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MALAYSIAN INSTITUTE

miO OF ACCOUNTANTS

Building Interactive Reports and

Dashboard using Microsoft Excel

for Accountants

20 & 21 March 2024 (Wednesday & Thursday), 9.00am-5.00 pm

24 & 25 June 2024 (Monday & Tuesday), 9.00 am-5.00 pm

Excel Dashboard is a page that facilitates easy
tracking of key KPlIs or other indicators so that
accountants, finance managers, and business
leaders are enabled to make decisions and
take appropriate action. ADashboardincludes
diagrammes, tablesand otherviews supported
by facts to provide administrators with a high-

level summary.

Excel is an excellent tool for producing

powerful dashboards which allow managers

to evaluate, inspect and receive timely alerts.
You only need to build the report once and new
data are updated dynamically. All reports will
be refreshed with a few clicks or keystrokes.
This programme will show you how to build

interactive and dynamic reports.

OBJECTIVES

This programme seeks to help you:

¢ |nternalise the Dashboard and its specifications
fora Finance Dashboard Reporting

e Use data and formatting to present data
accurately so that your report is easily
understood

e Show the advanced formulato make thereport
interactive

e Create sophisticated charts such as
Speedometer chart and Thermometer chart

WHO SHOULD ATTEND

e Accountants
e Finance Managers
e Business Leaders

METHODOLOGY

A highly interactive learning session with
trainer/speaker-led facilitation, live Q&As, quick
polls/surveys, self-assessment quizzes and
participant's feedback on learning outcome
achievement.



MIAWEBINAR SERIES

BUILDING INTERACTIVE REPORTS AND DASHBOARD

USING MICROSOFT EXCEL—FOR ACCOUNTANTS

PROGRAMME OUTLINE
DAY 1
cls0em Participants login to join the webinar Tooem  Ezesmn
-9.00am —-1.00pm e Understanding Data & Format
> What is Data Type?
9.00am  Session 1 > How does Data Type affect our formulas or
-11.00am e About DASHBOARD calculations?
> Introduction to Dashboard > Number formatting
> Visual interface at-a-glance > Excel date format
> Consists of 3 key attributes > Excel number custom format
> Excel Dashboards > Enhance reports with conditional formatting
> Magazine-quality reporting > Using Excel’s camera tool
> Flexibility > Where is the camera tool?
> Analytical power > Using camera tool is as easy as 1,2 3... Smile
> Error handling
> What makes a good Dashboard? 1.00pm
. oo Break
> Proper visualisations -2.00pm
> Themes
> Tables 2.00pm Session 3
> Charts —-4.00pm e About Functions
> What do you need? > About Excel references
> Data > Use name range as absolute reference
> Strong knowledge > Indirect function
> Final Question > Offset function
> VLOOKUP functions
> Database function
> SUMIFS
> SUMPRODUCT function
4.00pm  Session 4
-5.00pm e Assignment 1:
Building Interactive Dashboard
5.00pm End of Day 1

DAY 2

8.30am . . o _
—9.00am Participants login to join the webinar
9.00am Session 1

—11.00am e Presenting Data using CHART
> Select data
> Chart elements
> Type of charts
> Cluster column charts
> Bar chart
> Thermometer chart
> Pie chart
> Speedometer chart (Background)
> Speedometer chart (Needle)

11.00am
-1.00pm

Session 2
® Presenting Data using CHART (continued)

e Building Dashboard
> Building Dashboard with formula and
formatting
> Visualising Dashboard using chart

1.00pm
—2.00pm Break
2.00pm Session 3
—-4.00pm e Building Dashboard (continued)
4.00pm Session 4
-5.00pm e Assignment 2:
Building Interactive Dashboard
5.00pm End of Webinar

NOTE: The order of topics to be covered may be revised at the trainer/speaker's discretion.



MIAWEBINAR SERIES

Building Interactive Reports and Dashboard using Microsoft Excel

for Accountants

With immediate effect, enrolment for all
CPE programmes will be

STRICTLY VIA ONLINE REGISTRATION

REGISTRATION PROCESS

* To view more events and download the full brochure, please visit: pd.mia.org.my

e Search and select the event

¢ Click ‘Register’ to experience the new system by continuing with the respective steps below:

)
Zc
- bu) : ENTER : SELECT TOPI;ggIESET?ER
g: login credentials an event FOR THE EVENT
1]
SELECT e
i VALIDATE
o CLICK ON e apprg‘:;lfﬁg HSer the email address
E “Don’t have an account?” ENTER verificati_on link sent _to
g details and submit the registered email
S
w Q PROCEED e 0
2 SELECT ENTER
TO REGISTER an event login credentials
FOR THE EVENT

For any assistance, please call (8.45am-5.30pm, Monday-Friday)

MIA Help Desk @ 603-2722 9000

TERMS & CONDITIONS FOR WEBINARS

WEBINAR FEE

o Fee is payable to MALAYSIAN INSTITUTE OF ACCOUNTANTS

* For selected webinars, the fee includes e-materials.

- Individual Registration: Full payment shall be made at the point of
online registration.

- Corporate Registration: Full payment shall be made within thirty
(30) days from the date of the Invoice or 1 day before the webinar,
whichever earlier.

* Access to join the webinar shall be granted only upon full payment as per
the above requirement.

WEBINAR ACCESS LINK

e The Access Link will be emailed at least 24-hours before the
commencement of the webinar.

* The Access Link is unique and should not be forwarded/shared with
others.

PAYMENT MODE

e Payment must be made through the electronic channels i.e. online
payment via the MIA member service portal and electronic fund
transfer (EFT).

e Payment by cash and cheque is NOT ACCEPTABLE effective from
1 January 2022.

HRD CORP (FOR CLAIMABLE EVENTS ONLY)

e MIA is an approved Training Provider registered under 'Institut
Akauntan Malaysia' (MyColD: 631967).

Employer’s Obligations

© To ensure grant approval is obtained prior to event registration and to
provide the Grant ID notification upon event registration.

e To make full payment to MIA as per the issued Invoice within 14
working days upon receipt of MIA’s notification in the event the
approved training fee is cancelled by HRDC due to non-compliance
on the part of the participant or his/her employer or any valid reasons
stipulated by HRDC.

© To settle the balance payment to MIA within 14 working days upon
receipt of MIA’s notification in the event only partial claim is approved
by HRDC. MIA will provide copy of the original invoice and will not issue
a new invoice for the balance amount.

o |f employer has made payment prior to grant approval, a refund will be
made to employer subject to reimbursement received from HRDC. Refund
will be made upon receipt of duly completed employer’s EFT Form.

 To provide required information and/or documents after completion
of event for the purpose of HRDC Claim within 7 working days upon
receipt of MIA’s notification.

CANCELLATION

Should the participant decide to cancel his/her enrolment, a cancellation

policy shall be applied as follows:

* 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.

 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 will also be liable for a 20%
administrative charge.

* 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 will also be liable for full payment of the registration fee.

 Replacing registered participants is not allowed.

 Paid registration that is cancelled can opt to transfer the paid amount to
future event(s) after deducting any applicable administrative charges.

e The transfer request to future event(s) should be confirmed by
Corporate/Individual within three (3) days after cancellation otherwise
the cancellation will be confirmed with refund action. Transfer request
will not be entertained after the refund is processed.

e Corporate/Individual is required to top-up the balance amount if the
amount to be transferred to the future event is insufficient.

e Any excess amount after transfer will be refunded to the Corporate/
Individual’s bank account as provided in the EFT form.

* Corporate/Individual is required to provide the EFT form each time when
arefund is requested.

PARTICIPANT’S CLASSIFICATION AND INFORMATION

Category: Corporate/Individual

 Please select the participant classification carefully as it determines the
fee payable. No alteration will be allowed upon registration.

* The information on Corporate/Individual provided shall be deemed true
and correct. No alteration will be allowed upon registration.

METHODOLOGY, CERTIFICATE OF ATTENDANCE AND CPE CREDIT HOURS

e Live Q&As, quick polls/surveys will be carried out throughout the
webinar.

 For selected webinars, pre and/or post course materials will be shared
with participants.

* Self-assessment quizzes at the beginning as well as at end of the webinar
will be given to enable participants to self-evaluate themselves on their
learning performance and level of understanding of the programme
content.

* Participants will be issued with an e-certificate of attendance and
awarded CPE credit hours upon strict compliance of the following
terms:

- Remain logged in at least 80% of the time allocated for the

webinar,
- Submit the post-course evaluation on learning outcome within 3
days after the of the inar (late of the

post-course evaluation will not be entertained).
 CPE credit hours will be credited into the MIA Member Services Portal
within 14 days of the webinar for participants who have complied with all
terms and conditions stipulated herein.
e Listening to pre-recorded webinar and/or reading from past webinar
e-material shall not qualify as structured CPE credit hours.
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.
MIA disclaims responsibility for the materials of this programme. Neither
the MIA, 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 MIA is true, accurate and to the
best of their knowledge. The participants have read and agreed with the
Privacy Notice as stated on MIA’s official website and therefore, allow MIA
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 MIA
and MIA shall not be liable for whatsoever circumstances arising from any
engagement between the speaker(s) and the webinar’s participants.
DISCLAIMER
Malaysian Institute of Accountants (MIA) reserves the right to change
the speaker(s), date(s), time(s) and to cancel the webinar should
circumstances beyond its control arise. MIA shall not be responsible
for any costs, damages or losses incurred by the participant due to
the changes and/or cancellation. MIA 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.

SPEAKER/TRAINER
KELVINNG CHOOKENT

Kelvin is a fun-loving, passionate, and magic
corporate trainer and his sessions are nothing but
a WOW. He helps people become effective and
efficient in using Microsoft Office applications.
He focusses on using the right techniques that will
improve productivity of people at the workplace.

WEBINAR FEES

Member/Member Firm
Non-member

| RM 1,000
| RM 1,200

Preferred Payment: Pay with MIA-CIMB Affinity Credit Card.

WEBINAR DETAILS & REGISTRATION
20 & 21 March 2024 (Wednesday & Thursday)

24 & 25 June 2024 (Monday & Tuesday)

Session 1 : 9.00 am - 11.00 am

Session2 : 11.00 am - 1.00 pm

Session 3 : 2.00 pm —4.00 pm

Session 4 : 4.00 pm -5.00 pm

Contact Nageeb

Tel : 0327229293

Fax : 032722 9009

Email sp@mia.org.my

Address Malaysian Institute of Accountants

Dewan Akauntan

Unit 33-01, Level 33

Tower A, The Vertical

Avenue 3, Bangsar South City
No. 8, Jalan Kerinchi

59200 Kuala Lumpur

Enjoy 10% Discount

on total conference fee for 3 pax and above
from the same organisation




