
Introduction to the formatting of data to ensure validity is exposed as results are often

inaccurate without the user realising the inaccuracy of data captured and recorded.

The need to create a table, database and filter is exposed at an early stage. The benefits

of applying slicers to summarise data based on specific needs is highlighted.

How Excel handles date, time and its limitations in performing calculations.

The creation of ageing reports with dates and tracking end dates are explained.

To perform logical tests as a comparative analysis with single and multi- conditions and

benefits of it.

To summarise data using Pivot Table and Pivot Charts using Slicers and Timeline.

The comparison of performance on a month-to-month basis.
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In this 2-day session, you will learn:



Re levance of  fo rmat t ing  data  in  many  aspects  i .e .  IC  No ,  Employee  No ,  e tc .  •  C lean ing  up  tex t  data  •

Sp l i t t i ng  of  tex t  data  in to  separate  co lumns  •  Combin ing  tex t  data  f rom mu l t ip le  ce l l s  i n to  a  s ing le  ce l l

w i th  a  def ined  separato r  •  Compar ing  i f  contents  o f  one  ce l l  i s  ident ica l  to  another  (case  sens i t i ve  and

insens i t i ve )  •  Rep lac ing ,  add ing ,  and  remov ing  characte r s  w i th in  ce l l s ,  as  compared to  F ind  and Rep lace

Benef i t s  o f  Data  Ana lys i s  and  re levance of  i t  •  What  to  seek  fo r  i n  a reas  o f  Data  Ana lys i s  •  Compar i son  of

resu l t s  w i th  b lank  and  non-b lank  ce l l s  •  Ana l ys i s  w i th  cond i t ions  and  in te rp re t ing  resu l t s  •  Hand l ing  b lank

ce l l s  when  per fo rming  Data  Ana lys i s  •  Pe r fo rming  log ica l  tes t s  w i th  s ing le  and  mu l t ip le  cond i t ions  •  What

to  look  fo r  when  per fo rming  log ica l  tes t s

How Exce l  t reats  Dates  as  numbers  and  the i r  re levance  •  Pe r fo rming  var ious  Date  ca lcu la t ions  •

Ca lcu la t ing  a  person ’ s  age  f rom the i r  IC  number  in  years ,  months ,  and  days  •  Dete rmin ing  the  number  o f

actua l  days  worked ,  and  end ing  date  of  a  task  •  Pe r fo rming  age ing  repor t s  •  Var ious  T ime ca lcu la t ions  and

format t ing  output  as  12-  and  24-hour  fo rmat

Us ing  F i l te r s  w i th  s ing le  and  mu l t ip le  cond i t ions  •  Sor t ing  of  f i l te red  data  based on  h igh l ighted  co lou r  •

Us ing  Wi ldcards  w i th in  F i l te r s  •  Tabu la t ing  resu l t s  us ing  F i l te r  •  Hand l ing  h idden  rows  w i th in  F i l te r s  •  Us ing

the  Reapp ly  ru le  w i th in  F i l te r  •  Benef i t s  o f  Advanced F i l te r  opt ion  •  Compar i son  of  F i l te red  resu l t s  aga ins t

Exce l ’ s  funct ions

Why  use  Tab les  and  benef i t s  o f  i t  •  Add ing  records  in to  Tab les  •  Tabu la t ing  resu l t s  us ing  Tab le  •

Summar i s ing  resu l t s  w i th  S l ice r s

App ly ing  the  P i vo t  tab le  fo r  a  summary  o f  data  •  Unders tand ing  the  P i vo t  tab le  f ie ld  l i s t s  and  chang ing  the

layout  •  Sor t ing  of  data  w i th in  P i vo t  Tab le  •  Fo rmat t ing  of  numbers  w i th in  P i vo t  Tab le  •  Showing  va lues

based on  the  concept  o f  D i f fe rence  F rom and P rev ious  opt ion  •  I ncorporat ing  the  P i vo t  Char t  •  Add ing

S l ice r s  and  T ime l ine  to  P i vo t  Tab le  fo r  seek ing  h igh l y  spec i f ic  i n fo rmat ion

1 .  VALIDATING ACCURACY OF DATA CAPTURED

2.  INTRODUCTION TO DATA ANALYSIS  AND LOGICAL TESTS

3.  HANDLING DATE  AND T IME CALCULATIONS

4.  F ILTER ING OF DATA

5.  F ILTER ING OF DATA

6.  SUMMARISING DATA USING P IVOT TABLE  AND P IVOT CHARTS

COURSE OUTLINE

WHO SHOULD ATTEND?
Anyone invo l ved  in  the  admin i s t ra t i ve  suppor t  o f  va r ious  depar tments  needs  to  have

the  techn ica l  knowledge to  e f fect i ve l y  complete  work ,  automate  repor t s ,  f i l te r  data ,

t rack  payment  deta i l s ,  date  and t ime-based operat ions ,  and  p rocess  databases  and

wi l l  benef i t  f rom the  p rogram.


