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OVERVIEW

In the Intermediate Microsoft Excel programme, participants will build upon their

understanding of Microsoft Excel 2016. They will learn how to adjust the way cells are
displayed in Excel for maximum efficiency and sort & filter lists of data based on
desired criteria.

During the programme, participants will also learn important Excel functions which
allows a higher-level view such as - goal seeking from an existing dataset and the use
of Charts and Pivot Tables to display and extract further information. Participants will
also have the opportunity to learn and polish new skills in Lookup, Logical, Financial
and Database functions.

OBJECTIVES

Building upon the Basic Excel training syllabus, the goal of the Intermediate syllabus is
to go deeper with Excel’s in-built features for more efficient data collection, improved
data management as well as data analysis.

WHO SHOULD ATTEND?

e Those who are progressively trying to improve their MS Excel skills set

e Those who want to learning new functions

e Those who are looking to explore features that are available in MS Excel that can
help in their daily work tasks

e Those who want to enhance their portfolio to include an intermediate level
proficiency of Excel skills

e Those who use Excel in their daily work

PRE-REQUISITE

 Familiar with the Microsoft Excel default interface
« Satisfactory knowledge of basic MS Excel including management of worksheets
and concept of cells and cell references




METHODOLOGY
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PROGRAMME DETAILLS

DATE TIME

8:30am-12:00 pm

Day 1&2 1:30 pm - 5:00 pm

***Subject to change
Please refer to www.bilif.com.bn for the latest updates***

PROGRAMME OUTLINE

Day 1 &2

 Freezing Panes and View Options

e Sorting Data

e Filtering Data

 Subtotals

 Relative and Absolute Cell References
 Lookup functions

e Logical Functions

e Tables

e Charts

e Introduction to Pivot Tables and powerful tools
» Protecting Data

e Copying Excel data to Microsoft Word




PROGRAMME LEADER

JOSHUA LIM SHENG MING

Joshua has earned the ICDL Advanced Certificate AM4 Spreadsheets and has also
conducted the following MS Excel training sessions:

Mar 2018 - Present: Syllabus creator and trainer for 14 training sessions (a mix
of Intermediate and Advanced) under Brunei Institute of Leadership & Islamic
Finance (BILIF. Formerly known as Centre for Islamic Banking, Finance and
Management, CIBFM)

Mar 2019: Syllabus creator and trainer for a specially-requested MS Excel
training on Macros and Visual Basic for Applications (VBA) by United Overseas
Bank (UOB)

May & Aug 2013: Trainer for ICDL Digital Literacy (including Spreadsheets)
under BigBreak Solutions

Jul 2007 — Dec 2007: Syllabus creator and trainer for 8 sessions of MS Excel 2003
under Cosmopolitan College of Commerce and Technology.

Joshua’s training experience extends beyond Microsoft Excel; he has conducted
training for other IT applications including:

MS Powerpoint

Adobe Photoshop
Macromedia Dreamweaver
WordPress



INTERMEDIATE MS EXCEL
15 - 16 SEPTEMBER 2025

To apply for the programme, please email your completed form to
askSEED@bilif.com.bn 30 days before the programme date.

CATEGORIES STAKEHOLDERS NON-STAKEHOLDERS
FEE [ ] $500 [ ] $600

By completing and signing this form, you hereby agree to the terms and conditions below:

Full Name: IC Number:
Position: Department:
E-mail: Phone:

Full Name: IC Number:
Position: Department:
E-mail: Phone:

Full Name: IC Number:
Position: Department:
E-mail: Phone:
APPROVING OFFICER

Name: Email:

Position: Department:

Please email the invoice to:

Signature and Company's Stamp
Terms and conditions:

Cancellation Policy:

« All cancellation must be submitted to BILIF in writing either by letter or email.

» Any cancellation received 30 days or more prior to the training date will incur a cancellation fee of 10% of the
programme fee.

 Cancellation received 8 - 14 days to the training date will incur a cancellation fee of 50% of the programme fee.

 Cancellation of registrations received 7 days or less from the date of training or if the delegate fails to attend the
training, he/she will be considered as 'no show' and is subjected to 100% of the programme fee.

* BILIF welcomes and accepts replacement of participants up until a day before the training commences.
Other terms:

« Participants must complete all scheduled sessions and activities for them to receive the certificate of attendance/
completion.
» Payment must be made upon receipt of invoice issued by BILIF.

* BILIF reserves the right to amend, change or cancel the programme at any given time. We will immediately notify
participants and organisations if any such changes are to be made.



ABOUT BILIF

Brunei Institute of Leadership & Islamic Finance (BILIF) was established in 2010 as the
Centre of Excellence for the finance industry in Brunei Darussalam, providing high-quality
learning solutions, including signature and collaborative events for human capacity
development in the areas of Islamic finance and leadership.

Under the purview of Brunei Darussalam Central Bank (BDCB), BILIF plays a fundamental
role in Pillar 5 of Brunei Darussalam Financial Sector Blueprint 2016-2025 in raising
financial industry standards, especially in the areas of Islamic finance.

All of our programmes are accredited by Brunei Darussalam National Accreditation
Council as Value Added Qualifications. Since its inception, BILIF has conducted 809
programmes and 83 events for more than 16,900 participants, including a suite of Virtual
Instructor-Led Training (VILT) programmes and online events (as of December 2023).

BILIF has forged strategic partnerships with local and international organisations over the
past 10 years which have allowed us to bring professional programmes, expertise and
opportunities to shape future leaders, experts and innovators, particularly in the areas of
Islamic finance and leadership. Amongst these strategic partners include The London
Institute of Banking & Finance (LIBF), United Kingdom; the Accounting and Auditing
Organization for Islamic Financial Institutions (AAOIFI) and Bahrain Institute of Banking
and Finance (BIBF), Bahrain; Islamic Development Bank Institute (IsDBI), Kingdom of
Saudi Arabia, Singapore Management University (SMU), Singapore and INCEIF University,
Malaysia. Locally, BILIF has also partnered with two of the top higher education
institutions in Brunei Darussalam; Universiti Brunei Darussalam (UBD) and Universiti
Sultan Sharif Ali (UNISSA) in our joint efforts to impart invaluable knowledge and skills for
students and professionals in not only finance but also other private and government
sectors.

Appointed by BDCB, BILIF is the official licensing examination centre for Financial
Planning Practitioners’ Programme (FPPP) and the Qualifying Examination for
Insurance/Takaful Agents (QEFITA). BILIF is also the official examination centre for all
examinations under Chartered Institute for Securities & Investment (CISI), UK; Chartered
Bankers Institute (CBI), UK; International Compliance Association (ICA) and AAOIFI. BILIF
has also recently been accepted as a Pearson Vue Authorised Test Centre which can
house more than hundreds of examinations such as Certificate in Climate Risk, Certified
Internal Auditor® (CIA®) and Certified Associate in Project Management (CAPM), amongst
others.

BILIF has received multiple accolades including the “Best Emerging Islamic Finance
Training Institution — Brunei 2021” from the International Finance Awards 2022; “Best
Islamic Finance Education & Training Brunei 2021” from the Global Banking & Finance
Awards® and “Global Good Governance (3G) Human Resource Development Award
2022” received at the 7th Annual 3G Awards Ceremony. BILIF was also awarded its third
“GIFA Excellence Award (Islamic Finance Training & Education) 2022, which has been
previously received in 2019 and 2021.




INTERNATIONAL
AWARD WINNING INSTITUTE

GLOBAL ISLAMIC FINANCE AWARDS

GIFA Excellence Award
(Islamic Finance Training & Education)
2019

Contribution to Organisation
Award

3G Human Resource
Development Award 2022

GLOBAL ISLAMIC FINANCE AWARDS

GIFA Excellence Award
(Islamic Finance Training & Education)
2021

Best Islamic Finance Education
& Training Brunei 2021

3G Human Resource
Development Award 2024

GIFA Excellence Award
(Islamic Finance Training & Education)
2022

RIS

Best Emerging Islamic Finance
Training Institution - Brunei 2021

3G Championship Award in
Education 2024
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Discover our upcoming programmes and events:

Contact our Client Solutions Department for any enquiries:

Alternatively, you can also WhatsApp us at
+673 8271140 to learn more about our offerings.



https://wa.me/message/FXZSOP47UWDJK1
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