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	Course Overview
In today's data-driven world, proficiency in MS Excel is essential for professionals across various industries. As businesses increasingly integrate artificial intelligence (AI) into their operations, the demand for progressive Excel skills combined with AI capabilities is on the rise. This course is designed to bridge the gap between traditional Excel functionalities and modern AI tools, providing learners with the skills needed to excel in their careers.
The course covers five comprehensive modules:
· Introduction to AI: Cover generative AI tools and prompt engineering
· Function and Formulas: Includes function and formula enhanced by AI-generated
· Chart and Visualization: Focuses on creating charts with AI assistance
· Advanced Formatting: Cover conditional formatting, with AI-driven customization
· Organizing and Analysing Datasets: Gain insight using AI assistance

This course equips learners with the knowledge and tools to leverage AI within Excel, enhancing their data management and analytical capabilities.	
Course Objectives
Upon completion of this course, you will be able to:
· understand fundamental concepts of artificial intelligence
· work with spreadsheet using function and formula
· analyse data by using functions and conditional formatting
· organise and analyse datasets and tables
· visualize data by using charts
· integrate AI tool to simplify daily task

	Duration
2 days

Who Should Attend
This course is designed for participants who already have foundational knowledge and skills in Excel and who wish to begin taking advantage of some of the higher-level functionality in Excel to analyse and present data.

Prerequisites
Participants attending this training session should have Microsoft Excel installed on their computer and be able to access any free AI Chatbots use as ChatGPT, CoPilot or Gemini.


Course Outline
	Module 1
	Introduction to Artificial Intelligence

	
	· Artificial Intelligence overview
· Generative AI
· Generative AI tools
· Ethical considerations, privacy and security
· Prompt engineering

	Module 2
	Function and Formula

	· 
	Topic A: Commonly Used Functions
· Identifying the parts of a functions
· Basic aggregations functions
Topic B: Defining Types of Cell References
· Relative and Absolute references
· Mixed references
Topic C: Basic Logical Functions
· Identify logical operators
· The IF function
Topic D: Date and Time Functions
· The TODAY function
· Using date in calculations
Topic E: Lookup and Reference Functions
· The VLOOKUP function
Topic F: Generate Formulas using AI
· Explaining unfamiliar formulas
· Generate formulas from descriptions
· Explaining complex formulas

	Module 3
	Chart and Visualization

	
	Topic A: Introduction to Chart
· Identifying chart types
Topic B: Working with Charts
· Inserting a chart
· Adding and removing chart elements
· Changing chart type, style, and layout
· Modifying data in charts
Topic C: Working with Chart using AI
· Proposing chart using AI
· Generate chart using AI





	Module 4
	Advanced Formatting

	
	Topic A: Custom Number Formatting
· Basic syntax number formatting
· Date and time custom formatting
· Large number formatting
Topic B: Conditional Formatting
· Conditional formatting category
· Formatting cell based on conditions
· Clear conditional formatting
Topic C: Customize formatting using AI
· Customize number formatting
· Generate formula for custom conditional formatting

	Module 5
	Organizing and Analysing Datasets

	
	Topic A: Working with Tables
· Converting raw data into tables
· Modifying tables styles
· Quick calculations using total row feature
Topic B: Sorting and Filtering
· Sorting data
· Custom sorting
· Filtering data in a list
· Advanced filtering data
Topic C: Slicer
· Quick filtering data using slicer
· Formatting slicer
Topic D: Analysing Dataset using AI
· Gain insight from dataset
· Generate formulas based on insight results

	Activity
	Exercise and Assessment

	
	· Calculating and formatting dataset using AI
· Analysing and visualizing dataset using AI
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