS FUNCTION
CREATE DUAL CHARTS AND GRAPHS (PARETO) * APPLY [F ERROR FUNCTION
EDITING CHARTS AND GRAPHS * APPLY FORMATTING CRITICAL THINKING
CHARTS AND GRAPHS STYLES OPTION
TEXT TO COLUMN FUNCTION
GROUP/UNGROUP
FREEZE PANE
VLOOKUP FUNCTION
FIND AND REPLACE FUNCTION

® Ms. Adila Diyana has a bachelor’s degree in Accounting and Finance
= e from Aberystwyth University, United Kingdom and currently finishing
/4 ’ f ./ her professional papers to be a Chartered Accountant from Associa-
f 5 tion of Chartered Certified Accountants (ACCA). Adila had worked in
[TF one of the big 4 audit firm, multinational company, and govern-
»g ment-linked company. She had accumulated experience in prepara-
1 l tion of statutory audit report and tax computation for auditor and
& tax agent as well as identifying cost saving projects through deep
. dive financial and data analysis. Prior to becoming a trainer, she has
previously conducted training and knowledge sharing session for her
colleagues in relation to Microsoft Excel and cost saving initiative
across healthcare, property, and facility as well as infrastructure ser-
vices.
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® Rubber Industry Smallholders Development Authority (RISDA)
* Majlis Agama Islam Selangor (MAIS)
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e PERSOLKELLY Consulting

e Construction Industry Development Board (CIDB)

® KESM Industries Berhad

e Prestige Sports Sdn Bhd

o Kaneka Malaysia
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