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Objectives:

Table of Contents

T Overview of IS Excel 2007 Course objective is to provide a comprehensive

2. Excel Best Pracices overview of all features found in Microsoft Excel 2007.

3. Using Keybosrd Shortouts and Recommended Macros Functionality of each Tab and the Office Button is

4. MS Excel 2007 Tabs explored in detail by using practical examples.

5. Excel Buitin Formulas Examples are developed in consultation with the client

6. Group Exercies toensureeach division within
7. QaAsession develop a better understanding of their business

model. Such an exercise results in improved teamwork
and collaboration across various divisions.
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MS Excel 2007 Menus e

AThe S e 2007 rac iesTbs, T S and he O Butonas The module also covers similarities and differences in
Qs : e MS Excel 2003 and MS Excel 2007, as such, this training

proves extremely useful when updating MS Excel
version.

Topics Covered:

funcions as Print Set-up preference

AExcel 2007 also features a Quick Access view bar with zoom / preview options EXCE I BeSt P ra CticeS

=
Keyboard Shortcuts
Spreadsheet Set Up Example Sseclie: MS Excel 2007 Ta bs

AN LR TP

Excel Built-in Formulas

Auditing Tools

Pedagogical Tools:

Classroom lecture

Hands on training on MS Excel

Reference material and handouts
Keyboard Shortcuts Sseclie: Participa ntS:

AKeyboard Shortcuts can enhance productivity by at least 200%! . .

ABeatapproach to master keybosrd shorcuts & minimizing mouse usage Professionals using MS Excel

ATo activate keyboard shortcuts, simply press the Alt key
(oMiA :

Professional involved in the construction and use of
: = financial models, including budgets, projections,
AAdditional keyboard shortcuts utilize a combination of the Ctrl and Shift Keys evaluations, CaSh ﬂOWS, prOjectS, etC

ASeveral MS Excel 2007 shortcuts lists are available on the web
AMajority of this training will be conducted utiizing keyboard shortcuts
AA list of useful shortcuts has been compiled by you in the accompanying

epreadsheet Senior executives looking for opportunities to
rejuvenate their knowledge of dynamic spreadsheets
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Prerequisites:

Ability to perform basic mathematical calculation in MS
Excel
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Registration Fees:

Rs. 12,000 per participant* (inclusive of handouts, refreshment and certificate)
*10% discount for more than two individuals from the same organization
**15% discount for five or more individuals from the same organization

Please note: Participation will be confired on receipt of registration fee.

Venue:

Institute of Business Administration, City Campus, Garden/Kayani Shaheed Road, Karachi

Dates: Timing:

September 25-26, 2010 09:00 am-05:00 pm

For more information, please visit our website/w.iba.edu.pkor

Contact:

Sumera Muhammad

Coordinator, Center for Executive Education

Institute of Business Administration

City Campus, Garden/Kayani Shaheed Road, Karachi
Tel:111 677 677 Ext. 1231, 089215535 (Direct)
Fax:021 99215528

Email:smuhammad@iba.adpk
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REGISTRATION FORM

Organization:

Business Address:

Business Telephone:

Fax:

Company E-Mail:

Number of Participants:

We wish to register the mentioned delegate/s for the workshop.

Payment Method:Cheque| | PayOrder [ | Bank Draft | |

Cheque #: Amount:

Name of the Sponsorig Official:

Signature of the Sponsoring Official:

Date:

Please return the completed forno tCoordinator, IBA Center of Executive Education,
Garden/Kayani Shaheed Road, Karachi along with a Cheque/Pay Order drawn in the
name of Institute of Business Administration (cash payment is not accepted). The

nomination form can be faxed t89215528 or emailed to:smuhammad@iba.edu.pk

Please note that the registration is limited on first come first serve basis, therefore, confirm

your registration latest byseptember &, 2010
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1) Name:

Department:

Designation:

Mobile Number:

Email Address:

2) Name:

Department:

Designation:

Mobile Number:

Email Address:

3) Name:

Department:

Designation:

Mobile Number:

Email Address:

4) Name:

Department:

Designation:

Mobile Number:

Email Address:

5) Name:

Department:

Designation:

Mobile Number:

Email Address:

6) Name:

Department:

Designation:

Mobile Number:

Email Address:

For added participants kindly copy this form.
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