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Course Summary

The Microsoft Excel Specialist course offered by Magna Skills is designed to provide participants with comprehensive training
in utilizing Microsoft Excel for various data analysis, reporting, and management tasks. This course covers essential Excel
features, functions, and techniques, empowering participants to become proficient Excel users capable of efficiently
manipulating data, creating insightful charts and graphs, and automating repetitive tasks using advanced Excel functionalities.

Course Objectives

1. Excel Basics and Navigation: Familiarize participants with the Excel interface, workbook management, and essential
navigation shortcuts to enhance productivity and efficiency.

2. Data Entry and Formatting: Learn best practices for data entry, organization, and formatting to ensure data accuracy
and consistency within Excel worksheets.

3. Formulas and Functions: Gain proficiency in using Excel formulas and functions, including arithmetic functions, logical
functions, lookup functions, and text functions, to perform calculations and manipulate data effectively.

4. Data Analysis and Visualization: Explore techniques for data analysis and visualization using Excel's built-in tools,
including pivot tables, conditional formatting, and sparklines, to identify trends, patterns, and insights within datasets.

5. Advanced Data Manipulation: Master advanced data manipulation techniques, such as data validation, sorting,
filtering, and data consolidation, to streamline data management processes and improve data integrity.

Course Outline

Module 1: Excel Basics and Navigation

* Introduction to Excel interface and workbook management
* Essential navigation techniques and keyboard shortcuts

Module 2: Data Entry and Formatting

* Data entry best practices and techniques
® Formatting options for text, numbers, and dates

Module 3: Formulas and Functions

¢ Understanding Excel formulas and cell references



* Commonly used Excel functions (e.g., SUM, IF, VLOOKUP)
Module 4: Data Analysis with PivotTables

® Creating PivotTables to summarize and analyze data
® Using PivotCharts for visualizing PivotTable data

Module 5: Advanced Data Analysis Techniques

* Conditional formatting to highlight data trends and outliers
¢ Data validation and error checking for data integrity

Module 6: Charting and Graphs

* Creating and customizing charts and graphs in Excel
¢ Utilizing advanced chart features for data visualization

Module 7: Data Analysis with Tables

* Working with Excel tables for structured data management
® Sorting, filtering, and analyzing data in Excel tables

Module 8: Advanced Formulas and Functions

* Advanced Excel functions (e.g., INDEX-MATCH, SUMIFS, COUNTIFS)
* Array formulas for complex calculations and data manipulation

Module 9: Automation and Efficiency

® Using Excel's built-in tools for automation (e.g., macros, conditional formatting rules)
* Tips and tricks for improving productivity and efficiency in Excel

Module 10: Practical Applications and Case Studies

* Applying Excel skills to real-world scenarios and business applications
* Case studies and exercises to reinforce learning and skill application

The Microsoft Excel Specialist course equips participants with the skills and knowledge necessary to excel in data analysis,
reporting, and management using Microsoft Excel. Through a blend of theoretical learning, hands-on exercises, and practical
applications, participants will develop proficiency in leveraging Excel's powerful features and functionalities to handle complex



data tasks, make informed decisions, and drive organizational success.
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Company Overview

Who We Are: Magna Skills is a premier training and capacity-building organization specializing in professional development
for government institutions, NGOs, and the private sector.

Our Mission: To provide world-class training solutions that equip professionals with the expertise needed to excel in their
careers and contribute meaningfully to their organizations.

Our Vision: To be the leading provider of professional training and development across Africa, fostering excellence,
innovation, and capacity-building in public and private sectors.

Core Values

Excellence — Delivering high-quality training tailored to meet the evolving needs of professionals.

Integrity — Upholding the highest ethical standards in all our engagements.
* Innovation — Embracing new technologies and methodologies to enhance learning experiences.
® Customer-Centric Approach — Ensuring client satisfaction by providing relevant, practical, and impactful training.

Collaboration — Partnering with industry experts and institutions to provide the best learning opportunities.

Our Training Methodology

We use a blended learning approach that includes instructor-led training, case studies, workshops, and post-training support.

Why Choose Magna Skills?

Experienced Trainers

Customized Training Solutions
* Interactive Learning

Global Recognition

Proven Track Record



Request for Training Form

Complete the form and share with Magna Skills Support Team on email info@magnaskills.com or Send Whatsapp on:
+27630079022

Approval & Authorization

First Name: Course Name:

Last Name: Training Venue:

Mobile: Month:

Email: Training Method: Onine[ ] Faceto Face[ ]
Company Name: Duration:

Country: Number of Staff Members:

By signing this agreement, both parties confirm their commitment to the terms outlined in this proposal.



