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Course Overview
In today's rapidly evolving digital landscape, proficiency in MS Excel is essential for professionals across various industries. As data becomes increasingly integral to decision-making processes, the ability to efficiently manage, analyze, and present data is crucial. However, many users find themselves overwhelmed by the advanced features and functionalities of Excel, especially when integrating artificial intelligence (AI) tools. This course, "Basic Skills in MS Excel with AI Integration," addresses these challenges by providing a structured learning path that combines foundational Excel skills with the power of AI.
The course is divided into six comprehensive modules, each designed to build on the previous one. Starting with the basics of Excel, including navigating the interface and entering data, it progresses to more advanced topics such as AI-enhanced calculations, worksheet management, and formatting. Participants will also learn how to automate tasks and improve productivity using AI chatbots, as well as master advanced printing techniques. By the end of the course, learners will be equipped with the skills to leverage AI within Excel, making data management and analysis more efficient and insightful.	

Course Objectives
Upon completion of this course, you will be able to:
· identify and describe key components of Microsoft Excel interface.
· apply basic Excel skills, including data entry, formatting, and worksheet modification.
· apply basic calculations and formula in Excel.
· use basic tools to create and modify table arrangements for data.
· generate simple formula using AI chatbots.

	Duration
1 day

Who Should Attend
This course is intended for participants who wish to gain the foundational understanding of Microsoft Excel that is necessary to create and work with electronic spreadsheets.

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




Course Outline
	Module 1
	Basic Skills in MS Excel

	
	Topic A: Starting Excel
· Introduction to spreadsheet application
· How to start using MS Excel
· Identify the Excel’s Interface

Topic B: Selection Techniques
· Selecting a cell and range of cells
· Selecting nonadjacent cells and ranges
· Selecting an entire worksheet

Topic C: Entering Data
· Identifying types of data
· Entering data into a cell and a range
· Quickly adjusting a column width

Topic D: Finishing a Workbook
· Saving a workbook
· Closing a workbook and exiting from Excel

	Module 2
	Introduction to AI in Excel

	· 
	Topic A: Introduction to AI
· What is AI Chatbots?
· List of popular AI’s Chatbots
· How AI Chatbots enhances Excel Productivity

Topic B: Basic Prompting
· Getting started with AI Chatbots
· Writing basic prompt
· Do’s and Don’ts in prompting

	Module 3
	Basic Calculations with AI Integration

	
	Topic A: Creating Simple Formulas
· How to start writing formulas
· Identify mathematical operators

Topic B: Basic Functions
· Identify syntax of the function
· The SUM function
· Auto Sum feature

Topic C: Formula’s Prompting
· Generating Excel Formula using AI Chatbots
· Enhances prompting for better result





	
Module 4
	Managing the Worksheet

	
	Topic A: Navigating in a Worksheet
· Using special navigation keys
· Using the scroll bars and name box
· Moving one screen

Topic B: Changing the Worksheet Structure
· Inserting new cells/rows/columns
· Deleting cells/rows/columns
· Hide/unhide rows/columns

Topic C: Managing Sheet
· Insert/Delete sheet
· Hide/Unhide sheet
· Grouping Sheet

	Module 5
	Formatting the Worksheet with AI Integration

	
	Topic A: Moving and Copying Data
· Moving and copying data
· Copying data with autofill
· Creating a series with autofill
· Creating a series with AI Chatbots

Topic B: Changing the Appearance of Data
· Changing column width and row height
· Formatting numbers and fonts
· Custom formatting using AI Chatbots

Topic C: Adding Enhancements
· Using font styles attributes
· Aligning data in cells
· Merging and centre cells
· Rotating and indenting text
· Adding borders and shading
· Using format painter





	
Module 6
	Printing the Documents

	
	Topic A: Printing a Single Worksheet
· Using the print dialog box
· Using print preview
· Creating headers and footers
· Removing the grid

Topic B: Printing a Workbook
· Printing a whole workbook
· Printing a selection
· Using print areas

Topic C: Using Advanced Printing Techniques
· Changing page payout
· Aligning the printout
· Fitting a document onto a desired number of pages
· Working with page breaks
· Working with page breaks in normal view
· Setting print titles
· Removing print titles

	Module 7
	Exercise and Assessment

	
	· Formatting and calculating dataset manually 
· Formatting and calculating dataset using AI Chatbots
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