
MICROSOFT EXCEL 

PACKAGE SERIES Packages 
 
 
1) Data Analysis & 
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Data Analysis & Presentation with  
MS Excel & MS PowerPoint 

�²Äº´�ÅÀ��µÇ²¿´¶µ 

¨ Excel User Interface and Navigation. 
¨ Basic formulas and functions. (SUM, AVERAGE, MIN, MAX) 
¨ Defining and using names. 
¨ Understanding Cell references. 
¨ Basic Formatting Techniques. 
¨ Advanced formulas and Functions. (SUMIF, SUMIFS, 

AVERAGIFS, COUNTIFS) 
¨ Lookup and reference functions. (VLOOKUP, INDEX, 

MATCH, OFFSET) 
¨ Text Functions (CONCATENATE, TRIM, LEFT, RIGHT, 

MID, TEXT) 
¨ Separate data using “Text to Column” and “Flash fill”. 
¨ Understanding Table tool to manage and analyze data. 
¨ Advanced Pivot tables and Pivot charts for data analysis and 

presentation. 
¨ Introduction to Data Model in Modern Excel. 
¨ Creating Relationships between data tables. 
¨ Creating reports and analyzing data from multiple tables using 

Pivot tables. 
¨ Data Validation Techniques to maintain data integrity. 
¨ Conditional Formatting techniques to highlight data 

anomalies. 
¨ Data visualization through Charts and Graphs. 
¨ Record and use Macros to perform recurring and routine 

¨ Modifying the PowerPoint Environment. 
¨ Customizing Design Templates. 
¨ Adding SmartArt to a Presentation. 
¨ Modifying Objects in Your Presentation-Creating 

custom Infographics. 
¨ Working with Media and Animations. 
¨ Collaborating on a Presentation. 
¨ Customizing a Slide Show. 
¨ Securing and Distributing a Presentation 

Microsoft Excel 
Microsoft PowerPoint 

ΖWȇV�DERXW�PDNLQJ�DQ�LPSDFW�WKDW�LQȵXHQFHV�\RXU�
DXGLHQFH��ZKHWKHU�\RX�DUH�DQ�HQWUHSUHQHXU�
SLWFKLQJ�LQYHVWRUV��D�VPDOO�EXVLQHVV�RZQHU�
SLWFKLQJ�D�SURGXFW�WR�D�UHWDLOHU�RU�SRWHQWLDO�

FXVWRPHU��D�VWDUWXS�SUHVHQWLQJ�D�QHZ�LQLWLDWLYH��RU�
D�PDQDJHU�DVNLQJ�IRU�EXGJHW�RU�VWDɝQJ�

UHVRXUFHV� 
———)RUEHV�1RY����� 



Dashboard Reporting in Excel 

TOPIC # 1: WHAT IS A DASHBOARD?  

· 5 Dashboard Examples  

· Deriving our own dashboard definition  

· Looking at Dashboard definitions around web  

 
TOPIC # 2: DASHBOARD CREATION PROCESS  

· Why have a process – Learning from a Failed Dash-

board  

· Defining the Dashboard Creation Process  

· Example Dashboard made with such process  

 
TOPIC # 3: MAKING EXCEL DASHBOARDS – PART 1  

· Defining the purpose of the dashboard  

· Finding appropriate metrics for the dashboard  

· Making a mockup of the dashboard 

 
TOPIC # 4: MAKING EXCEL DASHBOARDS – PART 2  

· Understanding the data  

· Writing Formulas  

· Making Charts  

· Adding Conditional Formats  

TOPIC # 5: DASHBOARD DESIGN TIPS & TRICKS  

· Dashboard Design Principles  

· MVC Rule  

· 4 Important Design Principles  

· 3 Examples of Well Designed Dashboards  

· 6 Dashboard Layout Ideas Hyperlinks  

 
TOPIC # 6: CREATE DYNAMIC AND INTERACTIVE 

CHARTS  

· Introduction to Charts  

· Chart formatting Tips  

· Actual vs Forecast Charts 

· 10 Tips & Tricks on Excel Charts  

· Dynamic Chart with Check boxes · Expand & Collapse 

Charts · Analytical Charts  

 
TOPIC # 7: CREATE KPI DASHBOARD  

· Philosophy of Simplified KPI dashboard · Structure of in-
put data sheet · Dashboard explained & closing thoughts 



Power Pivot 

Bringing the self-service business 

intelligence to your desktop 

Power Pivot for Excel enables you to transform 

enormous quantities of data with incredible 

speed into meaningful information to get the 

answers you need in seconds, all with the 

comfort of familiar Excel tools and features. 

 

-Import big data from virtually any source 

-Create relationships 

-Build interactive reports 

-Data Analysis Expressions (DAX) 

_Speed up Power Pivot calculations 

MODULES 

· Installation of PowerPivot 

· Get your data in Power Pivot Workbook 

· Calculated columns  

· Relationships 

· Creating Pivot Tables 

· Measures 

· Must know DAX Functions 

· Time Intelligence Functions 

· PowerPivot Tools 



&RXUVH�2XWOLQH 

,QWURGXFWLRQ 

ª :KDW�LV�3RZHU�4XHU\ 

ª ,QVWDOOLQJ�3RZHU�4XHU\ 

ª ,QWHUIDFH 

 

'DWD�6RXUFHV 

ª )URP�:HE 

ª )URP�([FHO�)LOH 

ª )URP�&XUUHQW�ZRUNERRN 

ª )URP�&69�RU�7H[W�)LOH 

ª )URP�)ROGHU 

ª )URP�'DWDEDVH��64/� 

ª )URP�2WKHU�6RXUFHV 

 

�&RPELQLQJ�0XOWLSOH�6RXUFHV 
ª 0XOWLSOH�([FHO�7DEOHV�RU�1DPHG�5DQJHV 

ª :RUNVKHHWV�QRW�&RUUHFWO\�)RUPDWWHG 

ª $SSHQGLQJ�4XHULHV 

ª 0HUJLQJ�4XHULHV 

 

7UDQVIRUPLQJ�	�FOHDQLQJ�GDWD 
ª (GLWLQJ�TXHULHV 

ª 'DWD�7\SHV 

ª )L[LQJ�GDWHV�ZLWK�ORFDOH�VHWWLQJ 

ª &ROXPQV�–�0RYH��5HPRYH��5HQDPH�	�'X�

SOLFDWH 

ª 6SOLWWLQJ�FROXPQV 

ª 0HUJLQJ�FROXPQV 

ª )LOWHULQJ�URZV 

ª 5HPRYLQJ�'XSOLFDWHV�DQG�(UURUV 

ª 6RUWLQJ 

ª 5HSODFH�DQG�)LOO 

ª 7UDQVIRUPLQJ�7H[W�DQG�1XPEHUV 

ª 7UDQVIRUPLQJ�GDWHV 

ª $GGLQJ�&XVWRP�	�,QGH[�&ROXPQV 

ª $GGLQJ�&XVWRP�&DOFXODWHG�&ROXPQV 

ª $GGLQJ�&XVWRP�'DWH�DQG�7LPH�&ROXPQV 

ª *URXSLQJ 

ª 8Q3LYRW 

ª 7UDQVSRVH 

ª 'XSOLFDWLQJ�DQG�UHIHUHQFLQJ�DQRWKHU�TXHU\ 

 

'DWD�'HVWLQDWLRQV�	�5HIUHVKLQJ�

4XHULHV 
ª /RDGLQJ�WR�WKH�ZRUNERRN�RSWLRQV 

ª /RDGLQJ�WR�WKH�GDWD�PRGHO�RU�SRZHU�SLYRW 

ª /RDG�VHWWLQJV�	�$XWRPDWLF�5HIUHVK 

ª /RDG�GLUHFWO\�LQWR�3RZHU3LYRW 

Power Query 



�ÀÈ¶Ã� ��� ÅÃ²¿Ä·ÀÃ¾Ä� ÊÀÆÃ�
´À¾Á²¿ÊϝÄ� µ²Å²� º¿ÅÀ� Ãº´¹�
ÇºÄÆ²½Ä� ·ÀÃ� ÊÀÆ� ÅÀ� ´À½½¶´Å� ²¿µ�
ÀÃ¸²¿ºË¶� ÄÀ� ÊÀÆ� ´²¿� ·À´ÆÄ� À¿�
È¹²Å�¾²ÅÅ¶ÃÄ�ÅÀ�ÊÀÆʇ 

�ÀÈ¶Ã� ��� ºÄ� ²� ÄÆºÅ¶� À·�
³ÆÄº¿¶ÄÄ� ²¿²½ÊÅº´Ä� ÅÀÀ½Ä� ÅÀ�
²¿²½ÊË¶� µ²Å²� ²¿µ� Ä¹²Ã¶�
º¿Äº¸¹ÅÄʇ  

�ÀÈ¶Ã����µ²Ä¹³À²ÃµÄ�ÁÃÀÇºµ¶�²�
ЁЄϾ-µ¶¸Ã¶¶� Çº¶È� ·ÀÃ� ³ÆÄº¿¶ÄÄ�
ÆÄ¶ÃÄ� ÈºÅ¹� Å¹¶ºÃ� ¾ÀÄÅ�
º¾ÁÀÃÅ²¿Å�¾¶ÅÃº´Ä�º¿�À¿¶�Á½²´¶ʁ�
ÆÁµ²Å¶µ� º¿� Ã¶²½� Åº¾¶ʁ� ²¿µ�
²Ç²º½²³½¶� À¿� ²½½� À·� Å¹¶ºÃ�
µ¶Çº´¶Äʇ� 

�ºÅ¹� À¿¶� ´½º´¼ʁ� ÆÄ¶ÃÄ� ´²¿�
¶ÉÁ½ÀÃ¶� Å¹¶� µ²Å²� ³¶¹º¿µ� Å¹¶ºÃ�

Course Outline 

*HW�6WDUWHG 

Understanding Power BI 

What are Power BI Desktop and  

Desktop Pro 

Installing Power BI Desktop 

Launching Power BI Desktop 

 
*HW�'DWD 

Understanding Power BI data sources 

Connecting to a file Excel 

Connecting to a file CSV 

Connecting to a database Access 

Connecting to a web data source 

Connecting to Facebook 

Importing Excel data models 

 
0RGHO�'DWD�6KDSLQJ��&RPELQLQJ��

DQG�0HUJLQJ�'DWD 

Reducing data with the Query Editor 

Transforming data 

Inserting custom columns 

Appending data to a query 

Adding an index column 

Cleaning up data 

Creating relationships between tables 

Merging data 

Using lookup tables in a dataset 

 
 
&UHDWH�9LVXDOL]DWLRQV�DQG�5HSRUWV 

Creating and arranging visualizations 

Creating text visuals Cards, table, matrix 

Creating and formatting chart visuals 

Using a slicer to filter visuals 

Creating a map visualization 

 
6KDUH�<RXU�:RUN 

Publishing to the Power BI service 

Refreshing and removing datasets and re-

ports 

Sharing and un-sharing reports 

Power BI 



Tahir Ali have been involved  in corporate training since 2010 and delivered  training 

sessions on MS Office, Advanced Excel & Dashboard reporting on MS Office versions 

2003/2007/2010/2013 & hundreds of individuals, professionals and corporate executive 

have gone through  trainings sessions from all areas of life including multinationals, local 

companies, financials institutions & educational institutions in Pakistan. 

Tahir Ali is associated with IBA Center for Executive Education imparting training 

related to MS Excel  i.e. Dashboard reporting, Power Pivot & Power Query, etc.. He has 

conducted customized training  on “Data Analysis  through MS Excel” for school heads of 

AKESP in IBA, tailor-made training on Computer Applications for Sindh Engro Coal 

Mining Company (SECMC) for their Thari Trainee Engineers, and also Basic & Advanced 

Excel for Oxford University Press (OUP) Pakistan. 

Certifications: 

Microsoft Office Specialist Master 

Microsoft Office Specialist Expert (Excel 2013) 

Microsoft Office Specialist (Word 2013) 

Microsoft Office Specialist (PowerPoint 2013) 

TRAINER: TAHIR ALI 
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Sumera Muhammad  

Manager, Skills Development Program 

Center for Executive Education 

Institute of Business Administration 

Ext: 1801 | smuhammad@iba.edu.pk 

Mirza Irshad Ali Baig 

Executive, Skills Development 
Program 

Center for Executive Education 

Institute of Business Administration 

Ext: 1811 | mibaig@iba.edu.pk 
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Skills Development Programs  

Center for Executive Education 

Institute of Business Administration 

021-38104700-01 Ext: 1541 

Fax:  021-38103008 

Email: BESDP@iba.edu.pk 

Website: http://sdp.iba.edu.pk/ 

Muhammad Ashar Siddiqui 

Executive Assistant,  

Skills Development Program 

Center for Executive Education 

Institute of Business Administration 

Ext: 1813 | masiddiqui@iba.edu.pk 


