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INVITATION TO ATTEND THE EXCEL TABLE, PIVOT TABLE & PIVOT
CHART ESSENTIALS-BASICSTO MASTERY COURSE

Dear Sir/Madam,

We are excited to invite you to our comprehensive training on Excel Table, Pivot Table & Pivot Chart
Essentials — Basics to Mastery. This course is designed to take you from the fundamental principles of
Excel Tables and Pivot Tables to advanced techniques, empowering you to manage, analyze, and
visualize data more efficiently and effectively.

Training Overview:

Excel Tables, Pivot Tables, and Pivot Charts are vital tools for anyone handling data. Whether you are an
analyst, accountant, manager, or researcher, mastering these features will drastically improve your data
organization, analysis, and reporting capabilities. This course will teach you how to turn raw data into
insightful reports, allowing you to make data-driven decisions quickly.

Y ou will learn how to create and manage Excel Tables, generate dynamic reports with Pivot Tables, and
build interactive visualizations using Pivot Charts. Starting with the basics, the course progressively
covers more advanced concepts, helping you achieve mastery.

Objectives:

By the end of this course, participants will:

Understand the structure and benefits of Excel Tables.

e Learn how to build and format Tables to organize data effectively.

Be proficient in creating, modifying, and customizing Pivot Tables to summarize large datasets.
Master the use of Pivot Charts for visual data representation and reporting.

Develop skills for automating data analysis and reporting processes using Pivot Tables and Charts.

Training Outcomes:
Participants will gain:

¢ A solid foundation in creating and managing Excel Tables for better data management.

e Proficiency in developing Pivot Tables for powerful, real-time data analysis.

e The ability to design and format Pivot Charts to visually represent data insights.

¢ The know-how to automate frequent data analysis tasks, saving time and improving accuracy.

e Advanced techniques for filtering, sorting, grouping, and analyzing data using Pivot Tables and
Pivot Charts.

Course Content:

The course will cover the following key topics:
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1. Introduction to Excel Tables:;

e What are Excel Tables, and why should you use them?

Creating and formatting Tables to manage data effectively.

Adding structured references for easy calculations.

Sorting, filtering, and managing data efficiently in Excel Tables.

Using Table features like automatic range expansion and structured references.

2. Creating and Managing Excel Tables:

e Best practices for organizing datainto Tables.
Applying formatting rules and conditional formatting to Excel Tables.
Calculated columns: Creating custom formulas within Tables.

Structured referencing for accurate and consistent formulas.
3. Introduction to Pivot Tables:

e What are Pivot Tables, and when should you use them?

Creating your first Pivot Table: Step-by-step guide.

Structuring Pivot Tables to analyze large datasets.

Customizing Pivot Table layouts and formatting for better readability.
Basic data aggregation: SUM, COUNT, AVERAGE, MAX, MIN.

4. Advanced Pivot Table Techniques:

Using filters, dlicers, and timelinesto refine data analysis.

Grouping data by date, number ranges, and categories for deeper insights.
Calculating differences, percentages, and running totals in Pivot Tables.
Creating custom calculated fields and calculated items.

Advanced sorting and filtering techniques in Pivot Tables.

5. Introduction to Pivot Charts:

e What are Pivot Charts, and why should you use them?

e Creating Pivot Charts from Pivot Tables for data visualization.

e Customizing Pivot Charts: Modifying chart types, styles, and layouts.
e Adding data labels, axistitles, and legends to enhance chart clarity.

e Using dlicers with Pivot Charts for interactive data visualization.

6. Advanced Pivot Chart Techniques:

e Combining multiple data seriesin Pivot Charts.

Formatting Pivot Charts for professional reports and presentations.
Creating dynamic dashboards with Pivot Charts and dlicers.

Linking Pivot Chartsto external data sources for real-time updates.
Using Pivot Charts with Excel Tablesto create fully interactive reports.

7. Data Analysiswith Pivot Tablesand Pivot Charts:

Using Total Row for quick data summaries (SUM, AVERAGE, COUNT, etc.).
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Applying advanced filtering techniques to focus on specific data sets.
Creating dynamic data models using multiple Pivot Tables and Charts.
Cross-tabulation and multi-dimensional data analysis.

Building custom reports with Pivot Tables and Pivot Charts for stakeholders.

8. Automation and Efficiency:

Automating frequent tasks using Pivot Tables and Charts.

Using Power Pivot for large-scale data analysis and modeling.
Techniques for refreshing Pivot Tables automatically as data changes.
Best practices for maintaining accuracy and consistency in reports.

Who Should Attend:
This courseisideal for:

¢ Analysts, accountants, and managers who need to quickly summarize large datasets.

¢ Professionas working with large sets of data that require frequent analysis.

e Anyone responsible for creating regular reports and dashboards for management.

e Individuaslooking to improve their Excel skills, from basics to advanced levels, for data
management and reporting.

Fees and Payment M ethod:

TZS 300,000/= per person (Daily Evening session - Physical or Online Session). Payments can be made
through bank deposit to the following details:

A/C NAME: STEP AHEAD FINANCIAL CONS
BANK NAME: CRDB BANK
ACCOUNT NUMBER: 015C448187900

Confirmation:

To confirm your attendance or for any inquiries, please call +255 713 388 317 or email us at
info@safco.co.tz.

We look forward to your participation in this insightful seminar, which promises to enhance your
knowledge and skillsin thisfields. Y our presence will undoubtedly contribute to the success of this event.

Sincerely,

Y ustino Nyendeza

Step Ahead Financial Consultants Limited (SAFCO)
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Training Director

Tel. No. 0713 388 317
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