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MODULE OVERVIEW

Unlock the full potential of Excel with our
comprehensive training program,
designed to empower you with advanced
skills and techniques. From collaborating
with colleagues to automating tasks and
mastering complex formulas, you'll gain
the expertise needed to harness the full
power of Excel. Whether vyou're a
seasoned professional or a novice user,
our program will equip you with the tools
and knowledge to excel in your data
analysis and manipulation endeavors.

LEARNING OBJECTIVES

o Collaborate effectively with colleagues using advanced Excel features.

« Automate complex or repetitive tasks to improve efficiency and
productivity.

e« Construct and apply elaborate formulas and functions with confidence
and precision

e Utilize conditional logic to enhance data analysis and decision-making
processes.

e Master advanced data visualization techniques to present insights
effectively.

e Streamline data management processes and optimize workflow using
advanced Excel functionalities.

e« Apply best practices for organizing and structuring data to facilitate
efficient analysis.

e Implement security measures and data protection protocols to ensure
data integrity and confidentiality.

e Utilize macros and VBA programming to customize and extend
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TARGETED
PARTICIPANTS

The training is targeted at an average
person who wants to leverage his or
her Excel skills to analyze large
datasets.

METHOD OF TRAINING

e Interactive Lectures
e PowerPoint Presentation
e Discussions

e Practical Exercise

o Activities

LEARNING OUTCOMES

o Collaborate effectively with colleagues using
advanced Excel features.

« Automate complex or repetitive tasks to improve
efficiency and productivity.

o Construct and apply elaborate formulas and
functions with confidence and precision.

DURATION

e 2 Days
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Course Content
Day1|9am-5pm

MODULE 1: Customizing Pivot Tables

the pivot table, including font, colors, and
borders.

Field Settings: Modify column labels and field
settings to tailor the pivot table layout.

Data Focus: Apply filters and slicers to focus on
specific data subsets within the pivot table.
Data Organization: Sort and group data within
the pivot table for better organization and
analysis.

MODULE 2: Calculations & Advanced Techniques

Calculated Fields: Create calculated fields to perform custom
calculations within the pivot table.

Mathematical Operations: Utilize mathematical operations and
functions within calculated fields for advanced analysis.

Calculated Items: Add calculated items for specific calculations to
enrich data analysis capabilities.

Advanced Techniques: Explore advanced techniques such as using
timeline filters and working with multiple data sources for enhanced
analysis

MODULE 3: Pivot Charts & Dashboards

Pivot Chart Creation: Generate pivot charts from pivot table data to
visualize trends and patterns.

Customization: Customize and format pivot charts to effectively convey
insights.

Dashboard Creation: Combine pivot tables and charts to create
interactive dashboards for comprehensive analysis.

Presentation: Learn to share and present pivot tables and charts
effectively to convey key insights
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Course Content
Day1|9am-5pm

MODULE 4: Advanced Pivot Table Techniques

« Data Analysis Options: Utilize pivot table
options for in-depth data analysis, including
sorting, filtering, and drill-down capabilities.

e« Data Consolidation: Consolidate multiple data
sources in a single pivot table for
comprehensive analysis.

e Conditional Formatting: Apply conditional
formatting within pivot tables to highlight key
insights.

e Pivot Chart Integration: Create pivot charts
directly from pivot table data for enhanced
visualization.

MODULE 5: Introduction to Power Query and Data Cleaning

e Understanding Power Query: Recognize its role in the ETL process and
its advantages over traditional Excel methods.

e Data Import: Learn to import data from various sources such as Excel
files, CSV/Text files, SQL Databases, and the web.

e Data Cleaning Techniques: Master essential techniques including
removing duplicates, replacing values, and managing null values.

o Differentiation: Understand the difference between Power Query and
traditional Excel data handling methods.

MODULE 6: Combining and Organizing Data
e« Query Operations: Explore merging and appending queries to combine
disparate data sets effectively.
« Time-Saving Tips: Discover productivity-enhancing tips such as copying
and pasting queries and duplicating queries.
« Data Organization: Learn strategies for organizing data sources
efficiently and automating data refreshes
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Course Content
Day2|9am-5pm

MODULE 7: Power Pivot Essentials and Data
Modeling

e |Introduction to Power Pivot: Understand its
critical role in data analysis and modeling within
Excel.

e Data Interpretation: Uncover common data
interpretation issues and learn to define a
consolidated view of data.

o« Data Mashups: Gain practical experience in generating data mashups from
structured and unstructured data sources.

e Calculated Columns: Define calculated columns to enrich data analysis
capabilities.

MODULE 8: Utilizing Power Pivot for Data Analysis

e PivotTables: Create PivotTables with integrated data models for
comprehensive data analysis.

e Data Visualization: Explore techniques for summarizing and visualizing
data using Pivot Charts.

e Measures vs. Calculated Columns: Understand the concept of measures
in expressing information and distinguish between calculated columns
and measures.

MODULE 9: Advanced Power Query Techniques
e Power Query M Language: Delve into advanced techniques using the
Power Query M language for custom data transformations.
« Data Handling: Master techniques for handling data types, null values,
and errors efficiently.
e« Text and Date Formatting: Learn to apply text and date formatting and
extract information from structured and unstructured data sources
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Course Content
Day2|9am-5pm

MODULE 10: Mastering DAX Functions in Power
Pivot

e Understanding DAX Functions: Deepen your
understanding of Data Analysis Expressions
(DAX) functions.

e Quantifying Information: Learn to quantify and
mine information using a variety of DAX
functions.

e Calculated Columns vs. Measures: Explore the
difference between calculated columns and
measures and their application in data analysis.

MODULE 11: Data Query Automation and Macro

o« Data Source Organization: Implement best practices for organizing
data sources to streamline data query processes.

e Automation: Learn to automate data refresh processes and handle
multiple files located in a folder efficiently.

e Power Query Updates: Update Power Query settings to accommodate
changes in the location of source data effectively.

e Macro Basics: Understand macro security settings and learn essential
macro functionalities including recording, editing, and running macros
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