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Building Interactive
Dashboards with MS
Excel (Beginners)
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OVERVIEW

This 2-day programme teaches participants to start building Dashboards straight
away. Participants do not need previous experience building Dashboards but are

expected to have some Excel knowledge (see prerequisites).

PREREQUISITES

e Have basic Excel knowledge, including data entry, formatting, and simple
formulas.

» Understand the use of spreadsheets.

OBJECTIVES

e Introduction to Dashboard Creation in Excel:
Equip participants with the skills to build dashboards from scratch.

 Essential Excel Features for Dashboard Development:
Guide participants through the Key Excel functionalities necessary for creating
effective dashboards.

 Layout and Color Theory for Dashboard Design:
Equip participants with the skills on the principles of layout and color theory to
enhance the structure and visual appeal of their dashboards.
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LEARNING OUTCOMES

 Create interactive dashboards using data from tables.

Develop interactive dashboards utilising data from PivotTables.

Incorporate interactivity through Slicers to dynamically update dashboard data.

Manage the position and size of dashboard elements to indicate relationships
and highlight importance.

Choose a consistent color palette for the dashboard.

WHO SHOULD ATTEND?

Suited for any personnel that uses Microsoft Excel to analyse and prepare management
reports, especially administrative, operational and middle management staff.

METHODOLOGY

‘ —
Q= Face-to-face.
| X R
MAVEVER

PROGRAMME DETAILLS

DATE TIME
8:00am-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***
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PROGRAMME OUTLINE

Day 1

Topic Learning Focus

Check participants’ Excel skills; set

Introduction & Pre-assessment .
expectations.

Review Excel skills that are required for

Refresher .
the training.

What is a dashboard vs traditional
spreadsheet reports; skills required to
build dashboards with Excel; the 3
ingredients for making dashboards.

Dashboard principles & design

The different charts that Excel offers
(column, bar, pie, doughnut, line, area);
creating charts from existing data;
adding chart elements to make your
dashboards easier to understand;
formatting your charts.

Charts for Dashboards

Converting ranges to Tables; advantage
for dynamic ranges; the simple secret
to creating interactive dashboards.

Using Excel Tables for interactive
dashboards
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Topic Learning Focus

The different image types that can be
used with Dashboards (emphasis on
Enhancing dashboards with images Shapes and Icons); inserting and sizing
your images; controlling the stack
order of images.

Build a Dashboard using the skills
taught (charts, tables, images); how to
use size and positioning for more
professional-looking dashboards; the
easy way to select colours to maintain
consistent design.

Putting it all together

Recap & QRA Clarify doubts, highlight key takeaways.

Practice exercises Put your new skills into practice.
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Day 2

Topic

Learning Focus

Protecting your Dashboard

Leverage Excel’s security features to
protect your dashboard from
accidental changes.

Introduction to using PivotTables for
Dashboards

Learn the importance of summarising
data before use in Dashboards; create
PivotTables; filtering PivotTables;
different ways to summarise your data;
grouping fields; connecting to
PivotCharts; slicers and timeline
controls; connecting controls to
multiple PivotTables.

PivotTable Perils

Things to watch out for when building
PivotTables.

Build the PivotTable & PivotChart

Exercises to ease participants into
building PivotTables and PivotCharts
that target specific information.

Professional-looking Dashboards
made easy

Creating custom theme colours in Excel
from an image to maintain visual
consistency; the secret trick to set up
your Excel file to make sizing and
positioning your dashboard elements
automatic.
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Topic Learning Focus

Use PivotTables to prepare data for a
dynamic doughnut chart that changes
size according to the selected
dashboard controls.

Dynamic Doughnut Charts

Build a Dashboard using the skills
taught (PivotTables, PivotCharts,

Putting it all together ,
custom theme colours, dynamic

doughnut charts).
Recap & QRA Clarify doubts, highlight key takeaways.
Practice exercises Put your new skills into practice.

Complete post-assessment for on-

Post-assessment & Wrap-up .
going improvement; share lessons.
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PROGRAMME LEADER

JOSHUA LIM SHENG MING

Joshua Lim Sheng Ming has been providing training for office desktop applications
(including Microsoft Excel) since 2007 and has earned the ICDL Advanced Certificate
AM4 Spreadsheets.

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

e |CDL Digital Literacy

e Microsoft Word

e Microsoft Powerpoint

e Adobe Photoshop

e Macromedia Dreamwaver
e WordPress

Joshua also believes in developing human motivation and potential. To that end, he
has acquired the following:

e Graduate Diploma in Applied Positive Psychology from The School of Positive
Psychology, Singapore

« Certified Positive Psychology Coach under Dr. Robert Biswas-Diener of Positive
Acorn

 Certified Stress Management Consultant under The Institute for Motivational
Living Inc. USA

 Certified Career Coach accredited by The Institute of Training and Occupational
Learning (iTOL)

 Certified Life Coach under Accomplishment Coaching, USA



BUILDING INTERACTIVE DASHBOARDS WITH MS
EXCEL (BEGINNERS)

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

CATEGORIES STAKEHOLDERS NON-STAKEHOLDERS
FEE [ ] $600.00 [ ] $700.00
Please tick your preferred dates: 26-27 Jan 2026 20-21 April 2026 10-11 June 2026

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:

e Participants must complete all scheduled sessions and activities for them to receive the certificate of attendance/
completion.
e 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.

92 954

Events Programmes
and Examinations
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18,900+

Participants



INTERNATIONAL
AWARD WINNING INSTITUTE

GIFA Excellence Award
(Islamic Finance Training & Education)
2019

JTHE ASIA HRD
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Contribution to Organisation
Award

3G Human Resource
Development Award 2022

GLOBAL ISLAMIC Fi l,-'\\wf- ‘

GIFA Excellence Award
(Islamic Finance Training & Education)
2022

GIFA Excellence Award
(Islamic Finance Training & Education)
2021
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Best Emerging Islamic Finance
Training Institution - Brunei 2021

Best Islamic Finance Education
& Training Brunei 2021

3G Championship Award in
Education 2024

3G Human Resource
Development Award 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
https://wa.me/message/FXZSOP47UWDJK1
https://wa.me/message/FXZSOP47UWDJK1

