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PROGRAM OVERVIEW

This program had been designed for
those who worked in Hotel industry
like Income Auditor, Finance Manager,
Human Resources, Night Manager,
who have to spent a lot of their time in
daily excel report.

In this training, we will use the hotel
trial balance, daily report, as training
material, and learn on the formula and
method which able to help you directly
in your day to day task.

There will be a lot of exercise module
involve in this training in order for you
to familiarize on which
function/method to use in different
situation. From simple function to
table design and finally a very basic
Macro VBA to help to save some time
for your daily task.

LEARNING OBJECTIVES

1. Familiarize the excel cells, tables
naming, tagging and how to use it
effectively with some of the basic
function (+, -, *, /)

2. How to design and name/tagging
your Data Table

3. How Excel Formula can replace
your manual calculation

4. Usage of Conditional Formatting

5. Create simple Macro VBA in excel
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PROGRAM OUTLINE

1. Creating and familiarization on Microsoft
Excel Cell/Table Name, tagging.

2. How to create data listing for expandable
data validation use.

3. Creating dependent data validation

=IF(Ad4<=49,"Fail","Pass") 4 HOW to use ”: Logical
1 Mk Result Analysis Function in
s to help you in your
daily work.

90
8 1= (A4<=49,"Fail","Pass")

5. How to effectively create multi level nested IF Function
6. Condition formatting Base on Cell value

Excel Function Cover On Day-1

- MAX, MIN, AVERAGE

=IF

- INDIRECT

- SUM / SUMIF / SUMIFS

- COUNT/COUNTA/COUNTIF/COUNTIFS

1. How to use Filter and Advance Filter in
excel to make your work easier.

2. How to use VLOOKUP Function in your

daily report.

Analysis Grand Celapela Hotel

.
November ) 4th Quarter Sales
Room F&B

$ 3022100 S5 11,121.00

5 17,519.00 $ 6,321.00 510,000.00

3. How to use Simple Basic Macro in Excel.
4., Question & Answer
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