Dolphins Group - Corporate Executive Trainings, www.dolphinsgroup.co.ke

Advance MS Excel Skills Training -

Executive Dashboards & Business Data Analysis...

08:00 to 08:30am

Activity

Arrival and Registration

Details — highlights only

08:30 to 10:00am

Introduction to Excel Basics

e  Excel Ribbon
e  Creating Shortcuts
o Workbook/Worksheet mgt

5 Minutes Body Break

10:05am to 11:00am

Data Management

e  Filtering — various data types
e  Sorting -various data types

o Data Split — text to column

e Data Joining - formulas

e  Flash Fills

20 Minutes Tea Break

11:20am to 01:00pm

Data Management

e TEXT function usage

Lunch Break

02:00pm to 03:00pm

Data Formatting

o Data Transposing
e Data Realignment
o Data conversion using formulas

15 Minutes Tea Break

03:15pm to 04:30pm

08:00am to 10:00am

Q&A

‘DAYZ

Advanced Formulas

The delegates get to engage the facilitator

5 Minutes Body Break

10:05am to 11:00am

Advanced Formulas

20 Minutes Tea Break

11:20am to 01:00pm

Formula Cell referencing

« Absolute
« Relative
e  Mixed

Lunch Break

02:00pm to 03:00pm

Working with Dates in Excel

o Date & time function
e Date formatting

15 Minutes Tea Break
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03:15pm to 04:30pm
‘ DAY 3

08:00am to 10:00am

Q&A

Conditional Formatting

The delegates get to engage the facilitator

e Introduction & System driven formatting

5 Minutes Body Break

10:05am to 11:00am

Conditional Formatting

e  Formulas driven

20 Minutes Tea Break

11:20am to 01:00pm

Conditional Formatting

e Mixed formatting

Lunch Break

e Use and design

‘DAY4

02:00pm to 03:00pm Tables < Formulanomenclature
15 Minutes Tea Break
03:15pm to 04:30pm Q&A The delegates get to engage the facilitator

e Introduction

‘DAYS

08:00am to 10:00am Pivot Tables o  Designs
e Building pivot tables
5 Minutes Body Break
10:05am to 11:00am Pivot Tables o  Calculated columns
20 Minutes Tea Break
11:20am to 01:00pm Pivot Tables + Data Analysis
Lunch Break
02:00pm to 03:00pm Charting Building and customizing charts
15 Minutes Tea Break
03:15pm to 04:30pm Q&A The delegates get to engage the facilitator

08:00am to 10:00am PowerPivot e Introduction & Setup
5 Minutes Body Break

10:05am to 11:00am PowerPivot o Data modelling

20 Minutes Tea Break

11:20am to 01:00pm PowerPivot »  Data Analysis
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Lunch Break

02:00pm to 03:00pm PowerPivot  Data Analysis

15 Minutes Tea Break

03:15pm to 04:30pm Q&A The delegates get to engage the facilitator

REQUIREMENTS:

Microsoft Excel 2016 Professional Pro
Windows based Laptop — Minimum RAM (2GB)
Minimum 1GHz clock speed

Internet connection

Screen Resolution 1280x800

DOLPHINS

TRAINING & CONSULTANTS LTD.

Unleash Your True Potential...!

View Park Towers ,10th FlI ,Utalii Lane & L584-off UN Avenue, Gigiri.
P O Box 27859 00100 Nairobi, Kenya Tel +254-20-2211362/4/5 or 2211382 Cell+254-712-636404
training@dolphinsgroup.co.ke www.dolphinsgroup.co.ke
Your No.1 Corporate Training Partner -DIT No./ 711

We push the human race forward and so do you..... Unleash Your True Potential....!
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