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1. Getting Started with Excel

v" Overview of the Excel interface

v" Opening, saving, and closing workbooks

v" Understanding worksheets and cells
management

2. Basic Data Entry & Formatting

v Entering and editing data

v" Formatting cells (font, color, borders)

v Using number formats (currency, percentage,
date)

3. Introduction to formulas

v" Basic Arithmetic functions: SUM, AVERAGE, MIN,

MAX, LARGE , SMALL
4. Logic Functions: IF, IFS, AND, OR

5. Text merge and Separation: CONCATENATE,
TRIM, FLASH FILL

6. Other Functions: VLOOKUP. HLOOKUP

7. Working with Tables

v" Creating and formatting tables
v Sorting and filtering data

v" Using structured references

8. Charts and Visualizations

v" Creating basic charts (bar, line, pie)

v" Customizing chart elements

v" Using conditional formatting for visual impact

9. Data Validation and Protection

v Setting data validation rules

v" Protecting worksheets and cells

v" Hiding/unhiding rows and columns
v" Cell Restriction, List Validation

v" Text Length and values restriction
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: Overview of Foundation Excel
Understanding the Excel Ribbon interface
A look at the spreadsheet size, Columns, Rows, and
Cells capacity
Cells and Named ranges
Cell referencing (absolute, relative, mixed)
Text Merage: CONCATENATE, Flash fill,Data spliing using
Text- to- Columns feature

. Lookup and Reference Functions

VLOOKUP: Understanding the vlookup syntax and

its applications

VLOOKUP and column number hard coding; the way
out.

HLOOKUP Function: Analysisng horizontal data
ranges.

Overcoming the limitations of the vlookup and
Hlookups using INDEX, MATCH, XLOOKUP
functions

3. Logical Functions
IF, IFS, AND, OR,
NOT, IFERROR, IFNA

4. Working with TEXTS functions for data cleaning:

Value beyond time

LEFT, RIGHT, MID
LEN, FIND, TEXTSPLIT, TEXTJOIN,
TEXTBEFORE, TEXTAFTER

5. Dates & Time Analysis

Dates and Time Arithmetic in Excel using the following
functions: DATEDIF, NETWORKDAYS,

EOMONTH, EDATE, TODAY, NOW

6. Array and Dynamic Array Functions
FILTER, UNIQUE, SORT, SEQUENCE, LET, etc

7: SUM and SUMIFS
Using the SUMIF and SUMIFS function for rpoort
analysis on single and multiple criteria.

8. Tables and charts

=  Working with charts: Column, Bar, Pie charts
line charts etc)

=  Advanced Charting and report automation
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9. Data Validation and restrictions

The List validation concept

Validating text length and data type
Restricting cell to data values

Data validation with formulae

Conditional formatting with advanced logic

10.. Tables and charts

Working with charts: Column, Bar, Pie charts line charts
etc)
Advanced Charting and report automation

. Introduction to Pivot Table

Understanding pivot tables

Uses of the Pivot Tables

Features of a pivot table data

Understanding Pivot Table fields: Roe, Column, Filter
and Values

The summarise report ability of pivot tables
Automating Pivot reports from source data

12. Introduction to Power Query for Report Automation

Tabs & icons

Value beyond time
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: Overview of Foundation Excel

Understanding the Excel Ribbon interface

Named ranges

Cell referencing (absolute, relative, mixed)

Basic data validation

Text Merage: CONCATENATE, Flash fill, TEXTJOIN

. Lookup and References

VLOOKUP, INDEX, MATCH, XLOOKUP, CHOQOSE,

. Logical Functions

IF, IFS, SWITCH, AND, OR, NOT, IFERROR, IFNA

. Text Functions

LEFT, RIGHT, MID, LEN, FIND, TEXT, TEXTJOIN, CONC
AT, SPLIT

. Dates & Time Analysis

DATEDIF, NETWORKDAYS, EOMONTH, EDATE, TODAY,
NOW

. Array and Dynamic Array Functions
FILTER, UNIQUE, SORT, SEQUENCE, LET, etc

7: Data Analysis with PivotTables

= PivotTables from multiple data ranges

= Grouping, filtering, and slicing PivotTables

= Calculated fields and items

= Using PivotCharts for quick visual analysis

= Creating interactive dashboards with slicers and
timelines

8: Advanced Data Tools
= Datavalidation with formulas
= Conditional formatting with advanced logic

9. Tables and charts

= Working with charts: Column, Bar, Pie charts
line charts etc)

=  Advanced Charting and report automation

10. Introduction to Report Automation using Power
Query



Advanced Excel for Dashboard Reporting

Introduction to Excel and Dashboard Creating Effective Charts and Visuals

* Overview of Excel interface * Types of charts and their best uses (bar, line, pie,

* Basic functions and formulas (SUM,
AVERAGE, COUNT, etc.)

* Data formatting techniques

* Creating dynamic charts
* Using slicers and timelines for interactivity
* Introduction to data visualization * Conditional formatting techniques

Building the Dashboard

Data Preparation for Dashboards ) o
* Layout and design principles for dashboards

* Dataimport and export (from various

sources) * Combining charts, tables, and visuals into a
* Cleaning and preparing data cohesive dashboard
* Using Excel Tables for data organization  Using Excel features (like Shapes, SmartArt, and Text
* |Introduction to PivotTables for data Boxes) for better design

analysis

* Finalizing and sharing dashboards (protecting
sheets and exporting)



Excel for HR and Admin Professionls

Attendance, Leave & Time Management

Creating attendance registers

Using formulas to calculate:
* Days Present/Absent, Late arrivals
* Overtime hours

Leave tracking system:
* Annualleave balance, Sick leave & casual leave

Using conditional formatting to highlight:
* Absentees, Exceeded leave limits

Essential Excel Formulas for HR Officers

Basic formulas: SUM, AVERAGE, COUNT, COUNTA
Logical functions: IF, AND, OR

Lookup functions:

« VLOOKUP / XLOOKUP (Employee ID-based
lookups)

Text functions: CONCAT, LEFT, RIGHT, PROPER

Date functions:
= TODAY, MONTH, YEAR, DATEDIF

HR Reporting, Payroll Support & Automation

= Calculating: Gross pay, Allowances, Deductions, Net pay
+ PAYE & pension data support overview

HR Reports & Analysis Using Pivot Tables

» Introduction to Pivot Tables, Creating HR reports:

+ Staff strength by department, Gender distribution
+ Creating Pivot Charts for management reporting

Excel Templates for HR & Admin Officers (1 Hour)
+ Employee Database, Attendance Register
+ Leave Tracker, Payroll Support Sheet

+ Training Attendance Sheet
Excel Productivity & Automation Tips
+ Excel shortcuts for HR professionals

+ Data cleaning techniques:

+ Remove duplicates
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OVERVIEW OF POWERPOINT PRESENTATION

What is PowerPoint

Basic tips to presentation
The don’ts of your slide
Understanding the Ribbon

TEXT ENTRY AND MANIPULATION OF SLIDES

Basics of slide

Understanding slides and its layouts

Inserting a new slide

Text entry

Text formatting

Adding a design theme to slides

SERTING IMAGES / SHAPES

Inserting WordArt

Inserting shapes and text boxes
Modifying a shape or text box
Formatting shapes and text boxes
Inserting pictures

Insert SmartArt

Insert clip art

TABLES AND TABLE FORMATTING

Inserting table

Modifying tables

Add arow or column
Deleting a row or column

(2
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Value beyond time

CHARTS AND GRAPH

Working with charts and graph

Types of charts

Inserting a chart

Copying or linking worksheet to PowerPoint
Modifying charts

PRINTING PRESENTATION

v Print layouts

v' Inserting a custom header or footer

v' Accessing a printer

ANIMATION AND TRANSITION EFFECT

v" Understanding Animation & Transitions

v Applying transition

v Modifying transitions

WORKING WITH THEMES

v" Themes insertion and configuration techniques
INSERTING AUDIO AND VIDEO RECORDING
v" Inserting audio /Videos

v Modifying audio recording

v' Changing the audio button

SLIDE SHOW FOR PRESENTATION

v" Presenting a slide show

v Timing of slides: Auto and manual

LR RS
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INTRODUCTION TO PRESENTATION
What is presentation

Who does presentation

Towhom is presentation done
Purpose of presentation

The Dos and DON’T’s of Presentation
PREPARING THE PRESENTATION SLIDES
v" Your Audience

v" Types of Audience

v" Dataloading

¥" Relevant Presentation data
COMMUNICATION WITH YOUR AUDIENCE
v" Verbal and Non-Verbal

¥" The 5Ps of Presentation

TYPES OF PRESENTATIONS

v"  Informative

v" Demonstrative

v" Persuasive

v'  Entertaining

AUDIENCE PERSUASION TECHNIQUES
v" Capture the attention of your Listeners
v" Jokes and stories

¥v"  Managing Distractions

¥v" Handling Difficult Questions from Audience
STAGE FRIGHT MANAGEMENT

v" How to deal with stage fright

v" Managing Anxiety

SR Y
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Value beyond time

Overview of PowerPoint slides interface
Presentation architecture (Structure before slides)
Storyboarding technigue

The 10-20-30 rule (Guy Kawasaki principle)

Slide simplicity and cognitive load

Design thinking for presentations

Advanced Slide Design Techniques
Typography hierarchy

Color psychology for corporate presentations
Using white space strategically

Visual alignmentand layout grids

Creating brand-consistent slides

Slide Master & Template Customization
Understanding Slide Master structure
Creating custom layouts

Adding company logo & consistent footers
Designing reusable templates

Setting default fonts & colors

SmartArt, Icons & Visual Graphics
Converting text to SmartArt

Customizing SmartArt beyond default design
Usingicons, SVG graphics

Image cropping, background removal

Morph transition for visual storytelling

Working with Charts & Data Visualization
Selecting the right chart type

Cleaning and formatting charts

Linking charts from Excel

Creating executive dashboards in PowerPoint
Using animation in data presentation

Excel Charts and PowerPoint tricks

Interactivity, Animation & Presentation Mastery
Animation pane mastery

Trigger-based animation

Marph transition mastery

Layered animation for storytelling

Avoiding aver-animation

Multimedia & Recording Features
Inserting & editing videos
Embedding audio narration

Screen recording inside PowerPoint
Exporting to video format
Compressing media for sharing
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INTRODUCTION TO PRESENTATION
What is presentation

Who does presentation

Towhom is presentation done
Purpose of presentation

The Dos and DON’T’s of Presentation
PREPARING THE PRESENTATION SLIDES
v" Your Audience

v" Types of Audience

v" Dataloading

¥" Relevant Presentation data
COMMUNICATION WITH YOUR AUDIENCE
v" Verbal and Non-Verbal

¥" The 5Ps of Presentation

TYPES OF PRESENTATIONS

v"  Informative

v" Demonstrative

v" Persuasive

v'  Entertaining

AUDIENCE PERSUASION TECHNIQUES
v" Capture the attention of your Listeners
v" Jokes and stories

¥v"  Managing Distractions

¥v" Handling Difficult Questions from Audience
STAGE FRIGHT MANAGEMENT

v" How to deal with stage fright

v" Managing Anxiety

SR Y
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Overview Of Advanced Excel Functions

v" IF Statement, VLOOKUP, XLOOKUP, GOAL SEEK,

NPV, IRR
v" Introduction to Financial Modeling
v" Building a Financial Model — Best Practice
v' Decisions form a Financial Model
v’ Stages of Model Development
v' Model Assumptions and Inputs

Understanding the Relationships between the

financial statements

v" Modeling the Revenue Drivers

v" Modeling the Expense/Cost Drivers

v' CAPEX/Depreciation schedule Modeling

v Debt and Equity Modeling

v" Working Capital Model and Analysis

v" Modeling the Final Accounts: P&L, Balance
Sheet, Cashflow statement

Project Viability and Valuation Analysis

v" DCF and Project Viability Analysis

v Project Cost of Capital analysis:

v Cost of Debt (Kd) Calculation

v Cost of Equity (Ke) Calculation

v" Computing the project WACC (Ko)

v" Project Free Cash Flow and discounting

v Terminal Value of investment Computation
v Enterprise Value analysis

v Ratio Analysis and Management Decision
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Excel Best Practices for Financee Professionals v" Text & Date Functions for Accounting Data
v" Workbook structure for financial reporting v' Cleaning accounting data using:

v" Naming conventions for sheets and ranges v" LEFT, RIGHT, MID, TRIM, CLEAN

v Data validation for data accuracy v' TEXT, VALUE

v’ Sheets & workbook protection Accountants and Date & time functions:
Logical Functions for Accounting reports v" EOMONTH, EDATE, YEAR, MONTH, DAY

v IF, IFS AND, OR, IFERROR, ISBLANK, ISNUMBER v NETWORKDAYS, WORKDAY

v" Nested IF vs IFS (best practices) v" Advanced Financial & Statistical Functions
Advanced Lookup & Reference Functions Working with Financial functions:

v’ Limitations of VLOOKUP in accounting work v PMT, IPMT, PPMT, NPV, XNPV, IRR, XIRR

v" Using:XLOOKUP, INDEX + MATCH v Loan amortization schedules

v Multi-criteria lookups v’ Investment appraisal models

v" Lookup across multiple sheets and workbooks v’ Budget variance analysis
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Conditional Formatting for Financial Controls Power Query for Accounting Data Automation
* Importing data from: Multiple Excel files
* Highlighting anomalies automatically s CSV R BaRE staterarts
* Duplicate detection * Data cleaning and transformation
« Threshold alerts (over-budget, negative * Merging and appending accounting datasets
balances) * Cleaning dirty data and report Automation

* Visual audit flags
Advanced Data Analysis & Controls

What-If Analysis:

Scenario Manager, Data Tables, Goal Seek
Sensitivity analysis for budgets
Forecasting techniques

PivotTables & Pivot Charts for Financial
Reporting

* Creating PivotTables from accounting data

* Grouping dates (monthly, quarterly, yearly)

¢ Calculated fields & items

* PivotCharts for management reports




Power Query for Data Extraction, Cleaning and Report Automation

Introduction to Power Query

Relationship between Power Query and MS
Excel

Overview of the Power Query Interface
Import Data from web using Power Query
Import Data from Text and CSV files in PQ

Getting Data from a current workbook and
cleaning same for reporting

Combining Excel Data in same file for report
automation

Combining CSV or TEXT files for Data
reporting

* Data cleaning using Text Split and
Column Merge in data consolidation

Data sorting, Filtering and cleaning

Data and Report Transpose in PQ

Report Automation and the “Refresh”
command in PQ

Columns and rows operations and
analysis

* Creating Conditional columns in PQ
* Data Merge and combining in a folder




