7{aicsa

The Governance Institute

Smart Dashboards &
Interactive Reports for
Secretarial Efficiency

15 April & 16 April 2025,
Tuesday & Wednesday

9.00am - 5.00pm

Speaker: MR LOGEENIS RAGHU
Virtual

Course code IT150425W2
Closing date: 14 April 2025

For details of other training events, please visit the MAICSA website at
http://www.maicsa.org.my



http://www.maicsa.org.my/

Overview

This is a 2-days Excel Dashboard & Interactive Reports
training for those who want to dive into company’s large
data and look at the company’s KPIs for decision making
purposes. If you have the basic knowledge of Excel charts,
pivot tables, functions and formulas, you can proceed to
this course to learn how to create dashboard out of your,
example sales data, that allows you to interactively slice-
and-dice within the data and gain greater insights out of
your company'’s business performance.

Target Audience

. Secretarial personnel
. Administrative assistants
. Office managers

Course outlines

Module 1: INTRODUCTION
e Overview of training aim, objectives and agenda
Module 2: DASHBOARD DESIGN PRINCIPLES

¢ What is a dashboard?

* Purpose and benefits of dashboards

* Understanding dashboard design principles

« Layout, color and display

« Common mistakes when building dashboards

Module 3: PREPARING DASHBOARD DATA

« Understanding your data

* Organizing data

* Tools and tricks to clean data before using it to build a
report or dashboard

Module 4: DATA VISUALIZATION - PICKING THE RIGHT
DISPLAY

* The anatomy of an Excel chart

* Choosing the right data visualization to communicate
information effectively

* Displaying trends with charts

* When to use a secondary axis

¢ Combining two chart types

¢ Formatting tricks

¢ Adding icons and images to dashboards

Module 5:
FORMATTING

USING SPARKLINES & CONDITIONAL

« Creating sparklines - line, column and win/loss
* Sparkline formatting and options

* Sparkline tips and tricks

* Applying conditional formatting

« Data bars, color scales and icon sets

* Conditional formatting options

* Using symbols to enhance reporting

Module 6: ADVANCED CHARTING TECHNIQUES

* In-cell charts

* Step charts

¢ Actual vs budget (target) charts - Floating Markers
* Band chart - show performance against target range
¢ Conditional colors in column chart

¢ Frequency distribution

* Panel charts

¢ Speedometers

¢ Bullet graphs

* Waterfall chart

¢ Pyramid chart and funnel chart

Module 7: NAMED RANGES AND EXCEL TABLE

* Naming cells and ranges

* Creating Excel tables

* Applying table names

« Using structured references in formula
« Refreshing tables with new data

Module 8:
FUNCTIONS

AUTOMATING DASHBOARDS WITH

¢ Learn to nest functions together to create robust
formulas

* Use IF, Nested IFs and IFS (Excel 2010) for logical test
with single or multiple conditions

*« Embed AND or OR function in IF for robust logical tests
* Trap and handle errors produced by other formulas or
functions with IFERROR

* Use CHOOSE to return a value from an array based on
index number

¢ Aggregate data with single criterion using SUMIF,
COUNTIF, AVERAGEIF

¢ Tabulating information using multiple criteria with
SUMIFS, COUNTIFS, AVERAGEIFS

* Lookup and retrieve data from a specific column in table
using VLOOKUP

¢ Use MATCH to find the relative numeric position of an
item in a range

* Use INDEX to extract a value from a table (or range)

¢« INDEX and MATCH - powerful combo that has more
flexibility and speed

* Why INDEX MATCH is better than VLOOKUP

¢ Using ROW(S) and COLUMN(S) for indexing

* Rank and sort your data using RANK, LARGE and SMALL
¢ Use ‘database functions’ DSUM, DCOUNT and
DAVERAGE to filter information in a list or database based
on set criteria

¢ Using TEXT and CONCATENATE to string numbers and
text together to show in a dashboard or chart.

Module 9: BUILDING INTERACTIVE CHARTS AND
DASHBOARDS CONTROLS

« Using form controls: Button, Combo Box, Check Box, Spin
Button, List Box, Option Button, Scroll Bar, Label and
Group Box

¢ Set up dynamic data validation list

¢ Creating dynamic named range with OFFSET and
COUNTA

¢ Creating dynamic named range with INDEX

¢ Using the INDIRECT function

Module 10: BUILDING DYNAMIC CHARTS

¢ Selecting data with a combo box (or data validation list)
for dynamic Excel charting

« Using a check box to show or hide data or trend lines

¢ Scrolling a dynamic excel chart through time

« Using helper columns to manipulate your data

¢ Linked textbox for dynamic chart titles

* Tricks to avoid crashing lines in line chart

¢ Linking legends to cell contents

Module 11: PUTTING IT TOGETHER

¢ Creating your dashboard

About the trainer: Mr Logeenis Raghu

Logeenis Raghu is a skilled IT Trainer with a strong academic
background in Artificial Intelligence and Information
Technology. He holds a Bachelor's degree in IT (Al) from
Multimedia University and has experience delivering
corporate training in data analytics, IT solutions, Artificial
Intelligence (Al) and digital tools. Currently serving as a
Trainer & Consultant at Knowledgecom Corporation, he
specializes in conducting IT and data-related training,
performing training needs analysis, and customizing courses
to meet corporate requirements. His expertise includes
programming (Python, SAS), data analysis (Power BI),
Artificial Intelligence (Al) and various digital tools. Logeenis
is also an HRD Corp Accredited Trainer and a Microsoft
Certified Power Bl Data Analyst.



WEBINAR FEE

Category Normal Fee
per person (RM)

MAICSA Member/

Affiliate/Graduate/Student 1296

Non member 1446

Fee includes course materials in digital form and e-certificate

ENQUIRIES:

Email: training@maicsa.org.my
Tel: 03-2282 9276 (ext 804)
Attention: Ms Nor Falati

* Fee is payable to MAICSA

PAYMENT MODE:

Online transfer

RHB Account No: 2-64-094-0000-4232

Swift Code: RHBBMYKL

Note: Bank charges for telegraphic transfer will be borne by the client.

Please email the bank-in slip/ transfer advice to training@maicsa.org.my or fax to 603-2283 4492, for our
verification and record.

Individual Registration: Full payment shall be made AFTER you have done the online registration.

Company Registration: Full payment shall be made 7 days BEFORE the webinar.
e Access to join the webinar shall be granted only upon full payment as per the above requirement.
e NO Letter of undertaking is accepted.

Upon successfully registration, you are deemed to have read and accepted the terms and conditions.
TERMS & CONDITIONS FOR WEBINARS

WEBINAR ACCESS LINK

* The Access Link will be emailed at least one day before the commencement of the webinar.
» The Access Link is unique and should not be forwarded/shared with others.

o Participants may log-in at 8.45am
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CANCELLATION/REFUND/REPLACEMENT/TRANSFER
Should the participant decide to cancel his/her enrolment, a cancellation policy shall be applied as follows:

e For written cancellation received with minimum seven (7) days’ notice from the date of the webinar, no
penalties will be imposed and full refund will be made to participants who have paid.

e For written cancellation received less than seven (7) days from the date of the webinar, an administrative
charge of 20% of the registration fee will be imposed. Unpaid registrations include those registrations with
HRDCorp grant will also be liable for a 20% administrative charge.

e No refunds will be made for written cancellations received on the day of the webinar or for participants who
failed to join the webinar. Unpaid registrations include registrations with HRDCorp grant will also be liable for
full payment of the registration fee.

e Replacement of participant and transfer of webinar are not acceptable.

CERTIFICATE OF ATTENDANCE AND CPD HOURS

. Participants will be issued with an e-certificate of attendance and full payment and awarded CPD hours upon
strict compliance of the following terms:
- Remain logged in at least 75% of the time allocated for the webinar,
- Submit the feedback form within 3 days after the completion of the webinar

. Delegates may check their E-certificates from this link https://www.maicsa.org.my/resources/cpd-
training/e-certificate-of-attendancee-confirmation-letter-of-attendance within 5 working days after the
webinar.

. For MAICSA members, the CPD hours will be credited into the CPD Tracker System within 14 days of the
webinar for participants who have complied with all terms and conditions stipulated herein.

. For MAICSA members who are also PC Holder, please contact SSM for the calculation and recognition of
CPD Hours for online training held by MAICSA.

. For non MAICSA members, please contact your professional body or regulator for the calculation and
recognition of CPD Hours for courses held by MAICSA.

COPYRIGHT

The materials of the webinar shall not be disclosed or used in any manner, either wholly or partially against any
other parties and/or used in any manner, either wholly or partially as a defence by you and/or any other parties
under any circumstances. The participants are therefore prohibited from reproducing any materials of this
programme. All copyright and/ or intellectual property rights in any relevant materials produced in this
Programme will remain with the party who produced such materials.

MAICSA disclaims responsibility for the materials of this programme. Neither the MAICSA, its Council or any of its
Boards or Committees nor its staff shall be responsible or liable for any claims, losses, damages, costs or expenses
arising in any way out of or in connection with any persons relying upon the materials provided during the webinar.

DATA PROTECTION

Information given by the participants to MAICSA is true, accurate and to the best of their knowledge. The
participants have read and agreed with the Privacy Notice as stated on MAICSA'’s official website and therefore,
allow MAICSA to collect, process, store and use the participants’ data other than what is provided under the
Personal Data Protection Act 2010.

EXCLUSION OF LIABILITY

This webinar shall not constitute an endorsement of the speaker(s) by MAICSA and MAICSA shall not be liable for
whatsoever circumstances arising from any engagement between the speaker(s) and the webinar’s participants.

DISCLAIMER

MAICSA reserves the right to change the speaker(s), date(s), time(s) and to cancel the webinar should
circumstances beyond its control arise. MAICSA shall not be responsible for any costs, damages or losses incurred
by the participant due to the changes and/or cancellation. MAICSA also reserves the right to make alternative
arrangements without prior notice should it be necessary to do so. Upon registering, you are deemed to have
read and accepted the terms and conditions herein.
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