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Introduction

This intensive two-day training is designed to transform
participants from casual Excel users into power users.
From mastering essential functions and formulas to
leveraging advanced data analysis and visualization
tools, this course offers a deep dive into Excel to
enhance workplace efficiency and decision-making.
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Course Objectives

1 Master Excel's user interface and
fundamental operations.

2 Gain proficiency in a wide range of
functions and formulas.

3 Learn to manipulate and analyze large
datasets with PivotTables and
advanced charting.

4 Understand how to automate repetitive
tasks using macros.

5 Develop the ability to create dynamic
reports and dashboards for professional
presentation.

6 Equip participants with the analytical
tools within Excel to make informed
decisions, backed by data visualization
and trend analysis techniques.
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Course 
Benefits

Skill Enhancement: Elevate your Excel skills to

expert level, enabling sophisticated data

analysis and problem-solving.

Productivity Boost: Learn shortcuts and

automation techniques that save time and

enhance workflow efficiency.

Career Advancement: Advanced Excel skills are

highly sought after in many fields, opening

doors to new job opportunities and promotions.
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Course Modules
1

2

3

4

5

6

Navigating the Excel interface
Basic operations: entering data, using cell references, and applying basic
formulas
Formatting spreadsheets for readability and professional presentation

Basic Excel Functionalities and Spreadsheet Management

Vocabulary Expansion Techniques
Grammar Fundamentals
Idioms and Phrasal Verbss

Key Formulas and Functions

Sorting and filtering data for efficient analysis
Basic data validation to ensure data integrity
Introduction to conditional formatting for dynamic visual data presentation

Data Organization Techniques

Creating and customizing PivotTables for multi-dimensional data analysis
Generating PivotCharts from PivotTables for graphical data insights
Advanced techniques for slicing and dicing data to uncover trends

Advanced Data Analysis with PivotTables and PivotCharts

Recording and editing macros to automate repetitive tasks
Introduction to VBA scripting to extend automation capabilities
Debugging common issues in macros for smooth execution

Introduction to Macros and Simple VBA Scripts

Designing dynamic charts to adapt to data changes
Constructing interactive dashboards for business analytics
Best practices for maintaining and updating Excel dashboards

Advanced Reporting with Dynamic Charts and
Dashboards
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Professionals across various sectors looking to
boost their analytical skills.

Who Should Join
This Course
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Students and academic researchers needing to
manage large datasets.

Any Excel user wishing to upgrade their skills from
basic to advanced levels.

Data Analysts and BI Professionals: Ideal for those
who rely heavily on Excel for daily data analysis,
reporting, and visualization tasks. 



BASIC PRINCIPLES FOR COURSE IMPLEMENTATION
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Each module should build logically on the last, starting with
foundational Excel skills before moving to advanced
techniques, ensuring a smooth learning curve.

Structured Progression

Incorporate extensive practical exercises and real-world case
studies to reinforce theoretical knowledge and demonstrate
Excel’s practical applications.

Hands-On Learning

Engage participants through interactive discussions, Q&A
sessions, and group activities to enhance understanding and
retention of course material.

Participant Engagement

Implement regular feedback sessions to assess understanding
and satisfaction, allowing for course adjustments and
addressing participant concerns in real-time.

Feedback Mechanism

Post-course evaluations should be used to refine the
curriculum and teaching methods based on participant
feedback and the evolving capabilities of Excel.

Continuous Improvement:



Who We Are
KLCC ACADEMY an Accredited Education
Centre in Malaysia - provides an enriched
learning environment that has helped
countless students get ahead. Founded in
2013, the Academy is in heart of Kuala
Lumpur near the iconic KLCC - Petronas
Twin Towers (distance of 500m) and reflects
the diverse backgrounds and cultures of the
area.

We believe that education is a fundamental
right, and everyone should have access to
quality higher education. With this view in
mind, we strive to create opportunities for
those who have  genuine aspiration and
honest intention, who seek high-quality
education, great academic experience,
unparalleled student services, globally
recognizable qualifications, and career
prospects post qualification after studying in
their chosen destination countries.



Contact
Information

D-3-8, 3rd Floor, Block D, Megan Avenue 1,
189 Jalan Tun Razak 50400 Kuala Lumpur
Malaysia

Address :

+603 2181 6380
Phone Number :

training@klcc-skills.edu.my
Email :

WhatsApp : 
+6011 2061 1832

https://www.klcc-skills.edu.my/



