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AL
Gandhiji’s Talisman

I will give you a talisman. Whenever
you are in doubt or when the self
becomes too much with you, apply the
following test:

Recall the face of the poorest and
the weaKest man whom you may have
. seen and ask yourself if the step you
@ contemplate is going to be of any use

to him. Will he gain anything by it?
Will it restore him to a control over
his own life and destiny? In other
words, will it lead to Swaraj for the
hungry and spiritually starving
millions?

Then you will find your doubts and |
your self melting away.

_—
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FOREWORD

The National Education Policy (NEP) 2020 envisions an education system that
is deeply rooted in India's cultural heritage and achievements, while also
preparing students to effectively engage with the challenges and opportunities
of the 21st century. This aspirational vision is built upon the National
Curriculum Framework for School Education (NCF-SE) 2023, which outlines
a comprehensive approach to education across various stages. In the early
stages, the NCF-SE 2023 fosters the holistic development of students, by
focusing on the five dimensions of human existence, known ag,the
panchakoshas, creating a solid foundation for further learning. S

High-quality vocational textbooks play a vital role in bridging prag cal skills
and theoretical knowledge.

These textbooks must balance direct instruction with Copportunities for
hands-on experience, helping students to apply what 1?1'@y learn in real-life
settings. The National Council of Educational Resear&chnd Training (NCERT)
is providing such high-quality teaching-learnin r@)%urces. A team of experts,
educators, and practitioners have collaborated to develop these vocational
textbooks to ensure students are Well—pre@red for the demands of their

chosen fields. o Q

The textbook on MIS Data Analyst — F@'%}Lcial Services introduces students to
essential concepts in the banki ancial services, and insurance sector,
with a strong focus on data m ement, analysis, and reporting. It aims to
equip students with practic kills, such as using Excel for financial data
management, organising validating datasets, creating MIS reports, and

developing interactive d@ﬁboards, so that they are well prepared for the job
role of MIS Data A st in the BFSI sector. The textbook also emphasises
values such as racy, data privacy, ethical practices, and attention to
detail, which a%xe‘rucial in financial data handling and decision-making.

In additio @extbooks, it is important to encourage students to explore other
learning«eSources, such as financial journals, industry reports, and live data
analﬁgxojects. Teachers play a vital role in guiding students as they apply
ti? arning to real or simulated financial datasets.

I grateful to all who contributed to the development of this vocational
textbook and look forward to feedback from its users to make future
improvements.

New Delhi Dr. Dinesh Prasad Saklani
October, 2025 Director National Council
of Educational Research and Training
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ABOUT THE TEXTBOOK

The MIS Data Analyst — Financial Services course is designed to equip
students with the essential knowledge and hands-on skills required to collect,
analyze, and report financial and operational data using digital tools;
primarily Microsoft Excel. In Grade 11, students are introduced to data
fundamentals, Management Information Systems (MIS), and Excel-based
data analysis techniques, progressing to structured reporting and basic
automation. In Grade 12, the focus shifts to advanced financial repor@g,
budgeting, business analysis and the application of data-driven %@ion—
making, including forecasting, process improvement and KPI mo it(\ﬁ;i g.

The course ensures that students understand how data sup@s strategic
decision-making across financial services by integrating theQe ical concepts
with practical application. Through case studies, hands?en projects, and
report simulations, learners gain real-world insights into ®perational metrics,
profitability analysis, dashboard creation, and auto d MIS reporting.

The textbook for the job role of ‘MIS Data Ana @Kj Financial Services’ has
been developed to impart knowledge and skills. through the hands-on learning
experience, which forms a part of experiential’learning. Experiential learning
focuses on the learning process for an f&ividual. Adequate care has been
taken to align the textbook’s con@x} with the National Occupational
Standards (NOSs) for the job role s@&hat the students acquire the necessary
knowledge and skills as per performance criteria mentioned in the
respective NOSs of the Qu@lification Pack (QP). The textbook has been
reviewed by experts to en e that the content is not only aligned with the
NOSs but is also of hig}@lality.

This textbook cover e Module: Module 1: Financial Business Management,
Module 2: Oper tohal Metrics and Business Analysis, Module 3: Budgeting
and Financial“Reporting, Module 4: Management Reporting and Process
Optimiza@and Module 5: Advanced Analysis and Decision Making. It is
designa develop a strong foundation in financial data management,
busi reporting, and decision-making through applied MIS techniques.

I@ins with the essentials of financial management, planning, investment
detisions, and compliance. Learners then explore operational metrics, KPIs,
business analysis, reporting, and forecasting. Budgeting and financial
reporting are addressed through income-expenditure, cost-variance, and
profitability analysis. Further, the textbook introduces management
reporting, emphasizing distribution, security, and the use of MIS for process
optimization. The final module focuses on advanced applications, including
KPI tracking, sales data analysis, and data-based experiments for decision
making. Blending theory with practical exercises, this textbook help student

ii
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to manage financial data, generate insightful reports, and support effective
business decisions.

Dr. Pravin Narayan Mahamuni
Associate Professor,
DBC - PSSCIVE.
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MODULE 1: FINANCIAL BUSINESS MANAGEMENT

Have you ever wondered how a business decides what to spend on, where to get
money from, or how much profit to keep aside? Just like families plan their
monthly expenses and savings, organizations too need to manage their money
with care and foresight. This careful planning and handling of finances is what
we broadly call financial management.

Financial management is all about making smart decisions with mogg. It
includes activities like estimating how much money is needed, findi ays to
raise that money, and then using it wisely. It helps a business not oft@r o survive
but also to grow, expand, and face unexpected challenges. In si@ ¢ terms, it is
the process of ensuring that a business has enough funds, u@s them properly,
and keeps track of how the money flows in and out. NOQJ

But financial management is not just about num and calculations. It
involves thoughtful planning and decision-making., For example, should a
company borrow money from a bank or issue ?‘As to the public? Should it
invest in a new project or save the money for futuré€ needs? These decisions affect
the company’s future, and financial managgment provides the tools to make
such choices wisely. {\@'
As markets evolve and businessesxgrow, financial decisions become more
complex. Managers today must (Qk not only about profits but also about
sustainability, risk, and long-term*impact. Even small financial choices, if made
poorly, can cause large setbagky. On the other hand, good financial management
can lead to better stabili ronger performance, and the trust of investors and
employees alike.

Financial managem is not limited to businesses. Governments, non-profits,
and even hous s practice it in different ways. Learning the principles of
financial mamagement gives a practical understanding of how money matters
influence %éorld around us. It builds the foundation for more advanced
learnin@\ﬁnance and prepares students to manage resources, whether in their
pers life or professional future.

ThQ module is divided into four sessions. Session 1 deals with the overview of
financial management and the significance of MIS in financial decision-making.
Session 2 explores financial planning and analysis, highlighting the integration
of MIS with budgeting and forecasting. Session 3 focuses on key investment
decision metrics like ROI, NPV, and IRR. Finally, Session 4 addresses financial
risks, regulatory frameworks, and the role of MIS analysts in ensuring
compliance.
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SESSION 1: FINANCIAL MANAGEMENT IN BUSINESS

Finance: The concept of finance includes capital, funds, money, and amount.
But each word is having unique meaning. Studying and understanding the
concept of finance become an important part of the business concern.

Finance may be defined as the art and science of managing money. It includes
financial service and financial instruments. Finance also is referred agthe
provision of money at the time when it is needed. e

FINANCIAL MANAGEMENT \é(r\

Financial management is an integral part of overall management.‘i& concerned
with the duties of the financial managers in the business ﬁer

The term financial management has been defined by Songﬁn, “It is concerned
with the efficient use of an important economic resourcedq mely, capital funds”.

Howard and Upton: Financial management “asxan application of general
managerial principles to the area of financial deci -making.

Weston and Brigham: Financial manageme@is an area of financial decision-
making, harmonizing individual motives aggyenterprise goals”.

Joshep and Massie: Financial mana@&ent “is the operational activity of a
business that is responsible for obtaining and effectively utilizing the funds
necessary for efficient operation

The most popular and accepta%ic’ definition of financial management as given by
S.C. Kuchal is that “Fi (Q?al Management deals with procurement of
funds and their effective/utilization in the business”.

GOALS OF FINAN% 4<lVIANAGEMENT

Every organisattg?\/whether a small start-up or a large multinational, requires
sound finangi ecisions to function smoothly and grow over time. Financial
managem ides these decisions by setting clear goals that align with the
broader@ on of the business. These goals not only ensure effective use of funds
but @help in building long-term value and financial resilience. Following are
tk»Q%in goals of the financial management:



MIS DATA ANALYST - FINANCIAL SERVICES GRADE-XII

Wealth Profit
Maximisation Maximisation

Efficient Use Liquidity Sustainable

of Funds Management

Growth

O~
Fig. 1.1: Goals of Financial Manage%@t

1. Wealth Maximisation: The most widely acc d and primary goal of

financial management is wealth maximisati®n® This means increasing the

overall value of the business in the long@m, especially for its owners or

shareholders. It reflects the belief that fiftancial decisions should be made in

a way that enhances the worth of th anisation over time, not just deliver

quick profits. \_’@

2. Maximises Profit: While wea maximisation is central, there are other
equally important goals tysupport it. One such goal is maximising
profitability of the busines business must earn adequate profits to sustain

its operations, reward 'Qemployees and reinvest in future growth. However,
financial manageme Qmphasmes that profits should be earned ethically,
without comprom on long-term objectives or stakeholder trust.

3. Financial Sié)k’ y: Maintaining financial stability means managing the
business i way that avoids unnecessary financial risk. It includes
controlli ebt levels, maintaining a balanced capital structure, and being

o face economic uncertainties. A financially stable organisation can

difficult times such as market downturns or unexpected losses

@out significant disruption. Financial management helps firms remain
eady and reliable, which is essential for building investor confidence and
long-term viability.

4. Efficient Use of Funds: One of the key responsibilities of financial
management is ensuring that available funds are used effectively. Idle funds
or investments in low-return activities can lead to poor financial performance.
Efficient fund utilization means allocating resources to the most productive
areas where they can generate maximum returns. It involves careful

3
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budgeting, cost control, and performance monitoring to minimise waste and
enhance overall financial efficiency.

5. Liquidity Management: Liquidity refers to a company’s ability to meet its
short-term obligations such as paying suppliers, wages, and utility bills. Even
if a business is profitable on paper, it may still struggle if it lacks liquid cash
to cover daily expenses. Effective liquidity management ensures that the
business has adequate cash flow at all times, allowing smooth operation
without interruptions. It involves planning and monitoring cash inﬂo&nd
outflows to avoid shortages and financial distress. Oy

6. Sustainable Growth: Sustainable growth focuses on expanding'{@e usiness
in a responsible and balanced way. Financial management su@@ts decisions
that consider the long-term environmental, social, and eéQnomic impact of
business activities. This includes reducing waste, adoptifig ethical practices,
and ensuring that growth benefits future generationé usinesses can build
a positive reputation and remain viable in the chariging global landscape by
aligning financial goals with sustainability. §Q

o

In short, the goals of financial management @ e around building long-term

value for the business while ensuring opera&io al efficiency and responsibility.
MANAGEMENT INFORMATION SYSTEN Vs

In today’s world, businesses operat ’ﬁweé fast-changing environment. They deal
with large amounts of informatiei every day about sales, expenses, profits,
customers, and markets. Ma sense of all this information and using it to
make smart decisions is ofg’ of the biggest challenges’ managers face. To
overcome this, business@ ely on a system called Management Information
System (MIS). Q}

Management Info ion System (MIS) is a computer-based system that collects,
stores, organiseétgand presents information in a way that helps managers take
informed degigipns. It does not just give raw numbers, but processes them into
useful su aries and reports. These reports are used by different levels of
mana nt to plan, monitor, and control the activities of the business.

Ro MIS in Supporting Financial Decisions

MIS combines people, processes, and technology to support efficient decision-
making at all levels of management. In financial management, MIS plays a key
role by providing accurate and timely financial data to guide budgeting,
forecasting, investment decisions, and risk management.

For example, before preparing a budget, a manager needs to know how much
money was spent in the past, how much was earned, and what changes are

4
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expected in the future. MIS helps gather this data from different departments
and puts it together in a clear format. It allows managers to study patterns and
make realistic estimates.

Below is the role of MIS in supporting financial decisions:

1.

Provides Reliable Financial Information: MIS collects and organises
financial data from various sources such as sales, expenses, and payroll.
Example: A company’s MIS can generate a consolidated report showi tal
revenue and costs for the month, helping managers quickly under’s@, d the
financial position without sifting through raw data. ’

. Supports Budget Preparation: By providing accurate histdtical data on

income and expenses, MIS helps managers prepare realisti dgets.
Example: A retail store can use MIS reports of last year’s sales and costs
during holiday seasons to plan a more precise bud@c for inventory and

marketing expenses for the upcoming holidays. X}
. Aids Investment Decisions: MIS tools enable agers to evaluate different
investment opportunities by comparing expe returns and risks.

Example: If a company is deciding be@en buying new machinery or
investing in software, MIS can generate Pg}ancial projections and risk analysis
for both options, helping leaders chc$ the better investment.

Monitors Financial Performance;MIS generates periodic reports such as
monthly profit and loss stater@@'or expense summaries.

Example: A manufacturing firm can use MIS reports to track if production
costs are exceeding the b\%et and take corrective actions before the end of
the quarter. S

. Identifies Financial Issues Early: MIS can flag unusual patterns, such as a

sudden spike in u@i bills or a drop-in sales revenue.
Example: If a aurant’s MIS shows an unexpected rise in food costs one
month, m@@ment can investigate and address issues like supplier pricing

changes astage promptly.
Enh Departmental Coordination: MIS links financial data across
de ents, showing how decisions in one area impact others.

@ ple: if the marketing team plans an expensive campaign, the MIS helps
n

ance and production teams understand the budget implications and adjust
their plans accordingly.

. Ensures Transparency and Compliance: By keeping detailed and accurate

records of all transactions, MIS simplifies audits and regulatory reporting.
Example: A bank’s MIS maintains records that comply with RBI guidelines,
making it easier to produce reports during regulatory inspections without
errors or delays.
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8. Helps in Long-Term Financial Planning: MIS analyses trends and past
financial data to help set future goals.
Example: A company’s MIS can show growth trends over five years, allowing
management to forecast revenues, plan for new product launches, or set
realistic expansion targets.

In short, MIS acts like a guide for managers. It gives them the information they
need, when they need it, and in a form, they can understand easily. It re@ces
uncertainty, improves coordination, and supports sound financial decj\% S.

FINANCIAL STATEMENTS \;\?
Running a business is much like managing a household, you n o know how

much you earn, how much you spend, what you own, and wha¥you owe. To help
with this, businesses prepare financial statements, whiclngé formal records of
all financial activities. o

Financial statements are formal records that summagize the financial activities
and position of a business over a specific p%{@i They provide essential
information about a company’s income, exp , assets, liabilities, and cash
flows. These statements are essential \@r understanding the financial
performance and position of a busines§. It helps stakeholders such as
managers, investors, creditors, an éﬁiators understand how well the
business is performing financia ake informed decisions, and ensure
accountability. The three main &:f financial statements are the Balance
Sheet, Profit & Loss Statemenﬁhcome Statement), and Cash Flow Statement,
each serving a unique p e in reflecting the company’s financial health.
These three financial staé?ents that every business prepares at the end of an
accounting period: b’

o

o

Profit &
Loss

Balance Cashflow

Sheet Statement
Account

Fig. 1.2: Financial Statements
1. Profit and Loss Account
The Profit and Loss Account, also known as the Income Statement, is a key

financial statement that shows the results of business operations over a

6
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specific accounting period, usually one financial year. While the Balance
Sheet reflects the financial position at a point in time, the Profit and Loss
Account reveals the performance of a business during a period.

Its primary purpose is to determine whether the business has earned a profit
or incurred a loss by comparing revenues with expenses. The structure of the
Profit and Loss Account is straightforward and typically consists of two main

sections: b,

1. Revenue (or Income): This includes all earnings from the core ations
of the business, such as sales of goods or services. It mayaé §o include
other incomes like interest earned, discounts received, or réQtal income.

2. Expenses: These are the costs incurred to earn the rewenues. Common
examples include cost of goods sold, salari < rent, electricity,
depreciation, and advertising expenses.

xO

The basic formula used in this statement is: O\_,
Net Profit (or Loss) = Total Revenue — Toted\%(penses

If the revenues exceed expenses, the bu§@ reports a net profit. If expenses
ss.

are more than revenues, it reports a ng,

Example: Suppose a business e&ﬁls %12,00,000 from sales and spends
%9,00,000 on all expenses inclu@@ cost of goods sold, rent, wages, and other
overheads.

X
The net profit would be: lgL\,O0,000 -39,00,000 = %3,00,000

This 3,00,000 becon@ part of the owner’s equity and is reflected in the
Balance Sheet. bﬂ

The Profit and J@Qﬁ Account is important for various reasons:
o It help%l)q easuring business performance over a year.

o It $§ed by owners and managers to assess profitability and plan for the
e

%t is required by tax authorities for assessing income tax.

e [t builds confidence among investors and lenders, who often rely on profit
trends to make decisions.

In short, the Profit and Loss Account plays a vital role in providing a clear
picture of how well a business has performed and forms the foundation for
evaluating growth and sustainability.
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2. Balance Sheet

The Balance Sheet is one of the most important financial statements of a
business. It presents the financial position of an enterprise on a specific date,
usually at the end of the financial year, such as 31st March. Unlike the Profit
and Loss Statement, which summarises income and expenses over a period,
the Balance Sheet shows the value of assets, liabilities, and capital at a single

point in time. b,
The Balance Sheet is structured around the fundamental as@%nting
equation: \»\?

Assets = Liabilities + Owner’s Equity 6,0

This equation signifies that all the resources owned by t usiness (assets)
have been financed either through borrowing (liabfi{fi€s) or the owner’s
investment (equity or capital). \/O

Assets refer to all the resources owned or co t@i’ed by the business which
are expected to provide future economic bene‘%

assets (such as cash, accounts receivable,@ld inventories) and non-current
assets (such as land, buildings, mach.ir{,§y, and equipment).

. These include both current

Liabilities are obligations that the éﬁsiness owes to external parties. These
are amounts that the business i%)ngally required to pay, including current
liabilities (such as creditors, s -term loans, and outstanding expenses) and
long-term liabilities (such eﬁ%bank loans and debentures).

Owner’s Equity (also (g& capital or net worth) is the residual interest in
the assets of the business after deducting liabilities. It consists of the capital
introduced by the @wrs and retained earnings from the business.

The Balance P@can be presented in two main formats:

e Horiz 1 Format: Also called the account form, where assets are shown
on eft and liabilities and equity on the right.

to bottom, starting with assets followed by liabilities and owner’s

Q equity.

The Balance Sheet is an essential tool for stakeholders. It helps assess the
financial health of the business, its solvency position, and its capacity to meet
obligations. Financial institutions use it to evaluate loan proposals, while
investors use it to understand the capital structure and financial stability of
the enterprise.

. %(ical Format: Also called the report form, where items are listed from
<¥op
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Thus, the Balance Sheet serves as a comprehensive statement reflecting the
strength and structure of a business at a given point in time.

3. Cash Flow Statement

In any business, it is not enough to know whether profits are being made. It
is equally important to know whether the business has enough money or cash
to meet its day-to-day needs. The Cash Flow Statement helps provide this
information. It is one of the key financial statements used by busine to
understand the actual movement of cash during a particular periodcgéually

one financial year. \»\/

The Cash Flow Statement is a financial report that shows {‘159 inflows and
outflows of cash within a business over a specific period. etails how cash
is generated and used in operating, investing, and ﬁna@g activities.

Unlike the Profit and Loss Account, which shows incéime and expenses on an
accrual basis, the cash flow statement focuses only on real cash transactions.
It shows where cash came from (inflows) an ere it was spent (outflows).
This statement gives a clear picture of thesbuSiness’s liquidity, its ability to
pay salaries, buy goods, repay lo§ns, and meet other financial
responsibilities. A

The Cash Flow Statement is o(rgg'ﬁsed into three major sections, each
reflecting a specific source or f cash in the business:

e Cash Flow from Opera Activities: This section shows the cash that
comes in or goes ou @% a result of the business’s main operations. It
includes cash rece@i from customers and cash paid for goods, services,
wages, and ot}@day—to—day expenses. In simple terms, it reflects how
much cash t usiness earns or spends through its regular activities. A
positive cﬁ?&*atmg cash flow generally indicates that the business is
health can manage its routine financial needs.

e C low from Investing Activities: Investing activities include the

hase or sale of long-term assets such as land, buildings, equipment,

%1 d investments. For example, if a company buys a new delivery van or

Q machinery, it is recorded as a cash outflow. On the other hand, selling an

old asset or earning returns on investments is considered a cash inflow.

This section helps in understanding how a business is investing in its
future growth.

e Cash Flow from Financing Activities: This part tracks cash flows related
to raising or repaying funds used to finance the business. It includes
borrowing money through loans, issuing shares to raise capital, or

9
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repaying debts. It also includes payments made to shareholders, such as
dividends. Financing activities reflect how the company supports its
operations and expansion through external or internal funds.

Each of these statements serves a unique purpose, but together, they give a
comprehensive picture of a company’s financial health. While the Profit and Loss
Account reflects performance, the Balance Sheet reveals stability, and the Cash
Flow Statement shows the actual cash availability. Understanding ‘these
financial statements is the foundation of financial literacy and an esse;% skill
for any future entrepreneur, investor, or manager. .\/@

INTEGRATION OF MIS WITH FINANCIAL STATEMENTS O

In today’s business world, decision-making is no longer base&m guesswork or
outdated information. Organisations rely on accurate d G@nd timely insights
to take important financial decisions and that’s where the collaboration between
Management Information Systems (MIS) and ﬂnir’l’&al statements plays a

powerful role. Q)

MIS refers to a structured system that collect ﬁes, and presents information
in a way that supports management decisions. Financial statements like the
Balance Sheet, Profit and Loss Account,'&/@i Cash Flow Statement contain key
data about the business’s performan¢g¢’and financial health. When MIS and
these financial statements are linke@they create a dynamic system that helps
management see beyond numbersiand make informed choices.

For example, instead of waiting until the end of the financial year to view
statements, MIS tools &generate real-time financial reports. This allows
business owners and g@gers to keep track of profits, expenses, cash flow, or
liabilities on a mon ~weekly, or even daily basis. It becomes easier to spot
financial proble &arly and take corrective action before things go out of
control.

MIS also ﬂho%s financial data to be compared across periods or between
departn’@ . Let’s say a company wants to know why profits dipped last quarter.
MIS CSO% break down the Profit and Loss Account by product, region, or sales
teath~"This drill-down feature makes it easier to identify which area needs
attention.

Further, MIS helps in budgeting and forecasting by pulling historical financial
data from statements and generating projections for the future. With this
information, managers can prepare more accurate budgets and set realistic
goals.

10
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Another benefit is compliance and reporting. Financial statements must often be
submitted to tax authorities, investors, or lenders. MIS ensures that the data
used in these statements is complete, consistent, and easy to extract. This
reduces manual work and the chances of errors.

In simple terms, MIS acts as a bridge between raw financial data and meaningful
decisions. It transforms financial statements from static documents into active
decision-making tools. b,

%8

By integrating MIS with financial reporting, businesses can oper‘s@e more
efficiently, stay financially healthy, and respond quickly to ch l&ges. For
students learning about both technology and finance, this wration is a

great example of how information systems and accounting g nd-in-hand in
real-world business. &
Below are how MIS supports financial statements: ONO

e Accurate Record-Keeping: MIS pulls data fr8m business transactions,
ensuring the numbers in financial statemen correct and updated.

e Real-Time Monitoring: Managers don’t ve to wait till year-end. MIS
provides daily, weekly, or monthly fifancial reports based on the same
structure as formal statements. A

¢ Quick Analysis: MIS helps break g{/@vn P&L and Balance Sheet components
like comparing current profits ‘€6 previous months, or spotting sudden
changes in cash flow. @

e Decision Support: Using dashboards and reports, financial statements
become more than {5& records as they become tools for forecasting,
budgeting, and improving performance.

Al

J
DID YOU KNOW'-’K/

Just like a s t uses feedback from class tests to improve before the final
exams, b ses use MIS reports to track their daily financial activities and
make c@gctions before preparing their final financial statements.

%QHIS = Ongoing learning and feedback
Q- Financial Statements = Final performance report

This teamwork helps businesses grow smarter and stay in control!

11
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PRACTICAL EXERCISES

Activity 1: Group discussion on goal of financial management.

Material Required

Whiteboard /Chart paper

e Markers

« Handout on financial management goals (optional) @b'

Procedure .\%Q

1. Divide students into small groups of 4-5 students each. §

2. Provide each group with a brief overview or handout on fina&ial management
goals. «QQJ

3. Ask each group to discuss the importance of each g&@ and how they relate to
business success. O\_,

4. Encourage students to note down key pointsﬁ%m their discussion.

5. Ask one student representative from eaa{@oup to share their findings with
the class. -\,@—

6. Ask any student to conclude the djgcussion with their learnings.

7. Teacher will summarise the dL@S@s‘ion by highlight key learnings and provide

8.
9.

feedback. Q{&,
Student will prepare a reg&t on it.
Submit report to the te¥cher.

Activity 2: Goal M%@k = Understanding the Goals of Financial Management.
Material Requi@“

Chart p@ or whiteboard
Goal a%!( definition flashcards (prepared in advance)

ers or sketch pens

Pr&edure

1.
2.

Divide the class into small groups of 3-4 students each.

Prepare two sets of flashcards: one with financial management goals (e.g.,
Profitability, Liquidity, Value Creation) and another with their meanings or
examples.

. Mix the cards and distribute randomly among students.
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4. Ask each group to pair the correct goal with its explanation and justify their
match.

5. Each group comes forward to present their matches and reasoning.
6. After all groups present, the teacher arranges the correct pairs on the board.

7. Teacher summaries by explaining each goal and how they contribute to
business success. b’

8. Student prepare the write-up on what they understood. \QQJ
9. Submit it to the teacher

Activity 3: Presentation on Role of MIS in Supporting Financi Q@lmons
Material Required

e Chart paper or PowerPoint (PPT) ONO

e Markers or projector

e Handout or notes on MIS roles %O

e Internet or textbook access (optional for re@arch)

Procedure '\,@‘\'
1. Divide the class into small group9&3—4 students each.

2. Assign each group 1-2 roles @l S (e.g., budgeting, investment decisions).

3. Ask groups to prepare a}g_éiort presentation (5 minutes) explaining their
assigned role(s).

4. Encourage the use Qarts, or PPT slides.

5. Give 15-20 m1 s for preparation.

6. Each gr %&sents their findings to the class.

7. After a ésentatlons summaries the key points on the board.

8. Fa @,a e a short class discussion to reinforce learning.

9. <?dent prepare the write-up on their learning from this activity.
0. Submit it to the teacher

Activity 4: Build a Statement — Understanding Financial Statements.

Material Required

o Blank templates of Balance Sheet, P&L Account, and Cash Flow

13
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Sample data cards (pre-made income, expense, asset, liability, cash flow
entries)

Scissors, glue, markers

Procedure

1.

Divide students into three groups and assign each group one financial
statement. b’

. Distribute shuffled data cards containing sample financial entries. \(,\’6

. Ask each group to identify which data belongs to their statement\, paste it

into the correct sections of their template. O

. After completion, each group presents their statement to tlg class.

5. Teacher corrects and clarifies entries if needed. O

8.

. Discuss how these three statements are used tngcher in real business

analysis @)
. Wrap up with a brief teacher-led summar@ﬁche interrelation of the three

financial statements. N\,

Prepare report and submit it to the teéh(g‘er.

CHECK YOUR PROGRESS (5@
A. Fill in the blanks

X

1. The main objective of hcial management is

2. A @tement shows the financial position of a business
on a particular&%e.

3. MIS standé‘s@g'

4. The statement shows a summary of income and
expqug)durmg a specific period.

5.

%@er s equity is shown on the side of the balance sheet.

tiple Choice Questions

B
; . Which of the following is a key goal of financial management?

a) Increasing staff size
b) Wealth maximization
c) Minimising taxes only

d) Maximising inventory
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2. A balance sheet follows the accounting equation:
a) Revenue = Expenses + Profit
b) Assets = Liabilities + Equity
c) Assets = Profit + Equity
d) Liabilities = Cash + Capital
3. Which of the following is not a financial statement? le’
a) Profit and Loss Account . é(r\
b) Balance Sheet \Q\"\,
c) Cash Flow Statement QO
d) Salary Sheet O

4. Which financial statement shows actual cash mm\,@ments in a business?

a) Balance Sheet QK’
b) Profit and Loss Account @é
c) Cash Flow Statement . &
d) Equity Statement QJ{\’
5. MIS is useful in financial deg¢i§lons because:
a) It stores videos and Ri&ﬁs
b) It automates onlin&%opping
c) It provides or%@ed data for analysis
d

d) It increase uct prices

C. Match the C@fnns

A
S.No. 4\0 Column A S.No. Column B
A~

1 Gfé’goﬁt and Loss Account A Cash inflows and outflows

g‘/ MIS

B Tracks income and expenses
3 Cash Flow Statement C Helps in decision-making
4 Assets D | What a business owns
5 Balance Sheet E Financial position on a given date
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D. State whether the following statements are True or False
1. The goal of financial management is only to reduce company expenses.

2. The Profit and Loss Account shows the income earned and expenses
incurred during a period.

3. MIS helps in guessing what decision is best without using data.

4. The balance sheet always shows assets on one side and liabilities ar@,
equity on the other. \Q@

5. Cash flow statements ignore actual cash and focus only on p& S.

Q,O*

E. Short Answer Questions

1. What is meant by financial management? <
2. How does a balance sheet help a business? O
3. Explain how MIS supports financial decisions. \/O
4. What information does a Profit and Loss Accotint provide?
5. Why is a Cash Flow Statement important?%
F. Long Answer Questions @
1. Explain the key goals of financial gement with examples.
2. Discuss the role of MIS in supporting financial decisions.
3. What are financial statements?\Briefly explain their significance.
4. Describe the structure of ance Sheet with an example.
5. Differentiate between a fit and Loss Account and Cash Flow
Statement. ,(,(D"

G. Check your perforga?ce
1. A company i é ning high profits but is unable to pay its short-term

obligatio time.
a) Whi al of financial management is being neglected in this case?
b) S st two ways the company can improve in this area.

2.Y /\re working as a financial analyst and your manager asks you to
@ommend whether to invest in a new project.
Q%i) How can MIS help you make this decision?
b) Which financial statement(s) would you review first and why?
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SESSION 2: FINANCIAL PLANNING AND ANALYSIS (FP&A)
INTRODUCTION

In our daily lives, we all make decisions about how to earn, save, spend, and
invest money. Similarly, every business needs a clear plan for managing its
finances effectively to achieve its goals. This is where Financial Planning and
Analysis (FP&A) plays an important role. It is the backbone of financial degj'giﬁ(jn—

making in an organisation, helping the management plan for the futu se
resources wisely, and measure the success of their actions. \(,\/
Financial Planning is the process of estimating how much mo business

will need in the future and deciding how to raise and use thatmieney wisely. It
helps an organisation set financial goals, plan expenses, and €énsure that funds
are available when needed. The main objectives of financi anning are to:

o Ensure regular supply of funds to meet operationa},@d investment needs.
e Reduce the cost of capital by choosing the rig @SS( of funding.

e Avoid unnecessary surplus or shortage of %

o Set long-term financial goals and the pe%l} to achieve them.

Once a financial plan is in place, it mus ’ﬁe regularly reviewed and updated. This

is where Financial Analysis comes i involves examining financial statements,
such as the balance sheet an fit and loss account, to understand the
company's performance. By c aring current figures with past data and future

projections, businesses can {@ntify trends, risks, and opportunities.

Financial Analysis helg@ﬁswer questions like:

e Are we earning e profits?

e Are our costﬁ‘éﬂier control?

e Are weu our resources efficiently?
Can @afford to take a new loan or make a big investment?

Tog(?% , financial planning and analysis help an organisation make informed
mart decisions. This includes budgeting, forecasting, and evaluating
ﬁnanc1a1 risks. FP&A professionals work closely with different departments such
as marketing, production, and HR to understand their needs and ensure
financial goals align with the company's overall strategy.

For example, if a company plans to launch a new product, the FP&A team will
study the expected costs, predict the possible revenue, and advise on whether
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the launch will be profitable. They may also explore "what-if" scenarios, like what
happens if sales fall short or if costs rise unexpectedly.

In today's competitive and dynamic business environment, effective financial
planning and analysis are essential for the growth and stability of any
organisation. It helps in preparing for the future, handling uncertainties, and
achieving financial success in a planned and responsible way.

O

BUDGETING, FORECASTING, AND FINANCIAL MODELLING BASICS e

In the world of business, financial success doesn’t happen by chanc N@Comes
from careful planning, regular review, and thoughtful decision-ma . Just like
a student plans their time to prepare for exams or a household sets aside money
for monthly needs, businesses also follow a financial roadmap¥This roadmap is
created using three important tools: budgeting, forec g, and financial
modelling.

Efficient
Financial Financial

Modelling

Budgeting Forecasting

Planning
tools

Fig. l%fmancial Planning tools

These tools help organisati(}%’ manage their money efficiently, prepare for the
future, and take informedydecisions. Understanding these tools is essential not
only for finance profes$§tonals but also for students who aim to study business,
economics, or manégement. Let us explore these concepts one by one.

1. Budgetiné%

Budge@ s the process of creating a financial plan for a particular period—
often(one year. It involves estimating expected income and planning how that
i e will be spent across different needs such as salaries, purchases,
Ql keting, administration, and more.

Budgets are usually prepared before the financial year begins. Once made,
they serve as a guideline to monitor whether the organisation is staying on
track with its plans or overspending in any area.

Main Features of a Budget

e Prepared in advance
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o Based on expected revenue and expenses
o Divided by departments or activities
e Used as a tool for performance evaluation

For example, a school may prepare a budget that includes estimated tuition
fees as income and spending on teacher salaries, books, and classroom
maintenance as expenses. b’

Types of Budgets <
e« Operating Budget: Includes everyday costs like staff salari&é\?ent, and

utilities. \&O
e« Capital Budget: Involves long-term investments glch as buying
machinery or building infrastructure. e)

e Cash Budget: Focuses on managing cash inﬂovs@nd outflows to ensure
liquidity. XU
O
Budgeting encourages discipline, prevents ovetrspending, and ensures that
funds are available for important needs.

2. Forecasting 3\,@'

Forecasting is the process of estin{lgt'ing future financial outcomes based on
historical data, current conditi@k@’and expected trends. While a budget sets
fixed financial goals, a forecast offers a dynamic view that changes as new
information becomes avai]@_ e.

S

Businesses often pre sales forecasts, production forecasts, and cash flow
forecasts to plan h% . These forecasts are not always 100% accurate, but
they help reduce\;'% rtainty and improve readiness.

Important %\"
o It he@dentify potential problems early.

o It@ssists in making timely business decisions.
o@ prepares the organisation for seasonal or unexpected changes.

or instance, if a company observes a growing demand for a product during
festive seasons each year, it may forecast higher sales for the next season and
increase production in advance.

Forecasting is especially helpful in fast-changing industries, where customer
preferences and market trends evolve quickly.
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3. Financial Modelling

Financial modelling is the process of building a virtual financial
representation of a business using numbers, formulas, and logic—typically in
a spreadsheet. It allows managers to try out different scenarios and see what
could happen in the future based on different choices.

A financial model can include income statements, balance sheets, and cash
flow statements, all linked together. It helps answer questions like: t if
the cost of raw materials increases? What happens if sales fall by I

Key Uses of Financial Models \'\/
e Analysing investment opportunities Q’O’

o Testing the impact of business decisions <

AS)

e Supporting fundraising and loan applications Q)
e Determining the value of a company or prodlt%(‘

Let’s say a company wants to open a new store. Before doing so, it creates a
financial model to estimate expected Costs@venues and profits. This helps
the management decide whether the prgjoct is financially sound or risky.

Financial modelling turns complex (@:ﬁisions into understandable projections
and helps avoid costly mistakes. Q-

LINKING MIS REPORTS WITI-k ANCIAL PROJECTIONS

Management Information %’ em (MIS) reports are tools that help collect,
process, and present fi ial and operational data in a structured format.
These reports play a r% cial role in linking current business performance with
future financial pro\}% ns. MIS reports connect with financial projections are
discussed below

1. Real-Ti ata Input: MIS reports provide up-to-date data on revenues,
expens€syinventory, and cash flow. This current data forms the baseline for
for%s ing future performance.

2. d Analysis: Businesses can identify trends that inform financial
ojections like forecasting sales growth or predicting seasonal expenses by
analyzing patterns in MIS reports (e.g., monthly sales reports or cost reports).

3. Variance Analysis: MIS compares actual performance with projected figures
(budgets or forecasts). This variance analysis helps in refining future financial
projections by correcting assumptions.
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4. Department-wise Insights: MIS reports often provide segmented data (e.g.,
by product, region, or department), enabling more accurate, detailed
projections tailored to specific areas of the business.

5. Decision Support: MIS reports support strategic decision-making by linking
financial outcomes with business activities. For instance, a report showing
rising marketing costs and declining returns might prompt adjustments in
future budget allocations. b,

6. Scenario Planning: MIS enables “what-if” analysis, helping orgagiZzations
simulate different financial outcomes based on variable inputs &ﬂ@ changes
in prices, costs, or market conditions). O

In short, MIS reports act as a bridge between current perfortdance and future
financial expectations, ensuring that projections are dat ven, realistic, and
aligned with business goals.

O
o
PRACTICAL EXCERCISE OK,

Activity 1: Poster-Making on Financial Planning\and Analysis (FP&A).
Material Required N

e Chart paper or A4 sheets .'\/(b'

e Sketch pens or colour pencils (b”&@

e Ruler and glue

e Sample definitions or priryé}'information on FP&A
Procedure Q

1. Divide the class in@%mall groups of 3-4 students each.

2. Ask each gro%}?' create a poster explaining the meaning and importance of
FP&A.

3. They S@l d include keywords like “financial goals,” “analysis,” “decision-
making,” etc.

4. de 20 minutes for designing and writing.

tudents must write 2 key points about how FP&A supports business
decisions.

6. Each group presents its poster briefly.
7. Display posters on classroom walls for reference.

8. Teacher summaries the key aspects of FP&A for the whole class.
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Activity 2: Group Quiz on Budgeting and Forecasting Basics.
Material Required

e Pre-prepared quiz slips (questions on budgeting, forecasting, and financial
modelling)

e Chart to keep score

« Stopwatch or timer b,
Procedure é(,\,@
1. Divide students into 4-5 teams. NO\’

2. Ask 1 question to each team in turn. If they don’t answer@&er teams can
try. <

3. Use questions like “What is a budget?”, “What does fg%@ast mean?”, or “Give
one use of a financial model.” X

4. Award 1 point per correct answer. O&

5. Continue for 2-3 rounds or 20 minutes. @

6. Declare the winning team and rﬁ&w the answers for everyone’s
understanding. QJ{\,

7. End with a quick summary by @)t&éacher on budgeting and forecasting.
Activity 3: Presentation on COQQC ting MIS to Financial Projections.
Material Required ,(,(b'

e Chart paper or Powe @nt

e Access toclasst ok or internet

« Handout witlﬁj\basic financial projection table

Procedure 4@

1. Divid@\he class into small groups of 3-4 students each.

2. %@3 a sample scenario (e.g., planning next year’s school fest budget).

S.QSk each group to prepare a short presentation explaining how MIS can help
track and compare expected vs. actual data.

4. Encourage the use of charts or small sample tables in their work.
5. Allow 15-20 minutes of preparation.

6. Each group presents their findings.
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7. After all, the teacher highlights the role of MIS in financial tracking and
projections.

8. Wrap up with a short class discussion.
CHECK YOUR PROGRESS
A. Fill in the blanks

1. Financial planning helps in setting goals for a busme@
2. A is a detailed plan showing expected income and ex%@fses for
a period.
3. Forecasting is based on analysing past to %@ct future
trends.
&
4. A model uses numbers to represent thédinancial
performance of a business. X
5. MIS reports help in comparing actual perfo r@‘ﬁce with
B. Multiple Choice Questions @
1. What is the main purpose of financial planning?
a) Spending more money QJ{\’
b) Paying taxes
c) Setting financial goals a@\‘preparing to meet them
d) Avoiding decisions
2. A financial forecast @&@s“ to:
a) Prepare pasg orts
b) Predict fut %prformance
c) Recor profits
d) Set %5 store
3. Wh he following is a component of budgeting?

stlmatlng past profits
%} Ignoring future needs

c) Planning income and expenses
d) Guessing randomly

. Financial models are mainly used for:

a) Artistic designs
b) Scientific experiments
c) Analysing financial decisions
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d) Learning sports

5. MIS reports are useful in:
a) Printing advertisements
b) Making data-based financial projections
c) Fixing mobile phones
d) Decorating offices b,
C. Match the Columns \QQJ
O\%
S.No. Column A S.No. Column B O
N
1 Budget A | Future prediction baesgl on data
J
2 Forecast B Link between d%S;{gnd decisions
X

3 Financial Model Estimati'é‘eome and expenses

C
. Y .
4 MIS Report D Vlsua@*:xcel—based projections
A

oY
5 Financial Planning E S@I’ng financial goals
X,

D. State whether the following stq%éqnents are True or False

1.

a kK b

Forecasting is based only o esses, not data.

A financial model may Jﬁ sed to assess the outcome of a new project.
Budgeting and ﬂn@ial planning are completely unrelated.

MIS reports on cord what has already happened.

Financial ing helps prepare for future goals and risks.

E. Short A r Questions

1.

Y 1s financial planning?

2 @y is budgeting important in business?

Q. Define financial forecasting?

4.
5.

How does MIS support financial projections?

What is a financial model?

F. Long Answer Questions

1.

Explain the importance of financial planning for a business.
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a kK L b

What is budgeting? How does it help a business?
Differentiate between forecasting and budgeting.
What is financial modelling? Explain with a simple example.

How does linking MIS reports with financial projections improve decision-
making?

G. Check Your Performance b,

1.

You are the Finance Associate at a mid-sized retail com . The
management is planning to launch a new product line nextquarter. You
are asked to assist in preparing the financial projections @@support the
decision-making process using FP&A techniques.

You have access to the company’s historical sal%@ata, departmental
budgets, and monthly MIS reports showing currepg performance.

How would you use your knowledge of FP&A Xbudgeting and forecasting,
and MIS reports to assist management i king an informed financial
decision about launching the new prod@ line? Describe your approach.
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SESSION 3: INVESTMENT DECISION METRICS

An investment decision refers to the process of deciding how a business or
individual allocates money to different assets or projects with the expectation of
earning future returns. In the context of financial management, investment
decisions are crucial because they determine the long-term direction and growth
of the business.

Investment decisions can be broadly classified into long-term (capital buc@éﬁng)

and short-term (working capital) decisions. Long-term decision$§\ include
investing in machinery, buildings, or launching a new product& ort-term
decisions involve managing day-to-day operational needs li aintaining
inventory or paying suppliers. Q

The significance of investment decisions lies in their im&t on the financial
health of the organisation. A good investment can lead fo increased revenues,
higher efficiency, and business expansion. Poor 1nves{/m nt choices, on the other
hand, can lead to losses, cash flow problems, andéven business failure.

Moreover, investment decisions are closely lil@d to risk and return. Managers
must carefully analyse whether the expected return justifies the level of risk
involved. Tools like ROI (Return on Invegtfent), NPV (Net Present Value), and
Payback Period are used to evaluate d{/ﬁerent options.

Thus, investment decisions pla (e‘tal role in achieving long-term business
goals and creating value for s areholders.

INVESTMENT DECISION B@‘RICS

Imagine a shopkeeper deciding whether to invest in a new refrigerator to store
more perishable 1tem e knows the fridge will cost money upfront, but he also
believes it coul him sell more cold drinks and dairy products. Before
making the on, he wonders will this help increase his profits? Will he
recover the é?qulckly'? Is there a better use for the money? These are the kinds
of questi hat investment decision metrics help answer.

In si terms, investment decision metrics are tools used by businesses to
ev. e if putting money into a particular project or asset is a wise choice.
Instead of making decisions based on guesswork or feelings, businesses use
logical methods and financial calculations. These methods help them find out
how profitable an investment might be, how long it will take to earn back the
money spent, and whether it's better than other available options.

Just like the shopkeeper weighs the risks and rewards before buying new
equipment, companies also use these metrics to avoid mistakes and make
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informed decisions. These tools are especially helpful when funds are limited and
many projects compete for attention. In this way, they help businesses grow
wisely and confidently.

RETURN ON INVESTMENT (ROI)

Imagine you lend 1,000 to a friend to start a small juice stall. A month later, he
gives you back your money and an extra 3200 as a share of his profit. Naturally,
you had felt it was a good use of your money. But how do you know if ib@is a

great return or just okay? \Q
This is where Return on Investment (ROI) comes in. ROI is a si , powerful
tool used in business and finance to measure how much profi return you

earn compared to the amount of money you invested. It helps investors and
business managers judge whether an investment was suc\cégsful or not.

Return on Investment refers to the percentage gain or loss made on an
investment relative to its cost. It shows how efficiently your money has been
used. ROI is one of the most widely used ﬁnanQ%LQools because it is simple to
calculate and easy to understand. @

A

ROI = (Net Profit / Investment C@@ 100
Where: \,QJ'(,
e Net Profit = Total rn — Investment Cost

o« Investment Co&f/w Amount of money originally invested

The result is sho@%@a percentage.

Example of ROI: L ’é)say a company invests 350,000 in a new marketing
campaign. As a r, , it generates 370,000 in additional sales revenue. The
profit from this %

o Revean@(),OOO
. Inve@nt cost: 350,000
. l\(e:@ rofit = 370,000 - 50,000 = 320,000
Now applying the formula:
ROI =320,000 /50,000 x 100 = 40%

So, the ROI is 40%, which means for every 100 spent, the company earned
%40 as profit. That’s a strong return.
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Importance of ROI

In real-world business, money is limited. Companies often have multiple
investment options such as launching a new product, buying better machinery,
or opening a new store. ROI helps compare these options by showing which
investment gives the highest return.

Let’s understand why ROI is such an important decision-making tool:

1. Simple and Clear: ROI uses basic arithmetic, making it easy to und and
even for non-finance professionals. é(,"

2. Compares Different Projects: If one investment gives 20% R d another
gives 35%, managers can quickly identify the better option N

3. Evaluates Past Performance: ROI also helps review past investments. If a
business expanded into a new city last year, calculating ROI tells whether
that decision was profitable. LY,

4. Efficient Use of Resources: Since resources @ﬂlmlted businesses aim to
invest where returns are highest. ROI help@ ritise.

Limitations of ROI N
While ROI is useful, it also has some liégatations that should be kept in mind:

1. Ignores Time Factor: ROI do S(ﬁft consider how long it takes to earn the
return. A 20% ROI in 1 year i&tter than 20% in 5 years—but ROI doesn’t
show that difference.

2. Can Be Misleading: 1 (Q'ts are calculated incorrectly or additional hidden
costs are ignored, t}% I may appear higher or lower than it truly is.

3. No Considerati Risk: ROI does not reflect how risky an investment is.
Two projects the same ROI might have different risk levels.

Use of ROI i eal Life

vehicl iring more staff to increase production. Each option costs 22 lakhs.
Th @ ivery vehicle is expected to bring 350,000 profit per year, while hiring
staff is expected to bring 370,000.

e Vehicle ROI = (50,000 / 22,00,000) x 100 = 25%
« Staff ROI = (70,000 / %2,00,000) x 100 = 35%

Let’s sag‘&,small business owner is choosing between buying a new delivery

The owner can use this information to choose the option with higher ROI
assuming both options are equally safe and practical.
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Return on Investment (ROI) is like a measuring stick for financial decisions. It
tells us how much profit is earned compared to the amount spent. Whether it’s
a multinational company investing in new technology or a student saving money
for a laptop and expecting better study outcomes, ROI is a concept that applies
widely.

ROI helps businesses compare options, track past performance, and make smart
choices. But like any tool, it should be used with care and along with Jather
financial measures especially when time and risk are important factoréo@

PAYBACK PERIOD \»\@

Imagine you spend your savings to buy a brand-new bicycle. Na{&gﬂy, you had
wanted to know when you will start benefiting from that purChase whether it
saves your bus fare or helps you deliver tuitions to earggérme money. In the
world of business and finance, this question becomes ev ore important when
large amounts of money are invested. That’s where {}})S'Qayback Period comes

in. @)
The Payback Period is a basic financial to@hat helps in answering a very
simple but powerful question: N

“How long will it take for an investme@b to recover its cost?”

Let’s say a business spends 31,00,0 a new piece of machinery. The machine
helps the company earn 325,00 ry year. Using the Payback Period method,
the business calculates that itQEd,ll take 4 years to recover the investment:

o

Initial Investment 2, 00, 000
Annual Cash Inflows 225,000

Payback Period =

— 4 years

AJY
After 4 years, tﬁ};%'nachine has “paid for itself”. Any money earned after this
becomes a p

,\Q .

1. T ethod is simple to understand and easy to calculate.

Merits

2.% clarifies the concept of profit or surplus. Surplus arises only if the initial
investment is fully recovered. Hence, there is no profit on any project unless
the payback period is over.

3. When funds are limited, projects having shorter payback periods should be
selected, since they can be rotated a greater number of times.

4. This method is suitable in the case of industries where the risk of technologies
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obsolescence is very high and hence those projects which have a shorter
payback period should be financed.

5. This method focuses on projects which generates cash inflows in earlier years,
thereby eliminating projects bringing cash inflows in later years. As time
period of cash flows increases, risk and uncertainty also increase. Thus,
payback period tries to eliminate or minimize risk factor.

6. This is a very useful evaluation tool in case of liquidity crunch and hi@ost
of capital. \(,\,

7. The payback period can be compared to a break-even point, the @ﬁz at which
the costs are fully recovered but profits are yet to commence, 4,

Demerits
&
1. It stresses on capital recovery rather than profitabilit No

2. It does not consider the post-payback cash flows ,K/e&returns from the project
after its payback period. %O

3. It ignores the time value of money.
4. It is not useful in long-run. &
5. Initial volume of investments not coédered in this method.

Example: Let’s take an example fr%é‘@@student life. Suppose a group of students
wants to start a small busingss ‘selling custom-printed T-shirts for a school
event. They invest 310,000 inanaterials. If they earn 32,000 per week from sales,

their payback period is: Q’Q

bﬂ 210,000

22,000

— 5 weeks

&
So, they w@tover their full investment in 5 weeks. After that, all sales are
profits. Iéj\' milar group invests 315,000 in another idea but takes 10 weeks to

recov he first idea may be considered better at least from the payback point

of Vi@.

In short, Payback Period is like a timer for investment. It helps answer: “When
do I break even?” Though it doesn’t give the full picture, it is a great starting
point, especially for small businesses, young entrepreneurs, or anyone with
limited funds who wants quick returns.
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NET PRESENT VALUE

Imagine your parents gave you 310,000 and said you could either spend it today
or invest it in a small business that promises to give you some money every year
for the next few years. Now, how would you know if that investment is better
than just keeping or spending the money today?

This is where the concept of Net Present Value (NPV) comes into the picture. It
is one of the most important tools used in the world of finance to make art

investment decisions. \(,\,6
Before understanding NPV, it is important to know a key idea in \8@%06 called

the Time Value of Money. O

For example, consider a choice between receiving 3500 to&a or 500 after a
year. Most people would prefer to take the money today. Thg reasons are:
e Money can be invested to earn interest. \,O
: : . X
e Inflation may reduce its value over time. O
o There may be better opportunities or urger@qeeds today.

This idea is known as the time value of ,r@ey, which means a rupee today is
worth more than a rupee in the future. '(;\

Now, when a business spends m mé}’to build a factory, launch a product, or
buy new equipment, it hopes t n income in the coming years. But future
earnings are not equal to moﬁéa available today. So how can today’s spending
be compared with earnin s,{/@eived later?

e

That is the purpose of resent Value (NPV) to compare today’s investment
with future returns irty sent-day terms.

Net Present Valué.

It is a meth sed to calculate the current value of all the money a project is
expected arn in the future after adjusting for time and risk and then
compaéﬁﬂ with the cost of the investment.

In éyp e terms:
NPV = Today’s value of future profits - Initial investment

If this value is positive, it means the project is expected to earn more than it
costs and is worth considering.

If it is negative, the project is likely to lose money and might not be a good
idea.

31



MIS DATA ANALYST - FINANCIAL SERVICES GRADE-XII

Accept or Reject Rule

1. Positive NPV: The investment earns more than it costs. It is generally a good
idea to go ahead.

2. Negative NPV: The investment earns less than it costs. Not a wise decision
unless there are other reasons.

3. Zero NPV: The returns exactly match the investment. You don’t gain onrlose,
but might still invest for other benefits like goodwill, market share, etg,

X

Merits S
1. It considers the time value of money. Hence it satisfies the b%ﬁ'@criterion for
project evaluation. Q

2. Unlike payback period, all cash flows are considered. \OQJ

3. Since all cash flows are converted into present Valuq@rrent rupees) different
projects can be compared on NPV basis. Thus, e project can be evaluated
independent of others on its own merit.

4. Useful in selection of mutually exclusive p@ects.

5. NPV can be seen as addition to Wealt'}a,\,@shareholders.
Demerits \JQJ

1. It involves complex calculatiox@(b’

2. It involves forecasting casgl@éﬂow and application of discount rate. Thus,
accuracy of NPV depe Q@fl accurate estimation of these two factors which
may be quite difficult ig/practice.

3. NPV and rankin @E roject may differ at different discount rates, causing
inconsistency.ix decision making.

4. Itignores ,ggg ifference in initial outflows, size of different proposals etc, while
evaluati utually exclusive projects.

Interr%CRate of Return (IRR)

T %ternal Rate of Return (IRR) is the rate of return (in percentage) that
makes the Net Present Value (NPV) of a project equal to zero. That means IRR
is the interest rate at which the present value of cash inflows (money coming in)
equals the present value of cash outflows (money going out).

In simpler words, IRR tells us: “What is the break-even return percentage of this
investment?”
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Formula:

NPV at Lower Rate
IRR = Lower Rate + * (Higher Rate — Lower Rate)
NPV at Lower Rate — NPV at Higher Rate

Accept or Reject Rule

Compare actual IRR with required rate of return also known as cut off rat@r
hurdle rate. <

Where, ‘,\,6
IRR > Cut off rate accept the proposal 6,0
IRR = Cut off rate accept the proposal (indifferent) Q

<
IRR < Cut off rate reject the proposal ONO
Merits Y
O\J
1. All merits of NPV %

2. It does not use the concept of cost of capit@

3. It helps in achieving the basic objective{& maximization of shareholder’s
wealth.

,&6
Demerits @@’
1. It involves tedious calculat@.

2. It may conflict with NP »Q@E:ase inflow / outflow patterns are different in
alternative proposals.

3. The presumption @ all the future cash inflows of a proposal are
reinvested at axtate equal to the IRR.

Example: | irie a small business owner, Meera, who is thinking of investing
210,000 i ew juice machine. She estimates that the machine will bring in
34,000 per, year for the next 3 years.

NOW% ra wants to know: Is this investment worth it?

Sherdecides to use the Internal Rate of Return (IRR) to find out. IRR will tell
her what percentage return she can expect from the juice machine, based on
the cash inflows over time.

First step is to calculate the NPV with discount factor which gives Positive as well
as Negative NPV. Hence, consider 5% and 10% discount factor to calculate NPV.
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Dis. Dis.
Year Outflow | factor @;11:: " factor ([;12‘: "
10% °l 15% ?
1 4000 | 0.909| 3636 0.952 | 3810
2 4000 | 0.826| 3304 0.907 | 3628 b'
3 4000 | 0.751| 3004 0.864 | 3455 \06
D\@
9944 1089@\
N2
Less: Inflow 10000 18300
O
NPV -56 893
xO
Discount factor calculation for 10% Discogﬁ‘dctor calculation for 5%
N
Year 1= 100 /110=1 /1.1 = 0.909 Yea@= 100 /105=1 /1.05=0.952
Year 2= Year 1 value /1.1 = 0.826 .@r 2= Year 1 value /1.1 = 0.907
Year 3 = Year 2 value /1.1 = 0.751 &Qj’Year 3 =Year 2 value /1.1 = 0.864

%
Now calculate IRR using the forr@}:
o\
NPV at Lower Rate
IRR = Lower Rate + * [Higher Rate — Lower Rate)
NPV at Lower Rate — NPV at Higher Rate

IRR = 5 + [(893) /(8%@%6—)] * (10 - 5)
IRR = 5 + (893/949) * 5
IRR = 5 + (%%099) *5

IRR = 5 #7049

IRR%%?7049 i.e. 9.70%

If glculate discount factor by 9.70%. NPV will be zero i.e. inflow is equal to
outflow.

USING MIS TOOLS TO ASSESS INVESTMENT OPTIONS

Management Information Systems (MIS) tools help in collecting, organizing, and
analyzing financial data to support decision-making. When assessing investment
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options, these tools provide a structured way to compare costs, returns, and
risks.

1. Data Collection and Input: MIS tools like Microsoft Excel, Google Sheets, or
financial software such as Tally and SAP help organize financial data before
making an investment decision. All details related to an investment such as
initial cost, expected yearly return, duration of the project, maintenance
costs, and applicable taxes are entered into a structured format. b,

Example: A business wants to invest in a new machine. Using %1, the
finance officer creates a table that includes the machine cos ‘(@O0,000),
annual savings (31,50,000), expected life (5 years), and maing@nce cost per
year (310,000). Q

2. Financial Modelling: MIS tools are equipped with @ilt-in functions to
calculate key financial indicators. Excel, for instancescan compute NPV (Net
Present Value), IRR (Internal Rate of Return), %’&, ayback Period. These
models show how much profit the investment @8 expected to generate over
time, helping in better comparison between options.

Example: Using the Excel formula = NW 0%, B2:B6) - B1, where 10% is
the discount rate, B2:B6 contains e@&cted yearly returns, and B1 is the
initial investment, the company findg the NPV to be 31,20,000. A positive NPV
indicates the investment is finagéially viable.

3. Scenario Analysis: MIS tools allow testing of different scenarios by changing
key inputs like interest r demand levels, or cost of raw materials. This is
known as "What-If A '(sis". It helps prepare for risks and uncertainties by
visualizing how cha@e in variables affect the final result.

Example: A co ny uses Excel’s Data Table feature to analyze what
happens if tl—@‘?ﬁerest rate rises from 8% to 12%. It shows that the NPV drops
sharply, s@a ling that the investment is sensitive to interest rate changes.

4. Dashéj@ s and Reports: MIS tools can create visual dashboards that
dis financial metrics like revenue growth, ROI, cost trends, and project-
comparisons using charts, graphs, and summary tables. This makes

Qata easier to understand and helps present insights to stakeholders clearly.

Example: A project manager creates a dashboard in Excel with a bar chart
showing yearly returns from three different projects. A slicer is added to filter
results by year, allowing management to compare investment performance
visually.
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5. Decision Support: MIS provides timely and accurate data for comparing
investment alternatives. By combining all calculated figures like NPV, ROI,
and payback period, decision-makers can choose the option that gives
maximum return with minimum risk, aligning with the organization’s long-
term goals.

Example: After comparing two investment options using MIS, a company
finds Project A has a higher NPV but longer payback period, while Project B
has quicker returns but lower profitability. Based on current cash flowkneeds,
the company chooses Project B for short-term gains. =)

Each MIS tool plays a critical role in simplifying complex financigkd4ta, helping
businesses assess investment options scientifically. These t urn raw data
into useful insights, reducing errors and supporting smart financial decisions.

PRACTICAL EXERCISE \,O

Activity 1: Calculate ROI, Payback Period, NPV, arSQLRR for a mock investment
project and compare the results.

Materials Required @

>

0>
e Calculator (optional) \J@
e Sample Data as below. @(b’
N/

e« Computer with Microsoft Excel

Ye%,% Cash Inflow (%)

‘ 2
% 0] -2,00,000 (Initial Investment)
A

XU
4@% 2 70,000
CJ\' 3 80,000

% 4 90,000
P ’

1 60,000

5 1,00,000

Procedure
1. Enter sample data in the excel sheet.

2. Calculate ROI (Return on Investment).
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3. Calculate Payback Period.

4. Calculate NPV (Net Present Value).

5. Calculate IRR (Internal Rate of Return).

6. Compare the Results.

7. Show it to the teacher.

Activity 2: le’
Materials Required ,\,é(r\’

e« Computer/Laptop with Microsoft Excel or Google Sheets O

e Calculator (optional) Q

« Basic knowledge of Excel functions (NPV, IRR, charts, &@?ditional formatting)

e Sample Data as below: \,O

)
Year Cash Flow§®1C
0 &8%),000

Va X

\%

N
1 7 80,000
yeﬁ

Y
2 &CD’ 90,000
03& 95,000
</
Q)’g 4 1,10,000

bﬁ 5 1,30,000
>
Procedure %
1. Enter s@%ﬁ data in the excel sheet.

2. Calc@ Financial Metrics Using Excel Formulas) ROI, Payback Period, NPV
a R)

S.Qreate Visual Elements for Dashboard

a) Insert charts (Line chart for annual cash inflows and Bar chart comparing
ROI, NPV, IRR)

b) Insert tables to summarize key indicators

c) Apply conditional formatting to highlight positive /negative values
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d) Add slicers or drop-downs (optional in Excel) to select different projects or
scenarios

4. Format the Dashboard
a) Give Title: “Investment Performance Dashboard”

b) Sections:

e Top: KPIs (ROI, NPV, IRR, Payback) b,
<,

e Middle: Graphs and Charts 0>

e Bottom: Cash Flow Table \O\'\

c) Use consistent colors, borders, and labels for clarity Q'\}
5. Review and Interpret the Report «QQJ
e Analyze whether the investment is viable based &QNPV, IRR, ROI
e Check payback speed to assess risk O
e Print or present the dashboard if requlr %
6. Show it to the teacher. \

%

7. Take printout and submit it to the t%{: er.
CHECK YOUR PROGRESS @@’

A. Fill in the blanks
1. ROI stands for
2. Payback Period tell@% how long it takes to recover the

3. NPV helps to &&?mme the value of future cash
flows.

4. A high R%I generally means a investment.

5. MIS Q%é in comparing multiple options using

ree‘f me data.
B. t@ e Choice Questions
Q%Nhlch tool helps calculate how much return is earned from an
investment?
a) Balance Sheet
b) ROI
c) Ledger
d) MIS
2. Which method tells how many years it takes to recover the investment?
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a) IRR

b) Profit Margin
c) Payback Period
d) Revenue Ratio

GRADE-XII

3. A positive NPV indicates that the project is:

a) Unprofitable

b) Risky only

c) Worth accepting
d) Rejected

4. IRR is useful for comparing:

a) Only profits

b) Company’s tax returns

c) Daily expenses

d) Investment options with different cash flows
5. MIS helps in investment decision-making by:

a) Recording manual data
b) Providing real-time analysis and report

c) Predicting exams

d) Giving entertainment content

C. Match the Columns

2

&&O
O

S
.\,@,

&@&

O\
NColumn B

S.No. | Column A S.No.)
1 ROI CA 7| Measures time to recover investment
2 Payback Period @-B Compares return on different projects
3 NPV 0 C Calculates present value of cash flows
4 |IRR A "| D |Interest rate where NPV = 0
5 MIS % e E Helps evaluate investment decisions
X

D. State wh?er the following statements are True or False
S

1. ROLhel

compare returns from different investment options.

2. THe Payback Period method considers the time value of money.
3 V can be negative even if profits are high.
.~IRR is the rate of return that equates future cash flows to the present

investment.

5. MIS tools are only useful after an investment is made.

E. Short Answer Questions

1. What is ROI? Why is it important?
2. Explain Payback Period in simple terms.
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3.
4.
5.

Define Net Present Value (NPV).
How does IRR help in investment decisions?
How does MIS support investment analysis?

F. Long Answer Questions

1.
2.
3.

4.
5.

Differentiate between ROI, Payback Period, NPV, and IRR

Explain how MIS tools help in choosing between two investment op
What are the limitations of Payback Period and how can Mlétéa
overcome them?

How can NPV and IRR work together in financial planning? \',\«6
Explain with example how ROI is calculated and used in 1@ i

S

elp

G. Check Your Performance
1. A company is planning to invest 34,00,000 in Qw digital marketing

system. The expected cash inflows over the nextfive years are as follows:

Year Cash Inflow "~
()

1 . '£90,000

2 .. 1,00,000

3 ~57 1,10,000

4 4> 1,20,000

5 @" 1,30,000

The company wants to aééess the feasibility of this investment using MIS
tools in Excel. QQ
Using the given data@nswer the following:

()
(i1)

Calculate t OI, Payback Period, NPV (at 10% discount rate), and IRR

using Exc
Based \’chese indicators, which of the following best describes the
inv ent°

Q& -return and high-risk
High-return and short payback

d) Uncertain, further analysis needed

%% c) Negative NPV and low ROI
<
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SESSION 4: RISK AND COMPLIANCE IN FINANCIAL REPORTING

In financial reporting, accuracy and reliability are very important, as businesses
and stakeholders rely on reports to make important decisions. However, financial
data can be affected by errors, fraud, or non-compliance with laws and
regulations. That’s where risk and compliance come into the picture.

Risk in financial reporting refers to the possibility of incorrect, misleading, or

incomplete information due to mistakes, system failures, or unethical pr es.
Compliance means following the rules, laws, and standards set by au ities.
FINANCIAL RISK NO\'\

Businesses earn and spend money every day. To know how I\‘&ley are doing,
they prepare financial reports. These reports show if a ggpany is making
profits, facing losses, or needs to improve. However, whife preparing or using
financial data, there are chances that things may go \(/Qng. These chances are
called financial risks. O&

A financial risk means there is a possibility of [gsing money or making wrong
decisions. This may happen due to a s market change, a technical
problem, or someone failing to return ho ed money. If such risks are not

noticed early, the company may suffer Wes or face serious problems (Fig. 1.4).
)74

Fig. 1.4: Financial Risk
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Financial risk refers to the chance that a business may face losses or may not
earn the expected returns due to problems related to finance. These problems
could be due to internal mistakes, external economic changes, or non-payment
by customers. Financial risk affects the company’s ability to operate smoothly
and meet its financial goals.

Example: A company sells goods worth ¥1,00,000 to a customer and allows
them to pay later. If the customer is unable to pay, the company suf@s a
financial loss. This situation reflects financial risk. <

Types of Financial Risk .\'@

Businesses face different kinds of financial risks depending or;\’g;l ir activities,

structure, and the environment in which they operate. se risks, if not
identified and managed properly, may lead to financial 1 and disruptions.
The three major types of financial risk are operationabrisk, market risk, and
credit risk. X

X
1. Operational Risk: Operational risk arises fra%@ternal processes, people, or

systems within an organization. It refers to @ ossibility of loss due to errors,
technical failures, or inefficiencies in daysto-day business operations. Unlike
market-related risks, operational risl? e caused by internal shortcomings
or breakdowns in business proced,li@ .

For example, if an account (@'nters incorrect figures in the company’s
financial records due to rsight or if a billing system fails to generate
accurate invoices, the re ing errors can impact financial reporting and
decision-making. This@&stitutes operational risk.

2. Market Risk: Ma risk is associated with external factors that affect the
overall market or~€eonomy. These include changes in interest rates, inflation,
foreign exc %e rates, and stock market fluctuations. Market risk is

generally ond the control of an individual business but can have a
signifi mpact on its financial performance.
Fo tance, if a company depends on imported raw materials and the value

Indian rupee falls compared to the foreign currency, the cost of imports
%CI‘C&SCS. This rise in input costs affects the company’s profit margins. Such
risk arising from market movements is referred to as market risk.

3. Credit Risk: Credit risk refers to the likelihood that a borrower or customer
will fail to repay a loan or make payments on credit extended by a business.
It commonly arises in banking and trade transactions where payments are
made at a later date.
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For example, if a company supplies goods worth 21,00,000 to a retailer on
credit and the retailer is unable to make the payment, the supplying company
suffers a financial loss. This non-payment or delayed payment by customers
leads to credit risk.

COMPLIANCE FRAMEWORKS

Knowing the different types of financial risk is only the first step. To protect
themselves and ensure safe financial practices, businesses must also_follow
certain rules and standards. These rules are not created by individual c@; anies
but are issued by regulatory authorities to ensure that bus'{@sses act
responsibly and stay financially sound. O

When businesses follow these rules, it is known as comph&me. Compliance
ensures that a company’s financial actions are legal, ethi Zand transparent. It
also builds trust among investors, customers, and the esneral public. To guide
businesses in managing risks effectively, various ,E}a‘t'ional and international
institutions have developed compliance framewaerKks. These include the Basel
norms for banks, SEBI guidelines for the securities market, and the RBI
regulations for financial institutions in Indi @

Compliance Frameworks in Financial orting

In today’s financial world, businesses& not operate in isolation. They are part
of a broader financial system t%& ust function in a fair, transparent, and
secure manner. To ensure this; régulatory authorities introduce certain rules,
laws, and practices that &nesses must follow. These are known as
compliance framework

Compliance means f ing rules. In financial reporting, it refers to the process

of ensuring that fi cial activities, records, and disclosures are made in

accordance Wit}‘G‘é\? aws and guidelines issued by recognised institutions. These
lp bu

frameworks ]i}a
to stakeh kﬁ .
Follow;i are some of the compliance frameworks that apply to financial
instifutions and businesses.

sinesses reduce risks, avoid fraud, and remain accountable
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Basel Norms

SEBI
Guidelines

RBI
Regulations

Fig. 1.5: Compliance Frameworks <

Basel Norms o)

The Basel norms are international banking regulations issued by the Basel
Committee on Banking Supervision (BCBS). T rules aim to strengthen the
banking system across the world by maki anks more prepared to face

financial risks. The Basel norms focus main.b[ on three pillars:

1. Minimum Capital Requirements: B@&é must keep a minimum amount of
capital to cover risks. X

O
2. Supervisory Review: Banks @st regularly review their internal processes
and risk levels. ({&,

3. Market Discipline: B (Ds'hould share accurate information with the public
to maintain transpare .

By following Basel , banks become more secure, and chances of failure or
crisis are reducedX

Securities ax@Exchange Board of India (SEBI) Guidelines

18 the regulator of the stock market in India. It is guidelines ensure
nies listed on stock exchanges follow fair and honest practices. SEBI’s
maj e is to protect the interests of investors and ensure transparency in the
tioning of capital markets.

SEBI guidelines include:
o Timely disclosure of financial results
e Preventing insider trading

e Ensuring companies follow proper accounting practices
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SEBI helps build investor trust and encourages fair practices among companies
raising funds from the public.

Reserve Bank of India (RBI) Regulations

The RBI is India’s central bank. It plays a vital role in regulating and supervising
banks and financial institutions in the country. RBI’s guidelines cover areas
such as:

e Loan disbursal and recovery practices <
o Capital adequacy requirements \,\/
e Reporting of Non-Performing Assets (NPAs) O

e Cybersecurity and digital banking rules Q

RBI regulations ensure that banks operate safely, INQi responsibly, and
safeguard the interests of depositors and borrowers ali

Compliance frameworks are essential for maintai @% order and fairness in the
financial system. They guide financial instituti n how to manage risk, report
correctly, and act responsibly. Tools like aﬁgement Information Systems
(MIS) help businesses stay compliant by.t&dng data, generating reports, and
detecting irregularities early. Together, management and compliance create
a strong foundation for financial sta}?%f$

ROLE OF MIS ANALYST IN CO IANCE REPORTING

A Management Information $§tem (MIS) Analyst plays a vital role in ensuring
that financial and opera,@"’ml reporting complies with company policies, legal
standards, and regulat equirements. Their job is not just to generate reports
but to ensure those ﬁl‘ts are accurate, timely, and compliant.

1. Data Accur nd Validation: The MIS Analyst ensures that data used in
compliamgjeports is clean, correct, and free from duplication or errors. This
td avoid wrong conclusions or regulatory penalties.

is cruc$
fgﬁe: Cross-verifying employee payroll records before generating
t

ory tax reports.

2. Monitoring Regulatory Compliance: The analyst tracks changes in rules
(e.g., GST, TDS, income tax laws) and updates reporting formats or
calculations accordingly to maintain compliance.

Example: Updating report templates when government updates GST return
formats.
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. Creating Audit-Ready Reports: MIS Analysts structure reports in a way that

supports internal or external audits. This includes maintaining historical
records, version control, and traceable data sources.

Example: Maintaining a monthly report trail for vendor payments to support
statutory audits.

Automating Compliance Checks: They use tools like Excel formulas,
macros, or Bl tools to automate alerts for out-of-policy transactio&s’ or
threshold breaches. &
Example: Setting up Excel formulas to highlight expense entries t%{;\’exceed

department limits. \'\,

. Coordination with Departments: MIS Analysts work close Qith finance,

HR, procurement, and compliance teams to ensure all@epartments are
aligned with reporting standards. <

Example: Gathering PF and ESI data from H%Q submit employee
compliance reports. X

Supporting Decision-Making with Comp iéée Data: By presenting
summarized and visual reports, the analyst helps management spot
compliance gaps and take corrective actio

Example: Creating a dashboard that s s tax filing status for each branch.

N
An MIS Analyst serves as a bridge bet@en data and regulatory responsibility.
By maintaining accurate records; abl)&’omating checks, and generating timely

reports, they help organizations

compliant and avoid legal risks.

X
PRACTICAL EXERCIS%,(D%
Activity 1: Group Discu@)n on Various Types of Financial Risk.
Materials Required bé)

Whiteboard Qab’éh\z'rt paper
Markers ens
Print or handouts listing types of financial risks (optional)

N @ooks for note-taking

. Qrojector/ slides (if available)

Procedure

1. Divide the class into small groups of 4-5 students each.
2. Assign each group one type of financial risk to focus on.

Example Groups:

e Group 1: Credit Risk
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e Group 2: Market Risk

e Group 3: Operational Risk

e Group 4: Liquidity Risk

e Group 5: Compliance/Legal Risk (if applicable)

3. Each group discusses the following points:

a) What the risk means b,
b) Real-life examples of the risk <
c) How this risk affects financial reporting or decisions? ,\/\Q

d) How businesses can reduce or manage the risk? \

4. Groups can use notebooks or chart paper to note key pomQ'\}'
. Each group presents their findings to the class.

6. The teacher summarizes all the types of risks dlscusse@and highlights their
impact on financial management and compliance. \,O

Ul

Activity 2: Understanding Compliance Rules i%&x‘ﬂance
Material Required
e Three simple handouts (1 page each) on\ﬁasel norms, SEBI, and RBI rules
e Chart paper or notebook QJ{\,
e Markers or pens (b,
e Board or projector (optlonalk
Procedure (b~
1. Divide the class into @oups (Group A, B, and C).
2. Give each group a@a dout about one rule system:

e Group A: %&el Norms (for banks)

e Grou @SEBI Guidelines (for companies and stock market)

e G C RBI Rules (for banks and financial institutions)
3. P%%ach group to read the handout together and write 3 simple points:

Q What is it?

e Who must follow it?

e Why is it important?
4. Give them 10 minutes to prepare.

5. Each group shares their 3 points with the class.
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6. The teacher then adds or explains anything important in simple words.
7. Students prepare write-up on “Why is it good to have rules in finance?”

8. Submit write-up to the teacher.

Activity 3: Prepare a Sample Compliance Report Using MIS Tools, Highlighting

Financial Data in Accordance with Regulatory Guidelines.

Materials Required b,
e Computer/laptop with MS Excel Sheets %(,\6
e Calculator (optional) NO\’
e Access to regulatory guidelines (such as GST norms, TDS IQQ', etc.)
« Handouts of standard report format (optional) @6
o Sample financial dataset as below: \,O
X
Employee Gross ﬁo TDS Net
Name Salary (%)
ID Q) Amount () | Pay (J)
. (“9«'
E1001 |Ramesh 50,000 10%
x& <
E1002 | Suresh 40,000 10%
2\
E1003 | Mahesh Ogv 60,000 10%
Procedure Q&’

1. Enter data in the @%ﬁl Sheet.
2. Enter Formu @Compute Fields i.e. TDS amount and Net Pay.
3. Apply For@tting and Labels:

e U old headings, currency symbols

o @rmat TDS % as percentage

Q Use conditional formatting to highlight:

e TDS Amounts above 35,000 in red

e Net Pay below 345,000 in orange
4. Create Summary with Pivot Table

e Total gross salary
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e Total TDS deducted
e Total net pay

5. Add Compliance Check Notes include a notes section that mentions:
e All TDS calculated as per Income Tax rules

e Format follows monthly payroll compliance requirements

e Data used for submission to finance/audit department @b'

6. Finalize the Report: Add report title, date, page number, and au‘s@\z,ed
signature space. O

7. Show it to the teacher. Q\}

CHECK YOUR PROGRESS N

A. Fill in the Blanks xO
1. risk arises from errors in internal 1@)§ésses or human mistakes.
2. guidelines regulate the bankin@ﬁor at the international level.

3. Market risk occurs due to changes.ipg’actors like interest rates or
prices. ,&'\/
4. SEBI stands for an @gﬁange Board of India.
5. The Reserve Bank of India%ﬂates institutions in the country.
B. Multiple Choice Questi &5 marks)
1. Which of the follov@ is an example of operational risk?
a) Loan defaul@% a customer
b) Curre xchange fluctuation
c) In @se in interest rate
d) orrect data entry by an employee
2 %sel norms mainly apply to:
Q a) Retail companies
b) Stock brokers
c) Banking institutions
d) IT companies

3. Which of the following is not a role of an MIS Analyst?
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a) Filing tax returns

b) Tracking financial data

c) Generating compliance reports

d) Identifying reporting errors

Credit risk arises when:

a) There is a natural disaster

b) A supplier raises product prices

c) A customer fails to make payment

d) Currency value improves

. SEBI's main role is to:

a) Set exchange rates
b) Monitor stock markets

c) Supervise loans

d) Manage public sector banks &
C. Match the Column QJ{\’
x$

GRADE-XII

S.No. Column A &

S.No.

Column B

1 Market Risk gé'
O

Basel Norms

Yy
2 Credit Risk AQ

A

o)

SEBI

J
3 Operatio@?ﬁisk

=y )

Loan default

4 B%k‘i% Regulatory Framework
)

System failure

5 (écock Market Regulator

>

B O O

Exchange rate changes

D. S@ whether the following statements are True or False

a kK b

. Credit risk arises from foreign currency fluctuations.

Basel norms are applicable only to Indian banks.

SEBI protects the interests of investors in the capital market.

An MIS Analyst plays no role in compliance-related data reporting.

Operational risk comes from within the organisation.
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E. Short Answer Questions

F. Long Answer Questions

G.

1.

a kK L b

What is credit risk? Give one example.

Why are compliance frameworks important in financial reporting?
Mention one guideline given by SEBI for listed companies.

What is the role of an MIS Analyst in ensuring regulatory compliance?

Define market risk and give a real-life situation where it may affecf@’
company. Oy
.\6

S,

1. Explain the three major types of financial risks and pr@ one example
of each. <

2. Describe the purpose of Basel norms and how theéNQelp in strengthening
financial institutions. \'\,

3. How does an MIS Analyst help in p@ing accurate and timely
compliance reports? @

Check Your Performance &

1. A mid-sized finance company is }ming to expand its services digitally.

Q

The compliance officer is con ed about potential risks and regulatory
requirements. The compa Signs the MIS Analyst the task of preparing
a compliance report hig@ghting key risks, aligning it with RBI and SEBI
guidelines, and ensugg%lt supports internal decision-making.

As the MIS Analys@entify and briefly explain:

e One operatj risk, one market risk, and one credit risk the company
might faee)in this digital expansion.

e On plicable compliance guideline from RBI or SEBI that should be
c‘\ idered in reporting.

%deo responsibilities the MIS Analyst must carry out to ensure accurate

and compliant reporting in this situation.
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MODULE 2: OPERATIONAL METRICS AND BUSINESS
ANALYSIS

This module provides an overview of how organizations monitor, analyze, and
improve their operations through the use of metrics and business analysis
techniques. Operational metrics and Key Performance Indicators (KPIs) are vital
tools for measuring efficiency, productivity, customer satisfaction, and oyerall
performance across different business functions. At the same time, b&ess
analysis offers structured methods for collecting, interpreting, and @@Senting
data in ways that inform decision-making and drive process imprdsg%ments. By
understanding how to identify, track, and evaluate the right set o Is, students
will develop the ability to recognize strengths and Weaknessg within different
functional areas like sales, marketing, operations, ﬁnance,\é@l customer service.
This ability not only sharpens performance measursn nt but also guides
evidence-based decision-making. X

This module is divided into four sessions. Se%gél& 1 deals with operational
metrics and KPIs, introducing learners to diff@n types of KPIs, their relevance
across business functions, and the importaﬁge of tracking performance. Session
2 focuses on data and business analysis@éics, explaining the process of data

analysis and its role in improving ision-making and efficiency. Session 3
covers presenting findings effectivply, where learners practice structuring
reports, visualizing data, and fo ating actionable recommendations tailored

to audiences. Session 4 expl%:,f*es volume forecasting and capacity planning,
highlighting methods to Q@'imate demand, align capacity, and support
operational decisions.
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SESSION 1: OPERATIONAL METRICS AND KPlIs
OPERATIONAL METRICS

Every business has many daily activities. These may include making products,
delivering services, answering customer calls, or managing stock. To know
whether these tasks are being done well, businesses need to measure them.
These measurements are called operational metrics.

Operational metrics are numbers or data that tell us how a busifiess is

performing in its everyday work. ,\’%Q

Just like marks show how well a student is doing in school, opera@\@ﬁal metrics
show how well a business is working. Q’O’

These metrics are different for different departments. For,e ple:

e The sales team may track how many products they&@ll each day.

e The customer service team may check how @ickly they solve customer
problems.

e The production team may measure h({@any units they produce or how
much time it takes. .\/(D,

By looking at these metrics regularly like’every day or every week managers can
understand what is going well andgwhat needs to improve. If something is going
wrong, they can take quick actio fix it.

Today, most businesses use puters and software to collect and display these
numbers. The data is of@’%hown on dashboards like a digital noticeboard so
everyone can see the latest results clearly.

In short, operation etrics help businesses work better. They give managers
useful informatidsly help improve performance, and support smart decision-
making.

KEY PE&‘S\' MANCE INDICATORS (KPIS)

Eve @siness or organisation works toward specific goals such as increasing
pr. ) improving customer satisfaction, reducing delays, or managing resources
more efficiently. But setting goals alone is not enough. It is equally important to
measure progress toward those goals. This is where Key Performance
Indicators come into play.

A Key Performance Indicator (KPI) is a measurable value that reflects how
well a person, team, or business is achieving a specific objective.
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In simple terms, KPIs act like a scoreboard. Just as players in a game check the
scoreboard to know their performance, organisations use KPIs to check whether
they are on the right track. KPIs help identify what is working well and what
needs improvement.

Not every measurement used in a business qualifies as a KPI. Only those
indicators that are closely linked to business success and provide meaningful
insights are considered KPIs. For example, a courier company might mfxitor
several activities such as number of vehicles, amount of fuel used, or er of
packages delivered. But its KPI might be “average delivery time per, parcel,”
because that directly affects customer satisfaction and repeat bu&@ S.

KPIs vary depending on the department or function. In the s 'g'iepartment, a
common KPI could be “monthly sales revenue.” In customergservice, it might be
“number of complaints resolved within 24 hours.” In a g@ool, a KPI could be
“percentage of students scoring above 75% in the fil@ exam.” Each of these
indicators is tied to the core goals of the organisati@v

©

A good KPI has certain features:

o It is specific and clearly defined. N

« [t is measurable, so progress can be Q‘ﬁcked with real data.

e It is time-bound, meanin sets a deadline or time frame.
For example, instead of sayings&pe want to improve sales,” a better KPI would
be “increase online sales 0% over the next three months.” This makes

it clear what is being me@*ed, how much change is expected, and by when.

KPIs are also useful in cation, healthcare, manufacturing, and other fields.
It is important to un and that all KPIs are metrics, but not all metrics are
KPIs. A business collect data on many aspects of its operations, but only

those that dire@ contribute to success and decision-making are chosen as
KPIs.

Types @Key Performance Indicators (KPIs)

KPI specific, measurable values that show how well a particular activity or
de%rtment is performing. Since different parts of a business perform different
roles, the type of KPI used will also vary. Broadly, KPIs are divided into five types:
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— Financial KPI

— Sales KPI

Types of KPIs Marketing KPI b,

— Operatioal KPI D
O

O
Customer ,Q
Service KPI

Fig. 2.1: Types of KPIs \,O

1. Financial KPIs: Financial KPIs help the g}}a}nisation understand its
economic position. They focus on money—re@@te goals such as profit, income,
costs, and investments. These KPIs axe ‘tnost useful for owners, finance
managers, and investors who want to-@ow whether the business is growing

and stable. \,QJ'(,
Example: Revenue Growth, Net Profit Margin, Return on Investment (ROI),
Operating Expenses, Cash F’lﬁo, :

2. Sales KPIs: Sales are vit r any profit-making business. Sales KPIs show
how well the compa selling its products or services. These KPIs track
total sales, sales th, performance of sales staff, and how close the
business is to m gﬁ its targets.

Example: @s conversion rate, average purchase value, customer
acquisi@ost, sales growth, lead-to-customer ratio.

3. Mark &;1 KPIs: Marketing is about promoting a business and attracting

ne tomers. Marketing KPIs help to understand whether advertising and
otion efforts are effective. These KPIs can measure how many people saw
ad, clicked on a link, visited a website, or bought something because of a
marketing campaign.

Examples: Customer reach, website traffic, cost per lead, social media
engagement, marketing ROI.
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4. Operational KPIs: These KPIs focus on how well the business is managing
its everyday tasks. They are used to measure efficiency, speed, and use of
resources in routine operations.

Examples: Production efficiency, order fulfilment time, inventory turnover,
downtime hours, process error rate.

5. Customer Service KPIs: Keeping customers happy is essential for long-term
success. Customer service KPIs measure how well customer needs ar g@mg
met. These KPIs include the time taken to respond to a query, m{gﬁer of
issues resolved, or customer satisfaction levels. \»\/

Examples: Customer satisfaction score (CSAT), Net Promo;\e;;%core (NPS),
first response time, average resolution time, customer chury rate.

Each of these KPI types serves a specific purpose*@%d helps different
departments stay focused on their key goals. Togetl'@ they give a complete
picture of how the organisation is performing and_where improvements are

needed. %

IDENTIFYING RELEVANT METI@S FOR DIFFERENT
DEPARTMENTS (D'

Each department within an organi @&on contributes differently to overall
business performance. Therefore, ddgntifying and tracking the right metrics is
essential to measure effectiveness 'and support decision-making. Below is a
structured outline of relevant f{ﬁc‘trlcs by department:

1. Finance Departme ?’%’he finance team is responsible for keeping the
business financially Ithy. It keeps track of income, expenses, and profits.
For this reason, i eds KPIs that reflect the financial performance of the
organisation

2
Example@ :
e Ne fit Margin: Shows how much of the revenue becomes actual profit.

urn on Investment (ROI): Helps measure how well money is being
ehsed to create profit.

« Operating Cost Ratio: Compares operating costs with total revenue.

These metrics help finance managers understand whether the business is
managing its money wisely and growing sustainably.

56



MIS DATA ANALYST - FINANCIAL SERVICES GRADE-XII

2. Sales Department: The job of the sales department is to bring in revenue by
selling products or services. Their success is directly linked to how much they
sell and how many new customers they bring in.

Example KPIs:

e Monthly Sales Revenue: Tracks how much money is made each month
through sales.

o Conversion Rate: Measures how many potential customers actual ade
a purchase. . é(,\’

o Sales Growth Rate: Shows how sales are increasing over t@

These KPIs help the sales team set realistic goals and ionQé their selling
strategies. <

3. Marketing Department: Marketing focuses on creat'@g awareness about the
company’s offerings and attracting potential cust rh‘drs. Their work is mostly
measured through digital reach and customer<fferest.

Example KPIs: @
« Website Traffic: Shows how many, p&ple visit the company’s website.

N
¢ Lead Generation Count: MeaSLqés the number of interested customers
generated from ads or campaign¥.

e Social Media Engageme&t: racks likes, shares, and comments on posts.

These KPIs help marketq{ nderstand if their message is reaching the right

people. Q

4. Operations Dep ent: The operations team looks after the internal
processes that tufn raw materials or resources into final products. Their focus
is on efficien nd quality.

Examp&@Is:
. O@ Fulfilment Time: Measures how long it takes to complete an order.
o@ ventory Turnover: Shows how often inventory is used or sold.

Defect Rate: Monitors how many products have errors or problems.

Such metrics help in reducing delays, avoiding wastage, and improving
quality.
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5. Customer Service Department: This department interacts directly with
customers and handles complaints, questions, or issues. Their main goal is
to keep customers happy and satisfied.

Example KPIs:

o First Response Time: Measures how quickly the team replies to a
customer.

e Customer Satisfaction Score (CSAT): Based on surveys to knq&hlow
happy customers are. . éo

 Resolution Rate: Percentage of issues successfully solved.«o\

Tracking these metrics helps improve the quality of supp@@ nd build trust
with customers. <

Each department in a business plays a unique role an@contributes differently
to the organisation’s success. By using the rlght metrics, departments can
clearly see how well they are doing and what th @eed to improve. Identifying
relevant KPIs for every team ensures that the % organisation moves forward
in a coordinated and focused manner. Just'like every player in a sports team
has a different position but works towarc&e same victory, every department
tracks its own performance to achieve @'{9 common goal of business success.

IMPORTANCE OF TRACKIN @PERATIONAL PERFORMANCE

Tracking operational perfor ¢ is vital for ensuring that an organization
functions efficiently and rqégpﬁls aligned with its strategic goals. It involves
systematically monitori ocesses, resources, and outcomes through well-
defined metrics and gﬁ The importance of tracking operational performance
can be understood gh the following points:

1. Measuring @&iency and Productivity: Operational performance metrics
help org @ations evaluate how effectively resources such as time, money,
manp , and equipment, are being utilized. This ensures maximum output
wit inimal waste.

2.1 ifying Strengths and Weaknesses: By continuously tracking

erformance, businesses can identify areas where they are excelling and
pinpoint inefficiencies or bottlenecks that require attention.

3. Supporting Data-Driven Decisions: Performance data provides a factual
basis for decision-making, reducing reliance on assumptions or guesswork.
This leads to more accurate and impactful business strategies.

4. Enhancing Customer Satisfaction: Metrics such as service response time,
delivery accuracy, and defect rates directly reflect the customer experience.
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Tracking them helps in addressing issues quickly and improving service
quality.

5. Enabling Goal Alignment and Accountability: Clear performance metrics
ensure that individual employees, teams, and departments are aligned with
organizational goals. They also foster accountability by making performance
measurable and transparent.

6. Driving Continuous Improvement: Regular monitoring allows organiz%ti’ons
to set benchmarks, compare current performance against standar% and
adopt corrective measures for ongoing improvement. \(,\’

7. Forecasting and Risk Management: Operational data he\l@?nticipate
future challenges such as demand fluctuations, capacity sl}{xy ges, or cost
overruns, enabling proactive planning and risk mitigation.

PRACTICAL EXCERCISE “QQJ
Activity 1: Understanding Key Performance Indicator&%PIs).
Material Required %O
e Chart paper or whiteboard @
e Markers or sketch pens . (D\'

. . et
e Slips of paper with sample busme§<'@ als

e Stopwatch or timer ®(b'
Procedure ;{,&,
1. Divide the class into 4§v(g oups (3—4 students each).

2. Give each group slip with a business goal (e.g., “Improve customer
satisfaction” or “I se delivery speed”).

3. Ask each gro@)&to think of one strong KPI that matches their assigned goal.
4. Allow 10 @minutes for group discussion and chart preparation.

5. Each(gj*eup shares its KPI, explains why it is relevant and how it can be

m@e@.lred.

6.A¥eacher adds or corrects points if needed, and lists all final KPIs on the board.

7. Conduct a short Q&A to reinforce the difference between general metrics and
key indicators.

Activity 2: Group discussion on identifying key KPIs for different functional
areas (e.g., sales conversion rate, customer churn rate, production efficiency).
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Materials Required
e Whiteboard/Flip chart and markers

e Handouts listing functional areas (Finance, Sales, Marketing, Operations,
Customer Service, HR)

e Sample KPI cards (with examples like sales conversion rate, customer churn

rate, production efficiency, ROI, etc.) b’
e Sticky notes and pens for participants . \06
e Projector/slides (optional for displaying examples) \'\/
Procedure N

1. Divide students into small groups (4-6 members each).¢,

2. Assign each group one or two functional areab(e g., Sales, Finance,
Operations). \,

3. Each group discusses and lists the KPIs %\Q relevant to their assigned
department. @

Groups may use sticky notes to write @e KPI per note.
Encourage them to justify why ea@&KPl is important for that department.

N o o &

Each group presents their 11%@?@13 to the class.
Teacher writes the KPIs ;acg

creating a consolidated

he board under each department heading,

8. Teacher leads a disc@sion on overlaps, differences, and the importance of
choosing the rig]@PIs

9. Highlight r }\/@rld examples (e.g., why “customer churn rate” is crucial for
customer, séa)lce or “production efficiency” for operations).

10. &&ummarize the key learnings and reinforce how selecting
iate KPIs ensures effective tracking of business performance.

Ac 3: Role Play on Types of KPIs.

Material Required

e Role cards with different business departments (Finance, Sales, Marketing,
Operations, Customer Service)

e Flashcards with sample KPIs

e Blackboard or classification chart
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Procedure
1. Divide the class into S groups.
2. Assign each group a department role.

3. Hand over a set of KPI flashcards (e.g., “Monthly revenue”, “Delivery time”,
“Customer complaints”, etc.).

4. Ask groups to classify the KPIs relevant to their department and reject "@.e

rest. \QQJ

5. Each group shares their selected KPIs and explains how these help-their
department’s performance. §

6. Record correct matches on the board under each departmefit column.

7. Discuss any overlapping KPIs and how they may be u§éd by more than one
department. \,O

8. Teacher sums up with a brief explanation on o@&KPI types vary across
functions.

Activity 4: Operational Metrics Detective G{Q

%

Material Required ,i’\/
<

e Printed clues describing operatio%l«situations (e.g., delays, customer
feedback, cost overruns)

e Handouts on operational Irféfics
e Chart or whiteboard Q'(,
Procedure %

1. Introduce the &}j&s to operational metrics and their role in daily business
activities.

2. Divide t&@ass into small groups (3—-4 members).
3. Dis r@\ufe one case-based clue to each team (e.g., “There are frequent delays
i ivery”).
4.st each group to identify:
a. The operational issue
b. A suitable metric to track
c. A possible solution or action

5. Groups present their findings to the class.
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6. Write the metric suggestions on the board and discuss how each metric could
be tracked.

7. End with a reflection on how tracking such metrics helps businesses improve
daily performance.

CHECK YOUR PROGRESS

A. Fill in the Blanks b,
1. are measurable values that show how well a bu@@ss or
department is achieving its goals. \»,\6
2. The full form of KPI is . N
3. Operational metrics help track the activitie%o n organisation.
4. In customer service, “Number of issues resolved in 2fRours” is an example
of a : \,O
5. Tracking KPIs helps businesses improve tléi(&) over time.
B. Multiple Choice Questions @

1. Which of the following is an examp.le(&\ia KPI in sales?
a) Number of tables in the ofﬁc)e&@'(\’
b) Number of new customer: Q-
c) Total internet data ug&i
d) Amount of paper ué% in printing
2. Which departme%t ould use the KPI “Average delivery time”?
ce

a) Human R%Q

b) Marke@‘

C) O&@ions

d)@hance

at is the main purpose of tracking KPIs?

Q a) To decorate reports

b) To confuse managers

c) To measure progress toward goals

d) To increase employee breaks

4. Which KPI would best fit a school’s academic department?
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a) Number of sports events held

b) Number of students scoring above 75%

c) Amount of chalk used

d) Staff car parking slots

5. Which of the following is a marketing KPI?

a) Customer churn rate @b’
b) Annual leave days . %Q
: N
c) Number of chairs §
d) Student roll number Q
C. Match the Columns “QQJ
Q
S.No. Column A S.No. &&lumn B
O
1 Financial KPI A Converéﬁi rate
o
2 | Sales KPI B | Mghthly revenue
S
3 Marketing KPI C )&Q%umber of new customers
Yo
4 Operations KPI @, Average time to deliver product
&‘%
5 Customer Service E}@u E Complaints resolved within 24 hours

D. State whether the

1. KPIs are only 6@5

s> L b

Opel@'{al performance cannot be measured using metrics.

. A@d KPI is clear, measurable, and time-bound.

X

llowing statements are True or False

in large organisations.

Each dep@nent in a company can have its own KPIs.

Is are mainly used to track personal goals, not business goals.

E.g’hort Answer Questions

1. What is a Key Performance Indicator (KPI)?

. Why are operational metrics important for businesses?

2
3. Give one example of a financial KPI and explain its use.
4

. How do KPIs help in improving employee performance?
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5.

List one KPI each for marketing and operations departments.

F. Long Answer Questions

1. Define KPIs and explain why they are essential for tracking business
success.

2. Describe the different types of KPIs with one example for each type.

3. How can identifying relevant metrics for departments help a busine%,
perform better? \(,\’6

4. Explain how tracking KPIs can improve operational performaxee’in an
organisation. 69

5. A retail store wants to reduce customer complaints. Suggest a suitable
KPI and explain how it will help. e)

G. Check Your Performance O
1.

Case Study: Zippy Couriers and the Pow sexf’a KPI

Zippy Couriers, a medium-sized parce very company in Hyderabad,
began receiving repeated complai rom customers about delayed
deliveries. The company’s manager,\/@is. Reema, decided to take a closer
look at how the business was pegfgrming.

After discussing with he1§&‘n, she introduced a Key Performance
Indicator (KPI) called erage Delivery Time per Parcel.” This
indicator would help t}b%}feam understand the time taken for deliveries
across various rou

The company 1ts delivery tracking system to monitor parcel timings
for a week. T@ ta revealed that traffic congestion in the evening hours

was a m ause of delay. Based on this finding, the delivery schedule
was ch d to earlier time slots during the day.
Wit a few weeks, the average delivery time dropped, and customer

siness take informed action and improve its overall performance.

{Fe@back improved noticeably. The use of one simple KPI helped the

Q

Reflect and Discuss:

1. Why was “average delivery time” chosen as a KPI by Zippy Couriers?
2. How did the KPI help the business act?

3. Can you think of a KPI that a school or college might use?
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SESSION 2: DATA AND BUSINESS ANALYSIS BASICS
INTRODUCTION TO DATA ANALYSIS

Suppose a shopkeeper wants to know why fewer customers came to his/her shop
last month. Or a school wants to find out which subject students found most
difficult in the examinations. In both cases, the correct way to find answers is
not by guessing but by studying the available information. This process is g’lled

data analysis. e
Data analysis is the method of examining information to understgt\{i what
is happening, why it is happening, and what steps can b en in the
future.

O
For example, a mobile shop owner looks at his sales recor guring the festive
season. He notices which models of phones sold the most.and decides to keep
more of those models in stock next time. This is %@mple example of how
analysing past records helps in making better deci%ﬁms.

Organisations collect different types of data sﬁq as sales, costs, customer
details, or employee records. This data becom@useful only when it is organised
and analysed properly. Data can be: " Q”

N
e« Quantitative data: Information tl}é@ an be measured in numbers, such as
sales figures or profit margins. § Q-

e Qualitative data: Informat&z& at is descriptive, such as customer feedback
or staff suggestions. Q

Both types of data are in@,ﬁfant and can help in decision-making.

Nowadays, tools like éﬁeadsheets, charts, and dashboards are used to present
information in a si e way. Managers and leaders use this analysed data to
decide which p@uot to launch, how to reduce costs, or where to focus their
efforts. Thu @ata analysis helps in converting facts into useful knowledge, and
this kno “§ge is then used for action.

TYPE BUSINESS ANALYSIS

Bl% ss analysis is a systematic process of using data to generate insights that
guide decision-making and problem-solving. Different types of analysis serve
different purposes depending on whether the goal is to understand the past,
explain causes, forecast the future, or recommend actions. The four main types
are explained below in detail:
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Predictive
Analysis: What
might happen
next

Descriptive Diagnostic Prescriptive
Analysis: What

should be done

o

&

Analysis: What Analysis: Why it
happened happened

O

Fig. 2.2: Types of Business Analysis 0
1. Descriptive Analysis — “What happened?” Q

Descriptive analysis is the most basic form of businesg)gﬁalysis. It looks at
historical data to summarize and report what has @ready occurred in the
business. This type of analysis does not explain eauses or predict the future

but provides a clear picture of trends, pa , and outcomes. It helps
businesses understand their current position” by answering questions like
“How much did we sell?” or “What wa%ur customer satisfaction score last
quarter?” ’\,@’

e Tools/Methods: Reports, das@oards, simple charts, and summary
statistics.

« Examples: Monthly sg@les reports, website traffic reports, average
production output, c@ner satisfaction survey results.

2. Diagnostic Analysis ‘—QWhy did it happen?”

revealed in d iptive analysis. It focuses on relationships and correlations
in data to,idenrtify underlying issues. This type of analysis is useful when
perfor @changes suddenly or unexpectedly, as it provides insights into
why C}dts turned out a certain way.

Diagnostic analyié%‘oes deeper to uncover the causes of events or trends

. %%ols/ Methods: Root cause analysis, drill-down techniques, correlation
Q analysis, comparative analysis.

Examples: Investigating reasons for a sudden decline in sales, identifying
why a marketing campaign performed poorly, analyzing causes of
customer complaints, or finding reasons for equipment breakdown.

3. Predictive Analysis — “What is likely to happen?”
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Predictive analysis uses statistical models, historical data, and machine
learning techniques to make forecasts about the future. It helps organizations
anticipate outcomes so that they can prepare in advance. Predictive analysis
is widely used for risk management, demand forecasting, and customer
behavior prediction. While it cannot guarantee outcomes, it provides
probabilities and trends based on available data.

e Tools/Methods: Regression analysis, forecasting models, data m%}ing,
machine learning algorithms. <

o« Examples: Predicting customer churn rate, forecasting d anahd for a
product during festive seasons, projecting next quai;)' 'S revenue,

estimating default risks in banking. Q
4. Prescriptive Analysis - “What should we do?” @6
Prescriptive analysis goes beyond prediction to re mend specific actions

that can improve outcomes. It combines dataanalysis with optimization
techniques, simulations, and business rules% ide decision-making. This
type of analysis is particularly valuablezin "strategic planning, resource
allocation, and operational optimization\as it tells managers not just what
may happen but also how to respond'i,\/@'

e Tools/Methods: Optimization mgﬂels, simulations, decision analysis, Al-
driven recommendation sy

« Examples: Suggesting (Qe best pricing strategy for maximizing profits,
recommending mar fﬁ'ig campaigns tailored to customer segments,
optimizing staff sc@iules to match forecasted demand, or designing a
supply chain r to minimize delivery delays.

DATA ANALYSIS Q@ocr:ss

The data ane%z;i process is a structured sequence of steps that transform raw
data into awingful insights for decision-making. Each stage builds upon the

previou to ensure that results are reliable, accurate, and actionable. The

key st%s are:
L

Data Data Data Interpret

Collection Cleaning Analysis ation Reporting

Fig. 2.3: Data Analysis Process
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1. Data Collection: The first step is gathering raw data from reliable sources
such as surveys, records, or databases. The purpose is to ensure the data
reflects the real situation. Accurate collection is important because poor-
quality data leads to flawed insights.

Example: Collecting sales records, customer feedback surveys, or machine
performance logs.

2. Data Cleaning (Preparation): Collected data often contains errors o éips.
Cleaning involves correcting mistakes, removing duplicates, stan&iizing
formats, and handling missing values. This step is crucial to mal«‘&@e dataset
accurate and reliable for analysis. O

Example: Correcting customer names with spelling mista@s, filling missing
sales figures, or standardizing date formats. O

3. Data Analysis: Clean data is then analysed to ﬁ‘Q,@ patterns, trends, and
relationships. Tasks include calculations, cemparisons, models, and
visualizations. The importance of this step.d at it turns raw data into
meaningful information for decisions. @

Example: Calculating monthly sale rowth rate, analysing customer
purchase behaviour, or forecasting d@and using past data.

4. Interpretation: Results from a &sis must be understood in context. This
step connects findings to busineéss goals, identifies causes, and highlights
implications. Interpretatio important because it makes insights actionable
and prevents misapplica&'@'{.

Example: Interpreti gQ rise in customer churn as a possible result of poor
service quality. b%

5. Reporting ( %unication): The final step is presenting insights clearly
through reports, dashboards, charts, or presentations. Its purpose is to
suppor g)cision—making, and its importance lies in ensuring that
stake@‘&ders understand and act on the results.

F&lple: Presenting sales trends with visual dashboards, writing a report
Qn process inefficiencies, or recommending capacity planning strategies.

The Data Analysis Process is like a journey from collecting raw information to
gaining useful knowledge. Each step i.e. collecting, cleaning, analysing,
interpreting, and reporting plays an important role in making sure that
decisions are well-informed and accurate.
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ROLE OF BUSINESS ANALYSIS IN IMPROVING EFFICIENCY AND
EFFECTIVENESS

Business analysis plays a vital role in enhancing both efficiency and effectiveness
within an organization. It involves systematically studying processes, resources,
and data to identify areas of improvement and ensure that business activities
align with strategic objectives. By analyzing current practices and outcomes,
business analysis not only highlights inefficiencies but also provides solgtions
that improve decision-making, reduce costs, foster innovation, an ance
customer satisfaction. Below are key points that explain the role .o&siness
analysis in improving efficiency and effectiveness: O

1. Identifies Process Gaps: Business analysis reviews currégdt™workflows and
systems to uncover redundancies, delays, or errors, helping organizations
focus on problem areas.

2. Optimizes Resource Utilization: By studying oW resources are used, it
ensures that manpower, finances, and techr%@y are deployed in the most
productive way.

3. Improves Decision-Making: Data—dri@ insights from analysis reduce
guesswork and support managers 'g\, aking more accurate and timely
decisions. &@

4. Aligns Goals with Outcome%&siness analysis ensures that day-to-day
operations and solutions %&/’e tly contribute to organizational goals and
customer requirements. Q-

5. Reduces Costs and ‘@ays: Streamlined processes minimize wastage, cut
unnecessary step 9§1d shorten delivery times, leading to cost savings.

6. Supports Ian@tion: Through analysis of trends and gaps, it identifies
opportunitiesfor introducing new methods, services, or technologies.

7. Enhancé%ustomer Satisfaction: By improving efficiency and quality in

operations, it ensures faster service and better products, leading to higher
cu er trust and loyalty.
8. engthens Communication: Acts as a bridge between stakeholders,

technical teams, and management, ensuring all parties understand objectives
and work towards common outcomes.

PRACTICAL EXERCISE

Activity 1: Group Discussion on Impact of Data Analysis on Business Decisions.

Material Required
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e Whiteboard/flip chart and markers

e Handouts with short case examples of data-driven decisions (e.g., improving
sales through trend analysis, reducing costs by identifying inefficiencies)

e Notepads and pens

e Projector (optional) for showing examples or data visuals

Procedure @b’

1. Introduce the topic by briefly explaining how data analysis supp better
decision-making. “Q\\’

2. Divide students into small groups of 4-6 members. A

3. Provide each group with a case example or scenario where data analysis
influenced a business decision. ONO

4. Ask groups to discuss and identify: \’\'
a) What type of data was used? %O

b) How analysis shaped the decision? @
c) The impact on efficiency, effectiven&%; or profitability
5. Allow 15-20 minutes for discussioi{l@
6. Each group presents their key@{g‘ts to the larger class.
7. Summarize common insighﬁéon the role of data analysis in decision-making.

Activity 2: Identify Po‘%ﬁ;q' Areas for Process Improvement through Data
Analysis.

Material Required 0@'

e Scenario ha@futs describing a business case (e.g., delayed product
deliverie @tgh customer complaints, low sales conversion)

o Whit@lbard /flip chart and markers

J l@ads and pens

o <gample datasets or charts to support the scenario (Optional)
Procedure

1. Present a business scenario where challenges exist (e.g., rising costs, delays,
or inefficiencies).

2. Brief students on the role of data analysis in detecting root causes.
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. Divide students into groups of 4-6 members.

. Ask each group to:

a) Identify key processes in the scenario.
b) Suggest what data should be collected to analyze performance.

c) Highlight potential areas for improvement revealed through data analysis.

5. Allow 20 minutes for group work. @b’

. Each group shares their findings and recommendations. éo

7. Teacher summarizes common areas for process 1mprovemen@>nd linking

them to practical business decisions.

Activity 3: Practice Basic Data Cleaning Techniques on a ple Dataset.

Material Required

Procedure

xO
Sample dataset (in Excel/CSV format) contair&é&g errors such as missing
values, duplicates, inconsistent formats, and4 vant entries.

Computers/laptops with spreadsheet K@Jare (Excel, Google Sheets, or
similar).

) N
Projector (optional) for demonstratj@ steps.

O

1. Provide each student with ﬂé@sample dataset.

2. Briefly explain the im nce of data cleaning in ensuring reliable analysis.

3. Demonstrate basmqh'%chmques such as:

andling missing values.

a) Identifying ?{1}@'
b) Remov§§%ﬁphcate entries.
c) Standardizing formats (dates, numbers, text).

d) i@ring out irrelevant data.

g@ students to apply these techniques on their dataset individually or in

airs.

. Allow 20-25 minutes for practice.

6. Invite a few students to showcase their cleaned dataset.

. Summarize the activity by highlighting how clean data improves the accuracy

of analysis and decision-making.
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CHECK YOUR PROGRESS
A. Fill in the Blanks

1. The process of finding patterns, trends, and insights from raw data is
called

2. In business analysis, the method of understanding why something
happened is called analysis. b’

3. The step where incorrect or duplicate data is removed is called \(,\,6
Oxg

4. Predictive analysis helps in forecasting events:\S,O

5. A good data analysis report should be clear, accurate, é\gi easy to

0

B. Multiple Choice Questions \,O
1. Which step comes first in the data analysig@%ess?

a) Interpretation @
b) Reporting . &
: ,&'\/
c) Data Collection <
X

d) Cleaning Q-

2. Which type of analysis sgg%cs what actions to take?
a) Descriptive ,{b'
b) Prescriptive
c) Predictive 0%
d) Diagn@)%

3. Wha}&&he main goal of data analysis in business?
a)@%llect more data

Increase paperwork
Q c) Make better decisions

d) Replace human work

4. If a business wants to know why sales dropped, which analysis should it
use?

a) Predictive
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b) Descriptive
c) Diagnostic
d) Prescriptive
5. Which of these is NOT a part of the data analysis process?
a) Cooking
b) Cleaning @b’
O
d) Reporting \&\

C. Match the Column Q\}

c) Interpretation

Vo4
\ @
S.No. Column A S.No. Cg{t@m B

1 Descriptive Analysis A Solves why %&methmg occurred
A

2 Diagnostic Analysis B Helps @Est future results

3 Predictive Analysis Su‘%%sts next best action
L

e . Y
4 Prescriptive Analysis \g*hswers what happened

X
%

C
D
'S
. %\ . . .
5 Data Interpretation X_ Drawing meaning from analysis results

D. State whether the follo g statements are True or False
1. Descriptive analy &s used to find out what will happen in the future.

The first step i ita analysis is data interpretation.

Diagnosti%)%i’alysis helps understand the reason behind an event.

Repc@é is the last step in the data analysis process.

a kK b

. B@%ess analysis is only used by large companies.

E. Answer Questions

. What is data analysis in simple terms?

Give one real-life example of predictive analysis.

What does data cleaning mean, and why is it important?

How does business analysis help in decision-making?

o or e

What is the difference between descriptive and prescriptive analysis?
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F. Long Answer Questions

1.

Describe the five-step process of data analysis in detail with a suitable
example.

. Explain how each type of business analysis (descriptive, diagnostic,

predictive, prescriptive) helps a company.

. How does business analysis improve efficiency and effectiveness? G16

examples.

. Suppose your school wants to improve student performance\@ type

of business analysis would be useful and how? O

. Why is interpreting data an important part of the analyé% rocess?

Support your answer with an example. <

0

G. Check Your Performance Q)

1.

A retail company is facing declining sales anfl wants to understand the
reasons, predict future trends, and ide@ solutions. Based on your
knowledge of data analysis, explain: @

a) Which type(s) of business analy‘sl@ould be most suitable in this case?
b) What steps of the data analXi@'gprocess the company should follow?

c) How business analysis @m%’elp improve efficiency and effectiveness in
their decision-making?

74



MIS DATA ANALYST - FINANCIAL SERVICES GRADE-XII

SESSION 3: PRESENTING FINDINGS

In the previous sessions, the focus was on collecting, organizing, and analysing
data to support business decisions. However, analysis alone is not sufficient.
The real value of business analysis is realised only when the findings are
communicated clearly to the relevant stakeholders in a timely and
understandable manner.

Effective presentation of findings ensures that the results of analysis are r@bmly
understood but also used for informed decision-making. It allows agers,
investors, and team members to interpret the insights correc ywand take
appropriate action. Hence, the ability to present data in a wel@@mtured and
meaningful way is a key skill in any business environment. Q

PRINCIPLES OF EFFECTIVE COMMUNICATION \OQJ

Once the data has been collected and analysed, the Q@t important step is to
present the findings. But simply having the right data is not enough. It must be
shared in a way that others can easily und nd and use. That is why
communication is considered a very importar@art of business analysis.

To make communication effective, certain¢(principles should be followed. These
principles help ensure that the messa%(% clear, complete, and useful to those
who receive it. X

%

1. Clarity: A report contents sh& be easy to understand. This means using
simple words and short sen‘;&éﬂces. If a report or presentation is full of difficult
terms or long explanatiox@/@' the reader may get confused.

Example: Instead of writing “Our quarterly profitability ratio has
demonstrated a cohsiderable upward trajectory,” say “Our profit increased
this quarter.

”»

X
2. Concisen :a‘oo much information can make the main message get lost.
Commuaicadtion should be brief but complete. There is no need to add extra
details 1¥they do not help the message.

ple: A sales report, instead of listing all 100 items sold, mention the top
products that contributed most to the revenue.

3. Correctness: All information shared must be accurate. This includes
spelling, grammar, numbers, and data. Wrong figures or careless mistakes
can mislead the reader and reduce trust in the report.

Example: The profit is 1.2 lakhs, writing ¥12 lakhs by mistake will create a
false picture.
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4. Consistency: Using the same terms, fonts, colours, and styles makes it easier
to follow the information.

Example: If a report uses “net income” in one place and “profit” in another,
the reader might get confused. Or if blue is used for positive data and red for
negative in one chart, the same should be done throughout the presentation.

5. Relevance: Not all data needs to be included. The message should focus only
on information that supports the purpose. Irrelevant details can distra€i~the

reader and make the report long and boring. \(,\,
Example: If the report is about customer satisfaction, including data on
employee attendance may not be useful. O

6. Visual Appeal: Sometimes, tables, charts, and graph gake information
easier to understand. A colourful chart can show trh& faster than long

paragraphs. However, visuals should be simple and overloaded with data.
Example: A bar graph showing monthly sales is)¢asier to read than a list of
numbers for each month. %

7. Timeliness: Even the best report loses vah@f it is sent too late. The message
should reach the reader when it is moﬂ&eded. In business, timely decisions
are very important. @(,\/

Example: If sales figures for M r@are shared in June, they may not help in
planning April or May activitie&

STRUCTURING A PRESE;ﬁATION

In business, it is not e % to find useful information, it must be presented

clearly so others can u.%ierstand and act on it. A well-structured presentation

explains findings ir&i ple, logical way and supports better decision-making.
d

Like a story, it s@u

1. Introdu : State the topic, purpose, and importance. Briefly mention how
the da as collected or its source. Example: “This presentation will show
ho lees have changed in the last three months and explore reasons for the
Ué#;te

have a beginning, middle, and end.

»

2.%ain Content: Present findings using charts, tables, and graphs. Arrange
information logically i.e. observations, reasons, and patterns. Focus on the
most relevant data and explain in simple language what it means.

3. Conclusion: Summaries key points in a few sentences and provide clear
suggestions or actions. Example: “Sales can be improved by offering
discounts on slow-moving items and promoting them online.”
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A well-structured presentation has three clear parts i.e. Introduction, Main
Content and Conclusion. When these three parts are presented clearly, the
audience can follow the information easily and respond with better decisions.
This is an essential skill for business students, as good communication supports
better teamwork, planning, and performance.

VISUALIZING DATA FOR IMPACT (CHOOSING THE RIGHT CHARTYS)

Organisations generate vast amounts of data on sales, customers, em €s,
and operations. Reading this data in tables can be slow and confus&@. Data
visualisation using charts, graphs, and diagrams turns numbesg\ihto clear
visuals that are faster to understand and easier to communicatgo

Data visualisation means showing information using picgres like charts,
graphs, and diagrams. These visuals help turn complex ers into a simple
picture that is quicker to read and easier to understan@ or example, instead
of reading a table of monthly sales, a bar chart can ﬁ%w the same information
in a way that clearly shows which month had th@hest or lowest sales.

Importance of Visualisation @

« Simplifies complex data into clear patte{@s and trends.

e Makes comparisons easy (e.g., sale;é@%/ region, monthly changes).
e Strengthens communication in orts and presentations.

e Supports quicker, more coxq@ent decision-making.

Key Elements of Good Vi @'isation

1. Keep it simple and ¢ §q

2. Show only releva: ata.

3. Use proper t@)&s'l, labels, and legends.

4. Ensure Q%)ability with suitable colours and spacing.

type formation we want to present. Choosing the correct chart is important

Choosi e Right Chart: Different types of charts are used depending on the
to@%“ure the data is understood properly.

Purpose Recommended Chart Type

To compare values Bar chart

To show trends over time Line graph, Area chart
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To show parts of a whole Pie chart, Stacked bar chart

To understand data distribution Histogram

To show relationships between factors | Scatter plot

To present exact data Table

O

WRITING CONCISE SUMMARIES \(,\6

In business, large volumes of information are generated throm{%@ reports,
surveys, meetings, and research. However, not all readers need ot®ave the time
to go through every detail. Managers, clients, and team memb sually require
only the key points, presented in a clear and brief manner. THis is where concise
summaries play an important role in business analysis.

A concise summary is a shortened version ::&’ a larger report or
presentation. It captures the essential informati€d such as findings, trends,
insights, and recommendations in a way t is quick to read and easy to
understand. Well-written summaries allow\d sion-makers to grasp the main
ideas and act without going through leng@documents.

Purpose of a Summary in Business,Q/ ysis

1. Provide a quick overview of t (Q‘report.

2. Enable clear, time-saving c%l/fﬂmunication.

3. Highlight the most im nt findings and required actions.
4. Support presentatiofls and discussions during meetings.

Example: If customer feedback is collected from 2,000 respondents, a concise
summary might@ate:
@f 2,000 customers surveyed, 85% were satisfied with product
@h‘a ity, but 40% reported delivery delays. Improvement in logistics is
recommended.”

)

F% LATING ACTIONABLE RECOMMENDATIONS

In business analysis, once the data has been collected, studied, and understood,
the next step is to think about what should be done. Simply knowing a problem
or a pattern is not enough, there must be a way forward. This is where
recommendations come in.

A recommendation is a suggestion given after careful thinking. In business
analysis, it means giving a clear and useful idea about what action should be
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taken next. These suggestions are not random. They are based on facts and
findings from the data.

Actionable Recommendations: When a recommendation is actionable, it
means that it is something that can really be done. It is not just an opinion or a
general idea. It is practical, clear, and helpful. It shows exactly what should be
done, how it can be done, and why it is important.

Example: A business analyst finds that many customers are unhappy W%b'late

deliveries. After checking the data, they write: \(,\,
“Assign one more delivery vehicle for the North Zone to reduce deliv time and
improve customer satisfaction.” O
This is an actionable recommendation. It suggests a clear step,’shows where the

issue is, and has a goal to faster deliveries and happier ct§bomers.

Importance of Recommendations: In companies, scl’l@ﬁs, or any organisation,
people often take decisions based on reports or da @f the report only shows the
problem but doesn’t say what can be done, tﬁé the purpose is incomplete.
Actionable recommendations help people:

o Understand what steps are needed, ’\(D'

o Take quick and smart decisions, ag{l@

e Solve problems in a practical @{b

A good recommendation is: Q{\a

« Based on data - It us 'fa%‘zs, not guesswork.

e Clear - It tells Z:;é}ng what to do.

e Practical - It c e done using available resources.

e Purposefu —C@is meant to solve a real problem or improve something.
TAILORI ESENTATIONS TO DIFFERENT AUDIENCES

In bu 'tCaés and education, one presentation style does not fit all. Different
audi s have different needs, levels of understanding, and expectations.
Tﬁoring a presentation means adjusting the content, language, and
visuals so that the message connects effectively with the people listening.

Important of Tailoring
e Helps the audience understand information at their level.
o Keeps attention and interest throughout the presentation.

o Ensures the message leads to the intended action or decision.
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Key Approaches

1.

Know Your Audience: Identify who they are (managers, teachers, students,
clients) and what they already know.

Adjust the Language: Use simple terms for non-technical audiences, and
professional or detailed language for experts.

. Select Relevant Content: Focus on what matters most to the audience,

avoiding unnecessary details. "8

. Choose Suitable Visuals: Use graphs, charts, or images that tch the

A\

audience’s familiarity with data. O

O;

Set the Right Tone: Formal for executives, engagi@ for students,
collaborative for teams. <

. Highlight the Action Points: Emphasise deci)s&iqus, improvements, or

benefits the audience needs to act upon.

X
Example: %O
ple:
For Senior Managers: Present key f@ings, trends, and 2-3 clear
recommendations. .
- 2
For Technical Teams: Share detajled data, methods, and step-by-step
insights. (b)s'
For Students: Use simpl& suals, real-life examples, and interactive
elements. g\
(,Q)'

Types of PresentationsQ

Presentations are wi used in education, business, and professional settings.
Each type has a distinct purpose, audience, and style. Knowing the type of
presentation he@ the speaker decide on content, tone, and visuals to deliver

the messag&@ctively.

1.

2.

Informative Presentation

. @rpose: To share knowledge, facts, or data clearly.

Q Tasks: Explain a concept, present findings, or provide updates.

o Importance: Helps the audience gain accurate understanding.

e Example: A student presenting survey results on social media use; a
company explaining its annual report to employees.

Persuasive Presentation

e Purpose: To convince the audience to accept a viewpoint or act.
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e Tasks: Use arguments, evidence, and examples to build credibility.
o Importance: Influences decisions and motivates change.

e Example: A marketing team promoting a new product; a student
encouraging reduced plastic usage in school.

3. Instructional or Training Presentation
e Purpose: To teach skills, methods, or procedures. b,
e Tasks: Break down steps, demonstrate processes, and engage le‘s@ners.
e Importance: Ensures participants can perform tasks correc}%s\\’

e Example: A company training staff on new software; Q@cher guiding
students on exam preparation.
4. Decision-Making Presentation ONO
e Purpose: To support choices by presenting ana{;}éfs and options.

e Tasks: Compare alternatives, highlight p@ and cons, and recommend

actions. @

e Importance: Enables informed and tm&'ly decisions.
e Example: A manager showi &budget allocation plans; a team
recommending a supplier to agement.
5. Report or Status Present t{9§bn
e Purpose: To update oy{,@'ogress, achievements, and challenges.
e Tasks: Outline co eted work, pending tasks, and risks.

e Importance: K@@S stakeholders informed and accountable.

e Example: %&mdent reporting weekly project progress; a project manager
updati@c ients on milestones.

Differen es of presentations serve different needs; some inform, others
persu t/mstruct support decisions, or provide updates. Identifying the type
ﬁ@ outset is the first step toward creating meaningful and impactful

co unication.

PRACTICAL EXERCISE

Activity 1: Group Discussion on Impact of Good and Bad Data Presentations.
Materials Required

e Projector or screen (to show sample presentations)
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Two short sample presentations (one well-structured, one poorly designed)
Whiteboard /Chart paper and markers

Notepads and pens for participants

Procedure

1.

Teacher will:
a) briefly explain why data presentation matters in decision-making. @b'
b) Show one example of a good data presentation (clear visuals, 1\/' al flow).

c) Show one example of a bad data presentation (cluttered s\l&?@s, confusing
graphs). Q

. Divide students into small groups of 4-5. NOQJ
. Provide guiding questions such as: \,O

a) What made the good presentation effective? O\'
b) What problems did you notice in the bad ?
c) How do these affect audience understal@ng and decision-making?

. Each group discusses and lists key poj\, (strengths, weaknesses).
. Groups present their observations\l@

4
5
6.
7

Teacher records key points on.the’whiteboard /chart paper.

. Teacher will summarize thé{fmpaet of effective vs. poor data presentations.

Activity 2: One Idea, Tw@@?suentations — Tailoring Content to Audience.
Material Required %

Slips of paper wifh everyday topics (e.g., saving electricity, using digital
learning, im}@)%énce of reading)

Paper a@éns

Procedl@\

1.

%’e the class into pairs or small groups.

2.%ive each group a topic slip.

3.

Instruct them to write two short presentation scripts (3—-4 lines each):
a) One for young school children (Class 4-5)

b) One for a group of adults or school staff
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4. Remind students to change their tone, examples, and language based on
audience.

5. Give 10-15 minutes for preparation.
6. Ask a few groups to present both versions aloud.
7. Encourage class to observe the differences in tone and approach.
8. Conclude by explaining why tailoring a presentation is important forélear
communication. \(,\'6
CHECK YOUR PROGRESS &2
A. Fill in the Blanks \S*O
1. Communication is effective when the message is ¢, and understood
by the listener.
2. A good presentation has a clear , mid(g?’,&gnd end.
3. A chart is best used to show part%,pa whole.
4. A summary should be , Clear, a@ accurate.
5. Actionable recommendations must ased on
B. Multiple Choice Questions \,@
1. Which of the following is N@@‘ principle of effective communication?
a) Clarity %a
b) Confusion 'Q(bv

c) Courtesy %

d) Feedbacl&(}

2. In a st c@‘ed presentation, the conclusion should:

a) Iatroduce the topic
C‘S’ummarise and give closing thoughts
Q%l) Explain unrelated topics

d) Skip key points

3. A bar chart is most useful for:
a) Showing relationships
b) Showing parts of a whole

c) Comparing values
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d) Explaining processes

4. A good summary must:

a) Include all minor details
b) Change the message
c) Be short and meaningful

d) Avoid key points

5. Tailoring a presentation means:

a) Changing slides randomly

b) Adjusting to suit the audience

GRADE-XII

c¢) Reading directly from reports «QQJ
d) Using only graphs \,O
C. Match the Columns éQK’
Y
S.No. Column A S.No. @ Column B
1 Pie Chart Audience-specific content
o4
X &
2 Introduction of Presentati@?" B Start of a structured message
3 Feedback ;é, C Part of whole shown as a circle
O
U
4 Actionable Sugge@n D Response to communication
5 Tailoring P@ation E Practical, data-driven

NS

recommendation

<
D. State w @er the following statements are True or False

1. A e-é}gtter plot is best used to compare values across categories.

2

ective communication includes listening and providing feedback.

%. A good summary includes every detail of the full report.

4. Tailoring a presentation means making it suitable for the audience.

5. The recommendation section of a report should be based on data.

E. Short Answer Questions

1. What are the three main parts of a structured presentation?
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2. Why is visualising data important in business analysis?

3. What makes a recommendation actionable?

4. Give two examples of how you can tailor a presentation for different

groups.
5. What are the qualities of a good summary?
F. Long Answer Questions b,
1. Explain the principles of effective communication with examples\.(,\/
2. Describe the importance of structuring a presentation. Inc!,@s}the key
components. O
3. Explain the different types of charts used in data visuéJli ation and when
to use each. O
4. Write a brief summary of a sample customer fee&]%lck report. Include
findings and suggestions. @)
5. Discuss how and why a presenter must@ﬁ their presentation based
on the audience. \
G. Check Your Performance "\,(0’
1. A school has conducted a sury, eJn students’ use of digital learning tools.
You are responsible for aring a presentation of the results for a

<

parent-teacher meetingg\?/lhat key aspects will you take care of while
preparing the present}i@ ? Explain in detail.

@Q
%)@'
RNZ
CJ\'

P
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SESSION 4: VOLUME FORECASTING AND CAPACITY PLANNING
VOLUME FORECASTING

Every business organisation needs to plan its activities in advance. An important
aspect of such planning is to know how much of a product or service will be
required in the future. The process of estimating the expected demand for a
product or service in a future period is known as Volume Forecasting.

Meaning: Volume forecasting refers to the process of predicting the quadfity of
goods or services that customers are likely to purchase during a sps@ period
in the future. It enables businesses to prepare their product'k(ts\\Schedules,
arrange resources, and ensure timely delivery. A

Example: A bakery may forecast that it will sell about S00doaves of bread per
day during the festive season. On the basis of this forecast{it will buy additional
flour, appoint more helpers, and increase production. \/O

Volume forecasting is essential for the smooth %@‘tioning of a business. Its
importance can be explained as follows:

1. Resource Planning: Forecasting enabl&@ganisations to plan manpower,
raw materials, and equipment in adVakf&fe. This ensures that resources are
neither wasted nor insufficient, lee}%ég(g to smoother operations.

2. Cost Management: By predict&‘@demand accurately, businesses can avoid
overproduction that leads to exeess stock or underutilisation of facilities. This
balance directly helps in s‘%_,'ng costs and improving profitability.

3. Customer Satisfacti 'QWhen organisations know demand patterns, they
can ensure that ucts or services are available at the right time. This
reduces delays, i\%foves service quality, and strengthens customer trust.

4. Decision-Ma@ﬁ’g: Forecasting provides evidence-based inputs for crucial
business isions such as budgeting, inventory control, capacity expansion,
or do izing. It reduces guesswork and supports long-term strategic
planning.

5. &( Reduction: Anticipating future demand fluctuations helps

ganisations prepare for uncertainties like seasonal variations, market

changes, or economic shifts. This proactive approach minimises risks and
stabilises performance.

Volume forecasting is not a matter of guesswork. It is based on the systematic
study of past data, market trends, and customer behaviour. It helps a business
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to plan effectively, use resources economically, control costs, and meet customer
needs in a timely manner.

FACTORS INFLUENCING DEMAND

As discussed earlier, volume forecasting is concerned with estimating the
demand for a product or service in the future. However, demand does not remain
the same at all times. It is influenced by various factors such as price, income

levels, consumer preferences, seasonal changes, and government policies. A
clear understanding of these factors is essential for making accurat ecasts
and sound business decisions. \»\,@

Meaning of Demand: Demand refers to the quantity of a produ(@g service that
consumers are both willing and able to purchase at a given pricgduring a specific
period. It requires not just desire but also the financial ca@«lty to pay.

Example: Many people may wish to buy a car, but &ﬁy those with sufficient
income can actually purchase one.

O\,
Main Factors Influencing Demand %

1. Price of the Product: Demand usu Iy@creases when price falls and
decreases when price rises, other factQ\ emaining constant.

Example: A drop in mobile data ckﬁées increases internet usage.

2. Income Level of Consume§{%‘igher income raises purchasing power,
leading to greater demand. er income has the opposite effect.

Example: Festive bonus&&ften increase demand for clothes and appliances.

3. Consumer Prefere§@ and Tastes: Fashion, trends, and lifestyle shifts
shape demand. Ac% ising and social influence play major roles.

Example: A mobile phone brand popular among students’ experiences
high demand.

4. Seasow@nd Weather Conditions: Many goods have seasonal demand;
whi @usinesses must forecast carefully.

?mple: Umbrellas in monsoon, cold drinks in summer.

5. Population and Demographics: Demand depends on the size, age, and
composition of the population.

Example: Cities with younger populations show higher demand for fast food
and smartphones.

6. Prices of Related Goods:
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a) Substitutes: When the price of one rise, demand for its alternative
increases. Example: Higher tea prices lead to more coffee consumption.

b) Complements: When the price of one rise, demand for the related product
falls. Example: Rising petrol prices reduce car demand.

7. Future Expectations of Consumers: If consumers expect prices to rise, they
may buy earlier. If prices are expected to fall, they may delay purchases.

Example: Anticipated rise in gold prices prompts early buying. <

8. Advertising and Marketing Efforts: Promotions, discouyats, and
endorsements attract customers and boost demand. O

Example: “Buy One, Get One Free” offers increase snack @e .

9. Government Policies and Taxes: Taxes, subsidiesAQg/d regulations can
either encourage or discourage demand. Q)

Example: Reduced GST on electric vehicles inc18§,ses their adoption.

Demand is dynamic and shaped by multiple integrelated factors such as price,
income, tastes, demographics, and policiest/Businesses must study these
carefully for effective forecasting, whicg turn reduces risks, minimises
wastage, and improves customer satisf&&c}m.

BASIC FORECASTING METHOD (b)s'

In business, forecasting mean {‘s mating what is likely to happen in the future.
It enables an organisation to plan its activities in advance, such as deciding how
much to produce, how y workers to employ, how much raw material to
purchase, and how to marrage distribution.

complete certaintyj.but by studying past and present conditions we can make a
reasonable estimate. Similarly, businesses use forecasting to anticipate future
trends andggr are accordingly.

Forecasting may be ;gﬁ ared to predicting the weather: we cannot know it with

Forec @g methods are broadly classified into qualitative and quantitative
app %es (Fig. 2.4). The choice of method depends on the availability of data,
th@q ture of the product or service, and the time horizon of the forecast. While
qualitative methods rely on judgment, opinions, and experience, quantitative
methods use mathematical and statistical techniques to project future demand.
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Quantitative
Forecasting
Data-based

approach relying b'
on historical data @
Qualitative . %Q
~ - Forecasting NY
- = Subjective approach 'ON’O
relying on sales reps Q

and executive teams

X

Fig.2.4: Quantitative Vs. Quali@ti Forecasting

1. Qualitative Forecasting Methods N

These methods are useful when histo@?al data is limited or no reliable, such
as for new products, emerging )(g‘rkets, or long-term predictions. They
depend on expert opinion, int '&, and market insights.

Common techniques incln\&e:

(i)

Delphi Method; (Q'el of experts provide opinions anonymously in
multiple roundswntil a consensus is reached.

Example: be hnology firm uses a panel of Al experts to forecast the
future ion rate of autonomous vehicles. Experts share opinions in
roug)s ntil consensus is reached.

et Research/Surveys: Collecting consumer opinions and

(i) n@;
Gp entions through questionnaires or interviews.

P

(i)

Example: A cosmetic company launches a survey asking customers
about interest in herbal skincare products before production.

Executive Judgment: Forecasting based on the insights and
experience of managers or industry leaders.

Example: Senior managers of a retail chain use their experience to
estimate sales for the upcoming festive season.
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(iv)

Sales Force Composite: Sales staff provide estimates based on their
direct customer interactions.

Example: Field sales representatives of a smartphone brand provide
regional sales estimates based on customer feedback and retailer
interest.

2. Quantitative Forecasting Methods

These methods use past data and statistical models to estlmate@ure
demand. They are objective, data-driven, and more reliable Whenéé}fﬁment
historical information is available.

Common techniques include: 0’

(i)

(ii)

(iid)

(iV)

Q

Time Series Analysis: Uses historical data pattergs (trend, seasonal,
cyclical, random) to predict the future.

Methods: Moving Average, Exponential Smoq{l"ﬁﬁg

Example: A soft drink company uses -month moving average to
forecast summer sales based on the 1@ five years’ demand data.

Causal/Explanatory Models: Ex@nes the cause-effect relationship
between demand and influenci factors such as price, income, or
advertising. X

Example: A clothing br@ analyses how demand for winter jackets
depends on temperatuQé{xlevels and advertising expenditure.

Econometric M s: Combines multiple economic indicators into
equations to fo t demand.

Example: A rnment agency builds an econometric model linking car
demand P growth, fuel prices, and household income.

ion Models: Uses computer-based models to test different
nd scenarios.

ample: An e-commerce company runs computer simulations to
estimate order volumes under different discount strategies during a
festival sale.

Qualitative forecasting methods are most suitable when businesses deal with
new products, emerging markets, or uncertain environments where past data is
limited or unavailable. In contrast, quantitative methods are more reliable when
there is sufficient historical data that can be analysed using statistical and
mathematical models to predict future trends. In reality, organizations often
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combine both approaches i.e. using data-driven insights alongside expert
knowledge to create forecasts that are not only accurate but also adaptable to
dynamic business environments.

CAPACITY PLANNING

Capacity means the maximum amount of work that a business can do in a given
period. This could mean how many products a factory can make in a day, how
many customers a restaurant can serve in an hour, or how many phones sa
call centre can handle in a shift. For example, if a biscuit factory ca oduce
10,000 packets per day, then its daily capacity is 10,000 packets. \»\?

Every business wants to meet customer demand without produc@ too much or
too little. To do this, it must make sure it has enough resources$uch as workers,
machines, tools, and time. The process of deciding how %@h work a business
can handle in a given time is called capacity planning. O

Capacity planning refers to the process of determining the production capacity
an organization needs to meet changing demar@ or its goods or services. It
ensures that resources such as manpow machinery, technology, and
infrastructure are optimally utilized Withou’t\underuse or overburden.

In simple words, capacity planning is the@rocess of deciding how much capacity
is needed and when it will be needed. elps a business ensure that it has just
the right amount of resources to future demand.

It involves: %
o Estimating future de (q'how much will customers want?)

e Matching resourc s%o meet that demand (do we have enough staff, space,
machines?) %’

e Planning aheﬁ‘g\to avoid shortages or extra costs

Example: | y company expects sales to increase during the festival season,
it may pl increase its production capacity by hiring more workers or running
additi shifts in October.

’l\Qe%) of Capacity

Following are the four types of capacity that businesses deal with. These
categories i.e. design, effective, actual, and rated capacity, it helps organizations
differentiate between theoretical limits, realistic expectations, actual
performance, and standardized benchmarks in production and service
operations.
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1. Design Capacity: Design capacity is the maximum output that a system,
facility, or process is engineered to achieve under ideal conditions without
any interruptions. It represents the theoretical maximum potential.

Example: A factory machine designed to produce 1,000 units per day when
running at full speed with no stoppages.

2. Effective Capacity: Effective capacity is the practical output a system can
deliver after considering real-world constraints like scheduled mainte ce,
shift schedules, and resource availability. It is always less thaq,\, esign

capacity. \»\,
Example: The same machine may realistically produce 800 unifs per day due
to maintenance and operator shifts.

3. Actual Capacity (or Actual Output): Actual capacitﬁ@e%he realized output
achieved during operations, often lower than effettive capacity due to
unexpected issues such as equipment breakdowns, absenteeism, or supply
chain delays. It reflects the true performance%@ractice.

Example: On a particular day, the mac}@e may produce only 700 units
because of a raw material shortage. Q

4. Rated Capacity: Rated capacity re@@ to the standard or expected level of
output defined by the organiza i@& usually expressed in terms of units per
time period. It acts as a benc k for performance evaluation. It provides a
reference level for capacity iéanning and monitoring.

Example: A call cent@ﬁ?y have a rated capacity of handling 500 calls per
hour under normal conditions.

IMPORTANCE OF ING CAPACITY WITH FORECASTED DEMAND

Forecasting an ﬁjacity planning go hand in hand in every successful business.
Forecasting s us how much customers are likely to buy, while capacity
planning lik us how much the business can produce or deliver. It is not enough
for a businéss to simply know what customers want, it must also ensure that it
has é}esources ready to meet that demand.

Thg is where aligning capacity with forecasted demand becomes essential. If a
business does not do this properly, it may either fall short of demand or waste
valuable resources. In both cases, the business suffers. Following are the
importance of aligning capacity with forecasted demand.

1. Customer Satisfaction: When capacity matches demand, customers receive
products and services on time. This reliability builds trust and prevents
customers from shifting to competitors due to delays or shortages.

92



MIS DATA ANALYST - FINANCIAL SERVICES GRADE-XII

. Cost Efficiency: Overestimating demand may lead to overproduction, excess

inventory, or wasted resources. Underestimating it can result in overtime
costs or urgent procurement. Alignment ensures balanced operations and
controlled expenses.

. Optimal Resource Use: Businesses rely on manpower, machines, and

materials. Matching capacity with demand ensures that these resources are
neither wunderutilized nor overstretched, maintaining productivi@ at

sustainable levels. <
. Smooth Operations: Proper alignment prevents production botb%@cks, long
waiting times, or last-minute rushes. It creates a stable work and allows

managers to plan maintenance, staffing, and scheduling HQ’ effectively.

. Strategic Growth: Accurate alignment supports g-term planning.

Organisations can decide when to invest in new techpology, expand facilities,
or enter new markets, ensuring growth is based og)fsealistic demand forecasts

rather than guesswork. %O
PRACTICAL EXERCISE @
Activity 1: Forecast in Action — Understa@ng Volume Forecasting.
Material Required &@(’

Chart paper or printed data sh &

Coloured pens/pencils g{},
o
S

Q

Graph sheets or aco&)ss to Excel (optional)

Calculator (optional)

Procedure 0,

X
1. Divide the cl into small groups of 3—4 students.

2. Distribn@mock sales data sheet showing monthly sales figures of a product

(e.g.,{'c}wream) for the past 12 months.

3. @ach group to:

Identify the high and low demand months
b) Discuss possible reasons for fluctuations

c) Predict sales for the next 3 months based on trends

. Ask them to draw a simple line graph or bar chart to show the forecast

visually.
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5. Give 15-20 minutes for preparation.
6. Each group presents their findings and forecasts to the class.

7. After all presentations, the teacher explains how real businesses use such
forecasts to plan production and resources.

8. Conclude with a brief Q&A to reinforce understanding.

Activity 2: Group Discussion on Factors Influencing Demand. b,

Material Required \06

e Whiteboard/Chart paper and markers NO\’@

e A sample product/service scenario (e.g., “demand for onlinQ’f%d delivery” or
“demand for school uniforms”) 4

e Notepads and pens for participants \,ONO

Procedure X,

1. The teacher introduces the product scenario ﬁl explains the objective of the
discussion: to identify and analyse the key @tors that can influence demand.
2. Divide students into small groups (4-5 @¥¢mbers each).

&
3. Each group lists possible factors a,"(f;@a(ﬁng demand (e.g., price, income levels,

seasonality, competition, cus&er preferences, marketing, technology,
external events).

X
4. Groups discuss and priorgﬁe the most significant factors, preparing short
points to share. Q'(’
5. Each group prese its findings.

6. The teacher no@common themes and differences on the board.

7. The teacher simmarizes key insights, highlighting how multiple internal and
extern ors shape demand patterns.

Activi : Balance the Business — Aligning Capacity with Forecasted Demand.
M @al Required

. 2g(lashcards (Set A: Capacity situations; Set B: Demand scenarios)

e Markers and chart paper

e Whiteboard

Procedure

1. Pair students or form small groups (3—4 per group).
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2. Provide each group with one card from Set A (capacity example) and one from
Set B (demand example).

3. Ask groups to identify whether the situation represents under-capacity, over-
capacity, or balanced capacity.

4. Instruct each group to write one solution to align the capacity with the
demand scenario.

5. Give 15 minutes to discuss and prepare. @b'

6. Each group presents their scenario and solution to the class. o,\,é(’\,

7. Teacher highlights the importance of aligning capacity with d nd through
a real-world example (e.g., festival sales planning). Q

8. Summarise the key learning points and allow students&ésk questions.

CHECK YOUR PROGRESS xO

A. Fill in the Blanks Q\J
1. Volume forecasting helps estimate the f@? for a product or

service. \

2. An increase in consumers' income@’sually leads to demand.

3. The method of forecasting t @Ses expert judgement and opinions is
called forecasti

4. capacity refs‘ggﬁ’o the maximum output under ideal
conditions.
5. The forecastin thod that gives more weight to recent data is called
sm ng.

B. Multiple Chéé% Questions

1. Whic @)the following is a qualitative forecasting method?

a)@‘ovmg average

Time series analysis

Q c) Expert opinion

d) Regression analysis

2. A fall in demand due to an increase in the price of a substitute product is
an example of:

a) Seasonal demand
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b) Complementary demand
c) Cross demand

d) Elastic demand

. Effective capacity considers:

a) Ideal conditions

b) Customer preferences le’
c) Maintenance and breaks . %(r\’
x

d) Design specifications O

. What happens when capacity is lower than forecasted d%nand?
a) Resources are underused «QQJ
b) Sales increase \,O
c) Customer satisfaction increases %O
d) Customers may shift to competitors @

. Capacity planning is important to:_ &

. : ,&’\/
a) Maximise employee salaries 7é
X
b) Reduce competition ﬁ(b’
c) Match resources wit )Qlt re demand
d) Increase product v,é@éty
C. Match the Colu@
Y
S.No. lumn A S.No. Column B
ldy)
1 sign Capacity A Forecasts based on past data
N
@ Market Research B Unused resources

3 Over-capacity C Maximum under perfect conditions
4 Time Series Analysis D Direct feedback from consumers
5 Regression Analysis E Relation between two variables

96




MIS DATA ANALYST - FINANCIAL SERVICES GRADE-XII

D. State whether the following statements are True or False

1.

a kK L b

E. Short Answer Questions

a H W b o=

Forecasting is always 100% accurate.

Population growth can influence the demand for goods and services.

Actual output is usually higher than effective capacity.

Hiring temporary staff is one way to adjust capacity.

Businesses should avoid aligning capacity with demand. @b’
4

Define volume forecasting and give one reason why it is us 4

List any three factors that influence demand. Q

What is the difference between design capacity and«&’ctive capacity?

Why is it important for businesses to align their)&)acity with demand?

. Explain one qualitative and one quantitativ. @&é’thod of forecasting with

examples.

©

F. Long Answer Questions N

1.

Explain the concept of volume fore.@asting. How does it support business
planning? XS

. Describe five key factors ﬂ’@%ﬁ affect the demand for a product. Give

examples. Q&,

. Distinguish betwee litative and quantitative forecasting methods.

When should eac used?
. What is capaci anning? Discuss its importance in managing business

operations. X

. With e?ples, explain the consequences of both under-capacity and

nd.

ove;1 acity in a business. Also, suggest ways to balance capacity and
%k Your Performance

G
ﬁid—sized bakery plans to expand its operations. Currently, it produces
5,000 loaves of bread per week but often struggles to meet rising customer
demand. As a business analyst, you are asked to guide the bakery. Apply your
understanding of volume forecasting, demand factors, forecasting methods,
capacity planning, types of capacity, and aligning capacity with demand to
answer the following:
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a) How should the bakery forecast future demand?

b) Which factors might influence the demand for its products?

c) What forecasting method(s) would be most suitable?

d) How can the bakery plan its capacity effectively?

e) Which type of capacity should it pay the most attention to, and why?

f) Why is aligning its capacity with forecasted demand important fo&%ng—
term success? \Q
.x%

O
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MODULE 3: BUDGETING AND FINANCIAL REPORTING

Budgeting and financial reporting form the backbone of financial management,
enabling organizations to plan, allocate, and monitor resources effectively. These
processes provide insights into income, expenditure, costs, variances, and
profitability, which are vital for informed decision-making. A well-prepared
budget and timely financial reports not only guide day-to-day operations but also
support long-term strategic planning, cost control, and business growt .bVith
the growing use of digital tools, spreadsheets and data analysis softw?é have
become indispensable for creating accurate, dynamic, and transpar{x@ inancial

reports. O

Analysts are responsible for collecting, processing, and presen@lg financial data
that reflects an organization’s performance. By preparin@@come—expenditure
statements, variance reports, and profitability analysebu ing tools like Excel,
MIS Data Analysts provide critical inputs to mana nent for decision-making.
Their ability to transform raw data into actionaBlé insights helps financial
institutions optimize costs, track value drivers,yand ensure compliance with
regulatory requirements, thereby strengthening efficiency and accountability in
the financial services sector. .\(bf

Session 1 deals with the preparation &@}come and expenditure budget reports,
focusing on understanding their (sfiricture, components, and application in
financial planning. Session 2 cOwers cost, variance, and profitability reports,
highlighting how these toolsQéfe used to compare actual performance with
planned figures and to ass s@%verall business profitability. Session 3 focuses on
preparing cost and varieée reports using Excel, providing practical skills in
structuring reports,e} plying formulas, and presenting data clearly for
managerial use. SesSion 4 explains profitability factors and key value drivers for
businesses, en@ésizing how elements such as sales volume, pricing,
operationaﬁiency, and innovation influence financial performance and long-

term sustx ility.
5
Q
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SESSION 1: INCOME AND EXPENDITURE BUDGET REPORTS

Planning is important for any organisation to run smoothly. Just like families
plan their monthly income and spending, organisations also plan how they will
earn and spend money during a particular time. One of the most basic tools that
helps in this process is the Income and Expenditure Budget.

This budget is a statement that lists expected income (money coming in) and
estimated expenditure (money going out) for a specific period, usually o r%&ar.
It helps organisations understand whether they will have enough inco o meet
their expenses and to plan their activities accordingly. While b inesses use
profit and loss accounts, institutions like schools, colleges, hos @s, and non-
profit organisations commonly use income and expenditure %éts to manage
their financial activities. <

Income refers to the money that an organisation expectgsyto receive from various
sources. For example, a school may receive incomec ough student fees and
grants from the education department. A commuiity health centre may receive

funds through donations, support from , or government schemes.
Organisations also receive income from inteqz’ on deposits, renting facilities, or
organising events. -,\/(D'

Expenditure, on the other hand, is th@money an organisation expects to spend
during the year. This may includ@&ﬁes, electricity, water, rent, maintenance,
and purchase of goods or servicesSThese are the costs that help the organisation
function effectively.

o

Expenditure is often divi'ginto two types:
e Recurring expendi , such as salaries and rent, which happen regularly.

e Non-recurrin enditure, such as buying a new computer or repairing a
hall, whic a%one—time or occasional costs.

INCOME Am) XPENDITURE BUDGETS

exp income (revenue) and expenditure (expenses) of an organization over a
specific period, usually a month, quarter, or year. Unlike a balance sheet that
shows assets and liabilities, the income and expenditure budget focus on the
flow of money i.e. how much is expected to come in and how much is expected
to go out.

An Ingﬁd and Expenditure Budget is a financial statement that estimates the

The purpose of preparing such a budget is to ensure that spending aligns with
the available income, to avoid deficits, and to plan for future financial stability.
It acts as a roadmap for financial planning, helping organizations prioritize
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essential expenses, control unnecessary costs, and ensure funds are available
for growth-oriented activities.

For businesses, it highlights areas where revenue can be maximized and costs
can be minimized. For non-profits or service organizations, it ensures that
income from grants, donations, or subscriptions is properly utilized for
operational and developmental purposes.

COMPONENTS OF BUDGET REPORTS @b’

A budget report is a statement that shows the income an organisati }prects
to receive and the expenses it plans to make during a parti\ﬁiar period.
It presents this information in different sections so that it is e to read and
understand.

A well-structured budget report is more than just nunf@eé; it is a decision-
making tool that enables management to understand, financial health, allocate
resources wisely, and anticipate challenges. Each component of a budget report
plays a distinct role in presenting a complete fi al picture:

1. (Revenue): Under this all sources of ex@ted income during the budget
period. It may include sales reven}l@service charges, interest earned,
investment income, subscriptions, gfants, or donations depending on the
nature of the organization. X

Example (Business): A retail@npany may show expected monthly sales of
%5,00,000 and service incoﬁr{%of %50,000.

Example (Non-ProfitMlst may project grant income of 310,00,000 and
donations of 23,00,0

Accurate catego @ ion of income sources ensures reliable revenue
forecasting, CWO is essential for financial planning and performance

monitorin@
2. Expenditure (Costs/Expenses): Expenditure reflects how financial
res; rces will be used. It usually includes three categories:

xed Costs: Expenses that remain constant regardless of activity (rent,
Q salaries, insurance).

e Variable Costs: Expenses that fluctuate with business activity (raw
materials, electricity, packaging).

« Discretionary Expenses: Non-essential but supportive expenses
(advertising, staff training, travel).
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Example: A service company may allocate 31,20,000 for salaries (fixed),
340,000 for wutilities (variable), and 325,000 for marketing campaigns
(discretionary).

Analysing expense patterns helps identify areas for cost control, efficiency
improvement, and resource optimization.

3. Net Balance (Surplus or Deficit): The net balance is the difference between
total income and total expenditure.

<
e Surplus: Indicates revenue exceeds costs, suggesting finanqia%%rength
and scope for reinvestment. \'\/

o Deficit: Indicates overspending or underperform in revenue
generation, signalling corrective action is required. <

Example: If income is ¥8,00,000 and expenditure is %950,000, the surplus
is 350,000. \,O

X
They must highlight whether the organizatior%&chieving planned financial
outcomes and provide variance explanations.

4. Variance Analysis (Planned vs. Actual): This compares budgeted figures
with actual performance to identify di tions.

« Favourable Variance: Actual ’&%ome is higher or expenditure is lower
than budgeted.

o Unfavourable Varianceg{é‘\zctual income is lower or expenditure is higher
than budgeted. ,(,(D'

Example: Marketin e%enses were budgeted at 50,000 but actual spending
was 370,000, resu@g in an unfavourable variance of 320,000.

They prepar@arlance reports to explain reasons (e.g., unexpected costs,
market fluetuations) and recommend corrective measures.

5. Time @ne: Budgets can be prepared for different durations (i.e. monthly,
q%@ﬂy, half-yearly, or annually) that will depend on the reporting needs.

ort-Term Budgets: Allow close monitoring and quick adjustments.

e Annual Budgets: Provide a long-term financial roadmap aligned with
organizational goals.

They align reporting timelines with management’s decision-making cycle,
ensuring timely insights.

6. Comparative Data: Budgets often include data from previous periods for
better analysis.
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e Example: Comparing Q1 sales revenue of the current year with Q1 of the
previous year highlights growth or decline trends.

Comparative analysis supports forecasting, helps identify seasonal patterns,
and strengthens decision-making based on historical trends.

7. Notes and Assumptions: This section outlines the underlying assumptions
used in budget preparation, such as projected growth rates, inflation, price
changes, or cost escalations. e

o Example: Assuming a 10% increase in sales volume due to a n roduct
launch, or a 5% rise in raw material costs due to inflation. NQ\\/

Documenting assumptions ensures transparency and prqj&s a reference
point for explaining variances when actual outcomes diffeéjfr m expectations.

For Data Analyst, these components form the foundation ?)g)their work. Analysts

not only prepare and update budget reports but also: X
X

e Track deviations from planned budgets. O
e Interpret variances and communicate insi@s to management.
e« Compare financial performance across kgxe periods.

N
e Support strategic decision—makini’é} highlighting profitability drivers and
cost inefficiencies. Q-

In short, budget reports are ngt static documents; they are dynamic tools that,
when properly analysed, ide “organizations toward financial efficiency and
long-term sustainability. Q'(,

USING SPREADSHg%‘ SOFTWARE (EXCEL) TO CREATE BUDGET
TEMPLATES 0

Spreadsheet so@é’re, particularly Microsoft Excel, is one of the most powerful
tools for pr ing and managing budgets. A budget template in Excel is a
structure rmat where financial data related to income and expenditure can
be enteted, calculated, and analysed automatically. Templates save time,
imp accuracy, and provide flexibility for different types of budgets such as
monthly, quarterly, or annual plans.

Steps to Create a Budget Template in Excel

1. Define the Budget Period: Decide whether the template will cover a month,
quarter, or year.

Example: A monthly budget template may include columns for each month
(Jan—Dec), while an annual template will have totals.

103



MIS DATA ANALYST - FINANCIAL SERVICES GRADE-XII

2. Set Up Income Categories: Create rows for all possible income sources such
as Sales Revenue, Service Income, Interest Earned, Grants, Donations. Leave
space for sub-categories if required (e.g., Sales Revenue from Product A,
Product B).

3. Set Up Expenditure Categories: Divide expenses into categories such as;
Fixed Costs (Rent, Salaries, Insurance), Variable Costs (Raw Materials,
Utilities, Transportation) and Discretionary Expenses (Marketing, Tra@,ing,
Travel). Organize them in rows under the expenditure section. <

4. Create Columns for Planned and Actual Figures: Add sepa%@columns

for: O

A
e Budgeted Amount (Planned) Q

<
e Actual Amount O

e Variance (Difference between Planned and Actudl)
Variance can be calculated using Excel form Qe. g., =Actual — Budgeted).
5. Insert Formulas for Automatic Calculat@s: Use Excel functions such as:
e SUM() - to total income and expenssfg\»
e =Income — Expenditure — to cal@e Net Balance (Surplus/Deficit).

e JF() - to highlight whether alance is positive or negative.

e Conditional Formatting Qbo automatically colour-code variances (e.g., red
for negative variance »g%en for positive).

6. Include Time Fram&)@lumns: Add monthly/quarterly columns for detailed
tracking. t}.
Example: C(@‘;mns for Jan, Feb, Mar... with totals at the end.

7. Add Co@rative Data Section (Optional): Include columns for Previous
Year DQ\ or Quarterly Averages to make performance comparisons.

8. Fo@ the Template for Clarity: Make the budget easy to read by,

Q sing clear headings, bold fonts, and borders to separate income,
expenses, and totals.

e Highlight important figures like total income, total expenses, and net
balance so they stand out.

e Adding simple charts, such as bar or line graphs, can also help show
income trends, spending patterns, and differences between planned and
actual results in a clear, visual way.
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Benefits of Using Excel for Budget Templates

e Automation: Reduces manual calculations and chances of error.

o Flexibility: Can be customized for any business, department, or project.
« Transparency: Variances and balances are clearly visible.

o Visualization: Graphs and charts help management interpret financial data
quickly. b,

e Scalability: Data can be expanded or linked with other reports as h@b%ed.

Example Layout of a Simple Budget Template in Excel NQ\\’

VQ.\J'
Category Budgeted (%) Actual lance
@ o ®
Income \J\’O
Sales Revenue 5,00,000 A@),OOO -20,000
A%
Service Income 50,0000) 55,000 5,000
AL
N
Total Income 5,5'?,@1)0 5,35,000 | -15,000
ok
E i X0
xpenditure O
. S"
Salaries R 1,20,000 | 1,25,000 5,000
o Q)
Utilities Q»(, 40,000 38,000 -2,000
Marketing @ 25,000 30,000 5,000
Total P}@nses 1,85,000 | 1,93,000 8,000
N@alance 3,65,000 | 3,42,000 -23,000

Excel- b s} budget templates are essential tools. They allow analysts to input
fina data monitor variances in real-time, and generate insights that support
der' n-making, cost control, and profitability analysis.

ENTERING AND ORGANIZING BUDGET DATA

Once the template is created, the next step is to input and structure the data
clearly. Begin by entering all income and expenditure figures under their
respective categories. For example, sales revenue, service income, and grants go
under the income section, while rent, salaries, raw materials, and marketing are
listed under expenditure. Make sure data is entered consistently in the correct
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rows and columns (e.g., “Planned” vs. “Actual” amounts). Below are the steps to
follow for entering and organising Budget Data in Excel:

1.

. Calculate Variances

Input Income Figures

o Enter all sources of income (e.g., Sales, Services, Interest, Grants) under
the income section.

o Use separate rows for each income type to keep the data organized. b’
Record Expenditure Items <
o List expenses under categories such as Fixed Costs, Variab}éi&sts, and

Discretionary Costs. 69
« Examples: Rent, Salaries (Fixed); Raw Materials, [ﬁzlities (Variable);
Marketing, Travel (Discretionary). e)
. Use Planned vs. Actual Columns \JO

o Enter “Planned” (budgeted) amounts in on g)gl‘umn and “Actual” figures
in another. é

e This helps compare targets with real e@rmanoe.
e Add formulas to calculate the %I%rence between Planned and Actual (e.g.,
=Actual - Planned).

e Highlight positive V:S(gxl\ances (savings) and negative variances
(overspending). X

. Group and Separat ta

e Arrange similar-items together (e.g., all income sources in one block, all
fixed expe@’%s in another).

e Leave ’@hk rows or use borders between major sections for clarity.

. Inseltjsotals

. a?e =SUM() at the bottom of each section to get Total Income and Total

xXpenses.

e Calculate: Net Balance = Total Income — Total Expenses to check surplus
or deficit.

7. Apply Formatting for Readability

e Bold important headings (Income, Expenses, Totals).
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o Use conditional formatting to colour-coded variances (green = positive, red
= negative).

e Align numbers properly (right-aligned) for consistency.
CALCULATE VARIANCES

Variance shows the difference between what was planned (budgeted) and what
actually happened. In Excel, this can be done by creating a column for “Varig’lce”
and applying the formula: "8

s

o Positive variance means actual income was higher th'a\n;'Q:)lanned, or
expenses were lower than expected — a good sign. Q

Variance = Actual — Planned

o Negative variance means income fell short or expensexfdnt over the budget
— signals a problem that needs attention. Q)

o
o Conditional formatting can be used to highlight results (e.g., green for
positive, red for negative), making it easier t deviations quickly.

This step helps in monitoring financial perfo@ance and identifying areas that
need corrective action. Q

N
Below is a simple Excel example for )c&@ulating variances:

A B C D
Item Planned | Actual | Variance
1 R) R) Q)
2 |Sales Revenue 50,000 55,000 i 5,000
3 |-} Rent 10,000 12,000 -2,000
4 |(-)Utilities 5,000 4,500 -500
5 |(-)Marketing 8,000 7,000 I -1,000
& |Net Balance 27,000 31,500 4,500
7
l\ Fig. 3.1: Example of calculating variance

For &a in Excel

. <%or Sales Revenue (row 2): =C2-B2 — 55,000 - 50,000 = 5,000 (Positive
variance — more income than planned)

e For Rent (row 3): =C3-B3 — 12,000 - 10,000 = -2,000 (Negative variance —
overspending)

With conditional formatting, positive variances can turn green and negative ones
red, making the report more visual.
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PRACTICAL EXERCISE

Activity 1: Create an Income and Expenditure Budget for a School Event.
Material Required

e A4 sheets or budget template printouts

e Pens, pencils, ruler, calculator

e Sample event details (provided by the teacher) @b'
e Microsoft Excel (optional) \\/go

e Projector (optional) §

o Internet access or textbook (optional) Q

Procedure “QQJ

1. Divide the class into small groups (3—4 students ea&&.

2. Each group is given a different event (e.g., Ar%@l Day, Science Fair, Sports
Meet).

3. Ask groups to prepare an Income and Expenditure Budget for the event using
realistic estimates. ,i,‘\,

Students organise their data und@l“\%come and expenditure sections.

Ask them to calculate the tot come, total expenses, and surplus/deficit.
Groups display their budg@gf;& on chart paper or Excel using projector.

One representative fr@é’aeh group explains the budget.

® N o a >

Conclude with a @cussion on how budgeting helps in planning events
efficiently. A

=X
Activity 2: Sg}e sheet Challenge to build a Budget Template in Excel.

Material ired

« Co ers with MS Excel or Google Sheets

. ple budget data (income and expenditure items)
e Handout with Excel formula guide

e Projector (optional)

Procedure

1. Divide students into pairs and assign a laptop or system to each.

2. Provide a handout or display data that includes income and expenses.
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3. Ask each pair to create a budget template using Excel:
e Enter income and expense rows
e Add totals using =SUM() function
e Calculate surplus/deficit with formulas
4. Guide them to apply borders, bold headings, and currency formatting (3).
5. If time permits, ask them to add a variance column using sample actu@é’ata.
6. Students save their work and present it to the class briefly. . %('\,
7. The teacher gives feedback on layout, correctness, and clarlty“Q\'
Activity 3: Practice Calculating Basic Cost Variances, Q
Materials Required *Q
e Sample cost data sheet (printed or digital) includu}%’&ldgeted (Planned) costs
for various items and Actual costs incurred Q)
e Calculator or Excel spreadsheet %
e Pen/pencil and notebook (for manual c latlons)
e Laptop/desktop with Microsoft e’ﬁ}cel (optional, for formula-based
calculations) (b’
e Whiteboard and markers (for exXplanations)
e Sample cost data sheet ,('(D“\'
, Budgeted Actual
S'fsem Cost (3) Cost (%)
AT
aw Material 50,000 52,000
,\"A@ Labour 30,000 28,000
%@Q Utilities 10,000 12,000
Q Packaging 5,000 4,500
Procedure
1. Gather in the computer lab.
2. Distribution of sample data.
3. Show students how to calculate variance:
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e Formula: Variance = Actual Cost — Budgeted Cost

e Indicate whether it is favourable or unfavourable.
4. Students individually or in groups calculate variances for each cost item.
5. Teacher will discussion and review:

e Review results as a class.

e Discuss reasons for variances and how managers might resp@g to
unfavourable variances. %(,\’
o

e Highlight the importance of variance analysis in control@ costs and
improving profitability. Q'\}’
&

CHECK YOUR PROGRESS @
A. Fill in the Blanks \,Q

1. An Income and Expenditure Budget is a stat nt that lists expected
and estimated for a specific od.

2. expenditure refers to costs tha,t\c@ur regularly, such as salaries

and rent. .\’(b—
3. The difference between total inq@j'(é and total expenditure is called the

e
4. In variance analysis, if agtual income is higher than budgeted income, it
is called a variapee.

S. In Excel, the form@to calculate variance is
B. Multiple Choice (b%stions
1. Which of %Sﬁﬂowing is an example of variable expenditure?

a) Rer@

b) @%éries
@ aw materials
Q‘b

d) Insurance

2. A surplus in the budget indicates:
a) Expenditure exceeds income
b) Income exceeds expenditure

c) No income received
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d) Budget is not prepared
3. Which software is commonly used to create budget templates?

a) Word

b) PowerPoint

c) Excel

d) Outlook le’
4. Which of the following is NOT a component of a budget report,’.f\ é(r\

a) Income \Q\’
b) Expenditure QO

c) Net Balance «QQJ
d) Employee attendance \,O
5. Conditional formatting in Excel helps to: %O&
a) Print the report @
b) Colour-code data automatically &
c) Save the file faster QJ{\’
X
d) Merge cells @‘b’
C. Match the Column QS,
‘A 7
S.No. Colum & S.No. Column B
1 Fixed COS%S A Electricity, raw materials
A
A
2 Vari@i?Costs B | Advertising, training

3 @”etionary Expenses C Rent, salaries
N
4

g

)

C
@ Favourable Variance D
D
h 4

Actual income > Budgeted
income

Actual expenditure > Budgeted

5 Unfavourable Variance E )
expenditure

D. State whether the following statements are True or False

1. An Income and Expenditure Budget is used to track how money flows in
and out of an organization.
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a kK L b

Non-recurring expenditure occurs regularly every month.
A deficit indicates that expenditure has exceeded income.
Excel cannot be used to calculate variances automatically.

Comparative data in a budget helps analyse trends over different periods.

E. Short Answer Questions

I

. Define an Income and Expenditure Budget. @b’

List two examples of recurring and non-recurring expenditure. %Q
What is the purpose of variance analysis in budgeting? \Q\
Name three categories of expenditure commonly found Qbudget reports.

Why is it important to use spreadsheet software lik: cel for budgeting?

F. Long Answer Questions \/O

1.

Explain the difference between recurring a c&)n—recurring expenditure
with examples.

. Describe the main components of an*hecome and Expenditure Budget

and their importance. '\,@'

. Explain how variance analysis iq/qised to monitor financial performance.

. Describe the steps to creat udget template in Excel.

5. Discuss the benefits of g Excel for budgeting in a business or

organization. ?'(,

G. Check Your Performance

1.

A school pla s monthly budget as follows:
X
. Incom@?ees %2,00,000, Grants 250,000
. E&Ee diture: Salaries %1,00,000, Utilities 320,000, Stationery 315,000

laries ¥1,05,000, Utilities 318,000, Stationery 320,000.

ﬁﬁctual amounts for the month are: Fees 21,90,000, Grants 355,000,

Q

a) Prepare an Income and Expenditure table.
b) Calculate the total income, total expenditure, and net balance.

c) Calculate variances for each item and identify whether they are
favourable or unfavourable.

d) Suggest one corrective action based on the variances.
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SESSION 2: COST, VARIANCE, AND PROFITABILITY REPORTS
COST REPORT

The term cost refers to the amount of resources (money, materials, time, and
effort) spent to produce goods or services. In business and accounting, cost is
expressed in monetary terms and represents the sacrifice made to obtain
something of value.

the various costs incurred by an organization during a specific perlod rovides
detailed insights into how money is spent across operati (6 nd helps
management track efficiency, identify problem areas, and Q@ort decision-
making. Below is the purpose of Cost Reports: ¢

e To monitor and control expenses. O

A Cost Report is a financial document that records, classifies, and s % rlzes

e To compare actual costs with budgeted costs (varia’fmoe analysis).

« To provide inputs for pricing, profitability, a ategic planning.
e To ensure transparency and accountabilit@l resource utilization.
Types of Costs (b"\’

It is also called as classification of cqi@'g(Flg 3.2). The classification of costs is
explained as below: § Q-

Fixed Cost

Variable Cost

Semi -Variable Cost

Direct Cost

Indirect Cost

Operating Cost

Non-Operating Cost

Fig. 3.2: Types of Costs
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6.

. Fixed Costs: Fixed costs are costs that remain unchanged regardless of the

volume of goods or services produced. They are incurred even when the
business is not actively producing anything. These costs are time-bound, not
output-bound.

Examples: Monthly rent for office space, salaries of permanent staff,
insurance premiums, and annual depreciation on fixed assets. These help
provide a baseline for operations and are easier to forecast.

. Variable Costs: Variable costs are expenses that vary directly wi’g{@i evel

of production. As production increases, these costs rise, and as duction
decreases, these costs fall. These are essential for calculatin@'lv\{e cost per
unit. O
Examples: Cost of raw materials, direct labour for prod gion, utility costs
like power used in machines, and packaging expenses )

Semi-Variable Costs: Semi-variable or mixed co@ have both fixed and
variable components. These costs remain fixed a certain level of activity
and increase once production crosses that 163%%

Examples: Telephone bills (basic rental 1@ usage charges), maintenance of
equipment, and supervisor salaries Wi.th§’erformance incentives.

N
. Direct Costs: Direct costs are dj &'ly attributable to a specific product,

service, or department. They @fgr measurable and form the core cost of
producing goods or services.

Examples: Raw materi c%used in production, direct wages of workers
involved in making th@ﬂroduct, and specialised tools used exclusively for a
project.

. Indirect Costs: irect costs support the business as a whole and cannot

be traced tcé&'single output or product. They are often referred to as

overheads§)
Exam JAdministrative expenses, office supplies, rent for common office
spac@ d general utilities.

ating Costs: Operating costs are the day-to-day expenses required to
ep the business running. These include both fixed and variable costs
involved in normal operations.

Examples: Salaries, utility bills, rent, maintenance, and travel expenses.
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7. Non-Operating Costs: These are costs that do not arise from primary
business activities. They are recorded separately to ensure clarity in financial
statements.

Examples: Interest on loans, loss from the sale of equipment, and penalties
due to legal issues.

Understanding the classification of costs is a foundational step in financial
reporting. It allows business managers to allocate resources wisely, control
spending, and improve profitability. A well-maintained cost report ;&v only

identifies what was spent but also helps to evaluate whether the sp ng was
necessary and efficient making. O
Elements of Cost Reports Q'\}
Element Description “Q‘o
o\

Classification of expenses into dirgc}:&(raw materials, wages,
Cost Categories | packaging) and indirect (rent, @ties, office salaries) to

track spending. O
<

Departments or units (e@ production, sales, maintenance)

Cost Centres ) . .
for which costs are Céﬂ}cted separately to monitor efficiency.

Actual Costs Real expenses @g@’ded during a period (materials, labour,
Incurred utilities). g\\'

Budgeted or Planne @é pected costs based on past data and estimates,
Standard Costs used enchmarks.

C i f
omparison o )@6 ws overspending, underspending, or alignment with

Actual
B'(;(l:ll;t‘elz cJplanned limits.
N
Average expense of producing one unit = Total Cost + Units
Cost nit . . o
Produced. Useful for pricing and profitability.
C‘énments / Notes to explain unusual costs (e.g., higher electricity due to
Explanations longer production hours).
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VARIANCE ANALYSIS (ACTUAL VS. BUDGETED)

A Variance is the difference between an actual amount and a budgeted (or
expected) amount. This difference can either be positive (favourable) or negative
(unfavourable). A favourable variance means the business spent less or earned
more than expected. An unfavourable variance means the business spent more
or earned less than planned.

Variance analysis is a technique used to compare what was planned
with what actually happened. It helps organisations measure
identify problem areas, and take corrective action. Variance

essential part of management accounting, used widely in iness decision-
making. Variance analysis helps in: O
e Monitoring performance across departments \/O

e Identifying areas where costs are higher than lé&ﬁed

e Evaluating effectiveness of budgets @

e Supporting decision-making for future pk,nning

e Improving accountability by compariitg planned vs actual performance

Below are the three types of V@es:

1. Cost Variance: This show th difference between the budgeted cost and the
actual cost. If a departme pends 12,000 against a budget of 310,000, the
variance is 32,000 u rable.

2. Revenue Varianc 'éghis shows the difference between the expected revenue
and the actual enue. If a company earns 80,000 against a planned

270,000, it h@&d 210,000 favourable variance.

3. Profit V ce: This is the difference between the actual profit and the
expec rofit. It combines both revenue and cost variances to show overall
pe

?@owing are the step-by-step process for performing variance analysis:
. Gather verified data: actuals from general ledger / sub-ledgers and the
approved budget version.

2. Calculate absolute and % variances for each line item and for subtotals
(total income, total expenses, net).

3. Classify variances (revenue/cost/operating/non-operating; favourable/
unfavourable).
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Drill down on large or material variances to find causes (see investigation

checklist below).

Document reasons and corrective actions: owner, root cause, impact,

proposed remedy and timeline.

Communicate:

present summary to management with key variances,

causes, and actions.

7.
periods.

Variance analysis is

adhering to its financial plans. It helps in spotting trends, co

improving efficiency.

Elements of Variance Reports

Follow-up: track whether corrective actions reduce the variance '@Qext

X

a valuable tool for measuring how Well \}lsiness is

Businesses can gain insights into

xO

Element

X,
Des%hgion

Type of Variance

Identifies the Varlarx‘&&tglpe (Cost, Revenue, Material,
Labour, Overheai}\,

Standard or
Budgeted Figures

<’
Planned valué$ at the start of the period, used as
performa&cjnchmarks.

Actual Figures

Real @S}tcomes (costs, revenue, production levels)

a ‘oed in the period.
AV

Amount of Varian
G,&‘?\?r

eﬁifference = Actual — Standard. Shows deviation from

the plan.

e(s? for
nc

@ Marked as Favourable (better than planned) or
Nature of& ance
Unfavourable (worse).
Explains causes (price rise, wastage, inefficiency,

demand changes).

Recommendations /
Action Plan

Suggested measures (better supervision, training, cost
control) to address variances.
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PROFITABILITY ANALYSIS

Profit is the most important goal of any business. Every business aims to earn
more than it spends. This extra amount that remains after meeting all expenses
is called profit. When businesses earn a profit, they grow, pay their workers,
invest in better facilities, and give returns to their owners. But just knowing the
amount of profit is not enough. A business also needs to understand how well it
is earning that profit and how it can improve in the future. This is @ere
Profitability Analysis becomes important. <

Profitability Analysis means carefully studying and understandin%gbw much
profit a business is earning, from where it is earning, and wheth@g)it is earning
enough in comparison to its sales, costs, or investments. It her o evaluate the
efficiency of the business and its financial health. &

Let’s understand the major profitability measures as be@w:

1. Gross Profit: Gross profit is the difference betwegn Net Sales Revenue and
Cost of Goods Sold (COGS). It shows how efﬁ%{gy a company produces and
sells its goods or services. @

Formula: . &
Gross Profit = Net Sales Revenue —&%Sks
Gross Profit Margin (%) = (Grc%@bﬁt / Net Sales Revenue) x100

Example: If sales = ?10,0Q&O and COGS = %6,00,000 then, Gross Profit =
34,00,000 (40%). Q-

It indicates whether p@uction and direct selling activities are profitable. Low
margins may sign%t%igh material or labour costs.

2. Operating Prq@' It is also known as Earnings Before Interest and Taxes
(EBIT). Operating profit shows what remains after deducting operating
expense e salaries, rent, utilities, marketing) from Gross Profit. It reflects
the e %my of day-to-day business operations.

F @ula:
@perating Profit = Gross Profit - Operating Expenses
Operating Profit Margin (%) = (Operating Profit / Net Sales Revenue) x100

Example: Gross Profit = 34,00,000; Operating Expenses = %32,00,000 then,
Operating Profit = 32,00,000 (20%).

It shows how well a company controls overheads. A healthy operating margin
means the core business is sustainable.
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3. Net Profit: It is also known as Earning After Taxes (EAT) or Profit After Tax
(PAT). Net profit is the final profit after subtracting interest, taxes, and non-
operating expenses from operating profit. It is the “bottom line” and shows
what the company truly earns for shareholders.

Formula:

Net Profit = Operating Profit — (Interest + Taxes + Non-operating Expenses)

Net Profit Margin (%) = (Net Profit / Net Sales Revenue) x100 "8
Example: Operating Profit = ¥2,00,000; Interest = 350,000; Taxe&G;{?SO 000
then, Net Profit = 31,20,000 (12%). «Q

This is the key indicator of overall financial health and prof@%?fity. Investors,
lenders, and management rely heavily on this figure. <

4. Contribution Margin: Contribution margin measure@sales revenue left after
deducting variable costs. It helps in break- even. alysis and short-term

decision-making. %O

Formula:
Contribution Margin = Sales Revenue,—(ghrlable Costs
N,
Contribution Margin Ratio (%) = (C&é{ibution Margin / Sales Revenue) x100

It is useful for pricing decisior@&oduet profitability, and cost-volume-profit
(CVP) analysis.

Other profitability measur clude Contribution Margin, EBITDA (Earnings
Before Interest, Taxes, D?'g’matlon and Amortization), EBIT (Operating Profit),
Return on Assets ( (&% eturn on Equity (ROE), Return on Investment (ROI),
and Economic Valu ed (EVA).

Elements of Pr@";%ability Reports
4

Eler@y Description
/\

Reva;@\e'j Total income earned from sales of goods or services.
~

Cgt of Goods Direct costs of producing or purchasing goods sold

Sold (COGYS) (materials, wages, packaging).

Revenue — COGS; shows money left after covering

Gross Profit .
production costs.

Operating Costs of running the business apart from production
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Expenses (rent, salaries, utilities, advertising).

Operating Profit Profit from core operations before interest and tax;

(EBIT) measures efficiency.
Non-operating Items not linked to core operations (interest, dividends,
Income/Expenses | asset sale gains/losses).
A\
i Final profit after deducting all costs, interest, an %;
Net Profit ) o
the “bottom line. R
D
b4

Profitability Indicators like Gross Profit Margin, Net Pro{g@[argin,
Ratios ROI, ROE for performance comparison
Segment-wise Breaks down profits by product, de&ﬂment or region for
Profit Analysis deeper insights.
Comparative Compares current vs. past iods or competitors to
Analysis identify trends and impr@ments.

r&\

PRACTICAL EXERCISE

Activity 1: Prepare a Cost Report fo %‘a,eémall Manufacturing Unit.
Materials Required @

e A computer/laptop with Mﬁxcel (or Google Sheets).

e Sample dataset of Sm‘@%[anufacturmg Unit — Wooden Chairs

ﬂ Cost Budgeted Actual Cost

Cost It@b Category Cosgt (?) (?)
Ra&ﬁ}fterlals Direct 50,000 55,000
C;)Qalges (Factory) Direct 30,000 28,000
Q% Packaging Direct 10,000 11,000
Factory Rent Indirect 15,000 15,000
Electricity Indirect 8,000 9,500
Office Salaries Indirect 12,000 12,000
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Total - 1,25,000 1,30,500 ‘

Procedure
1. Gather in the computer lab.

2. Enter the sample dataset in an Excel sheet (columns: Cost Item, Category,
Budgeted Cost, Actual Cost). b,

3. Calculate Variance <
e Add a column: Variance = Actual Cost — Budgeted Cost. \»,\,é(’\
e Mark variances as Favourable (F) or Unfavourable (U). 6,0
4. Calculate Cost per Unit (Formula: Total Actual Cost + Uéi Produced).
5. Compare Actual vs. Budgeted Totals O
6. Prepare Cost Report summary table with: O
e Cost Categories (Direct vs. Indirect) %O
e Budgeted Costs
e Actual Costs
e Variances

_ ‘b
e Cost per Unit

7. Add Comments/Explan Kﬁs For example: Raw material cost higher due
to price increase or 6@68 lower due to fewer overtime hours.

8. Save the file.

9. Show it to the,@acher

10. Take pri @ and submit it to the teacher.
Activity &Aéole—ﬂay as a Variance Detectives.
Mater% equired
. get vs actual data slips

. ﬁiulator or phone calculator
Procedure

1. Divide students into pair.

2. Students pair up: one is the Manager, the other is the Budget Analyst.

121



MIS DATA ANALYST - FINANCIAL SERVICES

5. Role-play a short 5-minute meeting where the Analyst reports to the

Activity 3: Presentation on How to Interpret a Simple Proﬂta%i&%eport.

amounts.

Manager.

. Share findings with the class:

e What went wrong or right?

e What changes are needed?

Materials Required

Laptop/Computer with MS PowerPoint or Google Slides
X

Projector/Smartboard for presentation

Calculator/Excel for quick calculations (opti
Markers/whiteboard for group discussi

Sample Profitability Report of for a Sm
Excel/PDF file)

. Each pair is given a case file (data slip) showing budgeted and actual

. Calculate the variance and decide: Is it favourable or unfavourable?

“06

?\J

q&@tes

@ Retail Shop (handout or

<
A
%
Parti S Amount ()
X
N/
Revenue | @s) 5,00,000
N\
Cost&l}}{)ods Sold (COGS) 3,00,000
A
U 4
_@ss Profit 2,00,000
Operating Expenses 1,20,000
Operating Profit (EBIT) 80,000
Non-Operating Expenses 20,000
(Interest)
Taxes 15,000
Net Profit 45,000
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Procedure
1. Teacher explains what a profitability report is and why businesses use it.

2. Teacher will show the sample report on screen/slides. Highlight key figures
step-by-step:

e Revenue: Gross Profit (Revenue — COGS)

e Gross Profit: Operating Profit (Gross Profit — Operating Expenses) b,

e Operating Profit: Net Profit (after deducting interest & taxes). ) %06
3. Ask students to interpret results: \O\\’

e What does the Gross Profit Margin (Gross Profit + RevelQeQ 100)
indicate? <

e Is Operating Profit healthy compared to Revenue?o
e Does Net Profit show that the business is sustainable?
4. Divide learners into small groups. %
5. Provide each group with the sample prof%a@lity report (handout/slide).

6. Ask them to prepare 2-3 key interpr .a@c‘)'ns (e.g., “Operating expenses are
high at 24% of revenue, reducing it margins”).

7. Each group presents their int@;etations in 2-3 minutes.

8. Teacher will provide feedba%é‘and additional insights by summarizing the
importance of interpr@@%roﬁtabﬂity reports.

CHECK YOUR PRO% ESS
A. Fill in the Blar){,@»

1. Costs tga@remain constant regardless of production level are called

costs.

2. T]@J\difference between actual and budgeted amounts is known as
Q. Gross Profit is calculated as Revenue minus

4. Indirect costs that support the business but cannot be traced to a single
product are also called

5. A variance occurs when revenue is higher or costs are lower
than planned.
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B. Multiple Choice Questions
1. Which of the following is an example of a variable cost?
a) Rent
b) Salaries of permanent staff
c) Raw materials
d) Insurance premium @b'
2. Which report compares planned figures with actual figures? ,\éﬁ"
a) Profitability Report \Q\’
b) Balance Sheet QO
c) Variance Report O
d) Cash Flow Statement \,O
3. Net Profit is also called: Q&
a) Contribution Margin @é
b) Bottom Line .\’&
c) Operating Profit &QJ&
d) Gross Profit Q-
4. Semi-variable costs hav%/
a) Only fixed compon.é&’s
b) Only variable c@ponents
c) Both fixed Gbi ariable components

d) No cosa‘é‘h’-ponent

5. If Bu‘@éd Revenue = %1,00,000 and Actual Revenue = %21,20,000, the
Vaé?p e is:
% 320,000 unfavourable
Q b) 220,000 favourable
c) %1,20,000 favourable

d) Nil
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C. Match the Column

S.No. Column A S.No. Column B
1 Fixed Costs A Raw materials, direct labour
2 Variable Costs B Rent, salaries, insurance
3 Direct Costs C Administrative expenses, IT @O'
way
A Y
4 Indirect Costs D Telephone bill (rental + usa%g?
A
a
5 Semi-variable Costs E Cost traced to a prod@\?’service

D. State whether the following statements are True of@gise

1.

a kK L

Variance analysis is used only for calculating pr’&ﬁ.

Non-operating costs arise from day-to-day ations of the business.
Operating costs include both fixed and @riable costs.

Gross Profit is calculated after subxr%\ting operating expenses.

N
A net profit margin is a key indicqj(or of a company’s overall financial
health.

@Q}
E. Short Answer Questions

X
Define cost with an e{ ple.

1
2. What is a cost cen@
3.
4
5

Differentiate b&en direct and indirect costs.

. What is n@%ﬁqt by favourable variance?

Give xamples of operating expenses.

LongcAjsswer Questions

1 %{plain the types of costs with suitable examples.

<.

Describe the purpose and key elements of a cost report.

. What are the steps in performing variance analysis?

3
4.

Differentiate between Gross Profit, Operating Profit, and Net Profit with
formulas.

. Discuss the importance of profitability analysis for business decision-

making.
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G. Check Your Performance
1. A company budgeted the following for March 2025:
e Sales Revenue = %5,00,000
« COGS =13,00,000
e Operating Expenses =31,50,000

Actual performance: ij'
e Sales Revenue = 34,80,000 ,\,%Q

« COGS =13,20,000 O

e Operating Expenses = 1,40,000 QO

Tasks: ‘\QQJ

a) Prepare a simple Cost Report (Budgeted vs. AQQal) using Excel.

b) Calculate Gross Profit, Operating Profi ,@\ﬁd Net Profit (assume no
interest/taxes) using Excel.

c) Perform variance analysis (state m{{l@her variances are favourable or
unfavourable) using Excel. N

d) Write 2 key interpretations a@%ﬁt the business performance.
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SESSION 3: COST AND VARIANCE REPORTS

Excel is one of the most effective tools for preparing Cost and Variance Reports
because it allows for easy data entry, calculation, comparison, and visual
presentation. These reports help businesses track spending, analyse deviations,
and improve decision-making by comparing actual costs and revenues with
budgeted or standard figures.

COST REPORTS IN EXCEL @b’

A Cost Report tracks all expenses related to production or business op rations
for a specific period. Using Excel, businesses can record, classi d analyse
costs to monitor spending and control budgets. Below are the &@ures of a Cost
Report in Excel:

e Data Entry & Organization: Create columns for Cost @%gories (e.g., Direct
Materials, Direct Labour, Overheads), Actual Cost,)@dgeted Cost, and Cost
per Unit and wuse rows for different co%& items or cost centres
(departments/projects).

e Formulas: Apply SUM to calculate totgi@of each cost category and use
AVERAGE to find the cost per unit@ef production (Total Cost + Units
Produced). QJ{\

X
e Comparison Columns: Add coluffins for Budgeted vs Actual costs to quickly
see overspending or savings.

e Formatting for Clarity: e bold headings, cell borders, and shading for
different cost types. Q

e Charts/Graphs: rt bar charts or pie charts to visually show cost
distribution (e. w materials vs labour).

Structuring o@Reports in Excel

A well—struc&l ed Cost Report in Excel provides clear, organized, and actionable
financi \Eormation. The goal is to classify costs, calculate totals, and compare

actu s. budgeted amounts in a format that management can quickly
u tand. Below is a detailed guide to structuring such a report.

1. Planning the Structure

Before creating a cost report in Excel, it is important to plan the overall
structure carefully:
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Reporting Period: First, decide the reporting period whether the report
will be prepared monthly, quarterly, or annually, so that the data reflects
the required time frame.

Cost Categories: Next, identify the cost categories to be included, such as
direct materials, direct labour, overheads, and operating costs, to ensure
all expenses are properly classified.

Level of Detail: Determine the level of detail needed, for example, v@réfher
the report should show department-wise costs (like Production\@a es, or

&

Administration) or only the total costs for the organization. \'\,

Comparison: Finally, decide if a comparison between b ed/standard
figures and actual costs is necessary, especially when vabsiance analysis is
to be performed, as this will guide the inclusion o{<9 dget columns and
variance calculations. \,O

2. Layout in Excel O\/

In Excel, a cost report is generally presented\in a table format to maintain
clarity and easy readability. The column used to capture specific details
of each cost element, while the rows re ent individual expense items.

Common columns include: Qﬁ

X

Item Name Q&Q

r
Column @ Description
o>

"Describes what is being purchased or used
(e.g., cotton, paint, electricity)

Quantity

o Shows the number of units consumed during
X the reporting period.

Unit Co Indicates the cost per unit (e.g., 50 per kg).

To %C:st
32

Calculated as Quantity x Unit Cost to show the
total expense for each item.

Cost Category

Classifies the expense as Direct, Indirect,
Operating, or Non-operating.
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Identifies the department responsible for the
cost, such as Production, Marketing, or
Maintenance.

Cost Centre/Department
(optional)

Displays the planned or standard amount for
the period.

Actual Cost (3) Shows the actual expenditure recorded. ¢,

Budgeted Cost ()

Derived using the formula =Actugéo\ﬁ‘?1dget to

Vari 4 ional
ariance () (optional) highlight overspending or savi%@,

Yy
Calculated as = (Actual - Budget)/Budget*100

Variance % (optional . .M?
o (op ) to measure the variance 61 ercentage terms.
A4
A

Computed as = Tot ost + Units Produced to
help in pricing am%proﬁtability decisions.

o

Cost per Unit () (optional)

Y
Provides ex}%&r{ations for unusual changes,
Remarks/Comments suchasp i@ hikes in raw materials or overtime

laboug&@ rges.

The rows of the report list differe ms or expense types such as raw materials,
labour wages, electricity, tra rt, or office supplies. This tabular structure
makes it easier to input forfdtulas, perform calculations, and compare actual
spending with planned b‘@gets for effective cost control and decision-making.

3. Step-by-Step Strv@uring
Step 1: Cre adings
a) Start \z@ a Title Row (e.g., “ABC Manufacturing — Monthly Cost Report”).
b) A olumn headings as per the layout above.

cb‘fgeeze the header row (View — Freeze Panes) to keep it visible when

Q crolling.

Step 2: Classify Costs

a) Group expenses into:
e Direct Costs: Raw materials, Direct labour.
e Indirect Costs (Overheads): Rent, Electricity, Administration.
e Operating Costs: Regular running costs.

129



MIS DATA ANALYST - FINANCIAL SERVICES GRADE-XII

b) Use bold fonts or different colours to separate major categories.
Step 3: Enter Data
a) Record Budgeted and Actual figures for each cost item.
b) Use data validation to prevent incorrect entries (e.g., allow only numbers).

Step 4: Insert Formulas

a) Total Cost: =SUM(range) le’
b) Variance: =Actual - Budget . %Q
. A\
c) Variance %: =(Actual - Budget)/Budget*100 69
d) Cost per Unit: =Total Cost / Units Produced Q
Step 5: Apply Formatting «QQJ
a) Use currency formatting () for cost figures. \,O
b) Apply Conditional Formatting: %O&

e Green for Favourable (Actual < Budget).
¢ Red for Unfavourable (Actual > Buﬁet).
Step 6: Add Summaries e}\’
a) Create a Grand Total row fo%é@éh category and overall costs.

b) Optional: Add a Pie Chaxt
Direct vs. Indirect Co t8)-

Example: (Fig. 3.3) \Q

"

r Bar Chart to show cost distribution (e.g.,

A B C D E F G H
Cost Department Budgeted Actual () Variance | Variance C&:l'st_.Jr Remariks
1 | Category <) ) (%) Unit ()
2 Direct Costs
Raw Production 50,0000 55,000 5,000 10% 90| Higher material
3 Materials prices
Direct —production 30,000 28000 -2,000 -6.70%|  11o|Fficientlabour
4 |Labour usage
5 |lndirect Costs
‘< 6 Rent Admin 15,000 15,000 0 0% —|Fixed cost
Utilities  |Factory 10,000  12,000| 2,000 20% _|Bxtra machine
7 hours
Total Cost 1,05,000| 1,10,000| 5,000 4.80% a4o|Overal
8 unfavourable

Fig. 3.3: Sample Layout in Excel
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In short, an Excel Cost Report captures all expenses in organized categories and
departments, uses formulas to calculate totals, variances, and cost per unit, and
applies formatting or charts for easy analysis. This helps management track
spending, control budgets, and improve profitability in real time.

FORMULAS TO CALCULATE COSTS AND VARIANCES

In Excel, formulas are essential for calculating costs and variances in cost and
variance reports. They help automate calculations, reduce errors, and ide
accurate, real-time results. Below are the key formulas and thei tailed

explanations: «Q\\’%
O

1. Total Cost per Item: This formula helps calculate hox& uch is spent on
each item. O

O
Formula: Total Cost = Quantity x LLQ’t&Cost
« O
O
ch: Total Cost = 50 x 10 = ¥500

A. Basic Cost Calculation Formulas

For example, if 50 pens are bought at *10
If B2 is quantity and C2 is unit cost: ='§2 2 (Fig. 3.4)
- ON

D7 - I =5UM(D3:D6)

A

B

C

D

E

F

G

Example Table: Calculating Total Costs and Variances Using Excel

H

Item

Quantity

Unit Cost (%)

Total Cost (%)

Budgeted Cost (%)

Actual Cost (X)

Cost Variance ()

Variance %

Raw Materials

100

50

5000

5200

5000

200

3.846153846

Factory Labour

40

200

8000

8000

8200

-200

-2.5

Electricity

300

5

1500

1600

1500

100

6.25

DU W =

Office Rent

1

15000

15000

15000

15000

0

0

U
Q Fig. 3.4: Total Cost

2. Total Cost for group of Items: To find out the total money spent on a
group, suchx@rect Costs or Indirect Costs.

—
F@Bﬁlla: Total Cost = Sum of all individual item costs
A

In Exce)@ig. 3.5): =SUM(D2:D6) (This adds up values in cells D2 to D6)

D7 Je =SUM|(D3:D6)
A B C D E F G H

Example Table: Calculating Total Costs and Variances Using Excel

Item

Quantity

Unit Cost (%)

Total Cost (%)

Budgeted Cost (%)

Actual Cost (%)

Cost Variance (%)

Variance %

Raw Materials

100

30

5000

5200

5000

200

3.846153846

Factory Labour

40

200

2000

2000

8200

-200

-2.5

Electricity

300

3

1500

1600

1500

100

6.25

Office Rent

CRE- N R R TR

1

15000

15000

15000

15000

0

1]

29500

Fig. 3.5: Total Cost for a Group of Items
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B.

Cost Classification Formulas in Excel

In structured Excel reports, to calculate totals based on categories like
“Direct” or “Indirect” costs. Excel provides a very useful formula for this:

SUMIFS for Category Totals: To calculate total cost for a specific type like
“Direct” or “Indirect”.

Formula: =SUMIFS(Total_Cost_Range, Category_Range,“Category”) 2},

Example: If column D has total cost and column E has égt type

(Direct/Indirect): (Fig. 3.6) NQ

e Direct Cost Total: =SUMIFS(D2:D7,E2:E7 “Direct”) Q’O'

o Indirect Cost Total: =SUMIFS(D2:D7,E2:E7,“Indirect”) ©6
B10 - Je =SUMIFS{D2:D7,E2:E7,"Direct")

A B C D E

1 |ltem Quantity Unit Cost () Total Cost () Cost Type
2 |Raw Materials 100 50 5000 Direct
3 |Labour 40 200 8000 Direct
4 |Electricity 300 5 1500 Indirect
5 |Rent 1 15000 15000 Indirect i
6 |Packaging 200 10 2000 Direct
7 |Transport 10 1000 10000 Indirect
B -
9 |Summary
10 |Total Direct Cost (15000
11 |Total Indirect Cost | 26500
12 |Grand Total Cost (41500

@ig 3.6: SUMIFS for Category Totals
Cost per Un@f Item Formula

Cost p @t This helps in finding out how much it costs to produce one
unit %roduot.

c?ormula‘ Cost per Unit = Total Cost + Number of Units Produced

‘.‘

Example: If total cost is 310,000 and 200 units are made:
=10000/200 = %50 per unit
In Excel: If B10 is total cost and B11 is number of units:

=B10/B11
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Variance Calculation Formulas

Variance shows the difference between what was expected (budgeted) and

what actually happened (actual). There are different types of variances:

Cost Variance: To see if the actual cost is more or less than the planned cost.

Formula: Cost Variance = Budgeted Cost — Actual Cost

O

Example: 1f Budgeted Cost = 35,000 and Actual Cost = 35,500 <
= 5000 - 5500 = -%¥500 (Unfavourable Variance) °,\é<>
In Excel (Fig. 3.7): =B2 - C2 (where B2 = Budgeted Cost, C2 = al Cost)

N

-

A

F =E3-F3

E

C

D

E

F

G

Example Table: Calculating Total Costs and Variances Using Excel

H

Item

Quantity

Unit Cost (%)

Total Cost ()

Budgeted Cost ()

Actual Cost ()

Cost Variance (%)

Variance %

Raw Materials

100

50

5000

5200

5000

200

3.846153846

Factory Labour

40

200

8000

8000

8200

-200

-2.5

Electricity

300

5

1500

1600

1500

100

6.25

Office Rent

1

15000

15000

15000

15000

0

0

~ o W g W P =

2.

3.

H3

29500

V{@ce

Favourable and Unfavourable Varianie{b'

Fig. 3.7: Cost

o If the variance is positive, it me&gé savings — Favourable Variance

e If the variance is negati@ it means overspending — Unfavourable

Variance Q{&

Variance in % (Percer@%%ariance): To express variance as a percentage.
Helpful for comparinaa oss different items or departments.
A
J

Formul ariance % = (Variance + Budgeted Value) x 100

»
Example: \g’iance = 3500 and Budgeted Value = 310,000

S

(Fig. 3.8): =(B2 - C2) / B2 * 100

(500 / 10000) x 100 = 5%

In

= I =G3/E3*100

A

B

i

D

E

3

G

Example Table: Calculating Total Costs and Variances Using Excel

H

Item

Quantity

Unit Cost (X)

Total Cost (%)

Budgeted Cost (%)

Actual Cost (X)

Cost Variance (%)

Variance %

Raw Materials

100

30

5000

5200

2000

200

3.846153846

Factory Labour

40

200

8000

8000

8200

-200

-2.5

Electricity

300

5

1500

1600

1500

100

6.25

Office Rent

1

15000

15000

15000

15000

0

0

~ ot b WP =

29500

Fig. 3.8: Variance in Percentage (%)
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Formulas are the backbone of cost and variance reporting. They allow businesses
to measure, compare, and control their spending. Using Excel formulas such as
=Quantity x Unit Cost, =Actual — Budget, =SUM(), and percentage calculations
allows automatic computation of totals, cost per unit, and variances. Combined
with conditional formatting, these formulas create a powerful cost and variance
report that supports better budgeting and decision-making.

FORMAT OF VARIANCE REPORTS b,

A Variance Report summarizes the difference between budgeted /stan costs
and actual costs to track performance, identify overspending, @n@ support
decision-making. Below is a detailed format commonly used in W or printed

reports (Fig. 3.9): Q
A B C D E - F
Budgeted/
Actual R k R b
Particulars Standard . Variance (3) Variance % emar=s !. cason for
Cost (3) Variance
Cost J)
. . =22000-20000| =2000/20000*100 Price increase in raw
Direct Materials 20,000 22,000 . 2,000 . 10% materials
Direct Labour 15,000 14,000 -1,000 -6.67% Overtime reduction
Power & 5,000 6,000 1,000 20% Higher production demand
Electricity
Total 40,000 42,000 2,000 5% -
67
Fig. 3.9: Sample Ifﬁ)émat of Variance Report
e Particulars: Lists each c element (e.g., Direct Materials, Labour,

Overheads, Department

e Budgeted/ Standa@ﬁost: Pre-determined cost or the expected spending
for the period.

e Actual Cosi):é cost actually incurred during the reporting period.
e Variance %: Difference between Actual and Budget (=Actual — Budget):

Q’ itive (+) — Unfavourable (Overspending)
Negative (-) — Favourable (Savings)
o @riance %: Percentage difference for better comparison (=(Actual -
Q%budget) / Budget x 100).

¢ Remarks / Reason for Variance: Explains causes such as price changes,
inefficiency, seasonal factors, or unexpected events.

Suggested Layout in Excel
1. Header Section:

e Report Title (e.g., “Monthly Cost Variance Report — September 20257
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e Company/Department Name
e Reporting Period & Date of Preparation
2. Body:
o Table with columns as shown above.
e Use formulas for automatic calculations: (Fig. 3.9)
Variance (3): =C2-B2 b’
Variance %: =(C2-B2)/B2*100 ,\’G}\’
3. Summary Row: NQ\

e Total Budgeted Cost, Total Actual Cost, Total Variance.Q

e Add a comment or conclusion (e.g., “Overall cost 19\&/ higher due to raw
material price hike.”). \/Q

Additional Features for Excel O\/

o Conditional Formatting: Highlight positive ariance in red (unfavourable)
and negative variance in green (favourable

e Charts & Graphs: Bar/Column chart'@isually compare Budget vs Actual.

PRESENTING COST AND VARIANG@INFORMATION USING TABLES AND
CHARTS

In business and finance, it’s ifPportant not only to calculate costs and variances
but also to present them c y. Presentation plays a big role in how well the
information is understo nd used. Excel is the most common tool for this
purpose, as it allow mblnlng structured tables with easy-to-read charts.
Tables and charts € data easy to read, compare, and analyse, especially
when shared Wl%)%‘t ers like managers, teachers, or classmates.

1. Tables Q@

Tabl ive a structured and detailed view of budgeted and actual costs, along
wi riances.

Columns include: Cost Element, Budgeted Cost, Actual Cost, Variance
(%), Variance (%), and Remarks.

e Formulas used:
Variance =Actual — Budget

Variance % =(Actual — Budget)/Budget * 100
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e Formatting: Conditional formatting highlights overspending (red) or
savings (green), while bold headers and aligned figures improve
readability.

2. Charts

Charts transform numbers into easy-to-read visuals. Also it makes easier to
visualize trends and patterns.

e Column/Bar Charts: Show side-by-side comparison of Budget VS.@@EU&I
costs. .
. o 3 N
e Variance Charts: Highlight differences (positive = favourahls,” negative =
unfavourable).

e Pie Charts: Show cost distribution across categorie\sd@g., how much % is
spent on raw materials vs. labour). o

e Line/Combo Charts: Compare trends acrogss multiple periods (e.g.,
monthly cost vs. budget with variance lineéo

Example: @

e A Clustered Column Chart can-display Raw Materials, Labour, and
Electricity costs, with separate b@'% for Budget and Actual.

e A Variance Waterfall Chart«c4ii show how each cost element contributes
to total variance.

A good practice in presentir@t and variance reports is to use a combination
of tables and charts Wit@ single report or dashboard. The table should be
placed at the top for &t ailed analysis, while the chart can be positioned below
or alongside it for % isual interpretation. Short remarks or insights should
be added to explain major variances so that readers can easily understand the
reasons behi@{ em. While tables provide detailed and accurate information,
charts off ear visual overview. Jointly, they make reports more insightful
and ena@/\management to take quick, well-informed decisions.

PR@ICAL EXERCISE

Acg'vity 1: Build a Cost Report in Excel — “Mini Business Manager”
Materials Required

e Access to Excel (or Google Sheets)

e Sample data set (items, quantity, unit cost, category)
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Item Name Quantity Unit Cost (k) | Category
Raw Material 100 50 | Direct
Packaging 200 10 | Direct
Transport 10 500 | Indirect b,
Rent 1 10,000 | Indirect :Q@
N
Electricity 500 8 Indirec‘b\',\’
o
Procedure Q
1. Gather in Computer Lab. NQQJ
2. Distribute a sample dataset to each student. \,O
3. In Excel, create a table with the following coh@@)&/
e [tem Name @
e Quantity . &
Unit Cost {\’
° ni (O]
x<
e Total Cost (formula: =Quant Unit Cost)
e Category (Direct or Indi@)
4. Add a summary row wottom using the =SUM() formula to calculate the
Grand Total Cost.
5. Apply colour-codi ﬁxighlight Direct Costs (e.g., raw materials, packaging) in
one colour a direct Costs (e.g., rent, electricity) in another for clarity.
6. Save the @e file.
7. Take “p%ntout of the completed cost report.
8. S @u cost report of the teacher.

Aﬁwty 2: Calculating Cost Variances Using Excel Formulas.

Materials Required

Computer with Excel (or Google Sheets)

Sample dataset (budgeted cost vs actual cost for different items)

Item Name | Budgeted Cost () | Actual Cost (3)
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Raw Material 5,000 5,500
Packaging 2,000 1,800
Transport 3,000 3,500
Rent 10,000 10,000 b,
Electricity 4,000 4,500 \06
E
Procedure NO\’
1. Enter the dataset in Excel with columns: Item Name, Bud,Q%&i Cost, Actual
Cost.
“Q@
2. Add Variance columns and enter formula: O

e Variance (}): =Actual Cost - Budgeted Cost x|

e Variance %: =(Actual Cost - Budgeted Cos@gudgeted Cost * 100
3. Label variances as Favourable (F) or Unf{v@rable (U):

e If Actual > Budget - U (Unfavour%@‘

e If Actual < Budget —» F (Favou}gbq}e)

(Students can use =IF|() furﬂs%(ﬁn, e.g.: =IF(C2>B2,“U”,“F”) where C2 =
Actual, B2 = Budgeted).%

4. Apply Conditional Fo@( ing to show Unfavourable variances in Red and
Favourable in Green%to ighlight variances.

5. Add a summary at the bottom to calculate:
e Total Bud@\éd Cost =SUM(B2:B6)
. Total&%al Cost =SUM(C2:C6)
. @\Variance =Total Actual — Total Budget
%pret the results.

i
7. Save the Excel file.

8. Take a printout and submit it to the teacher.
Activity 3: Visual Storytelling — Create a Cost Variance Chart
Materials Required

e Completed cost/variance reports (from earlier Activity 2)
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Microsoft Excel / Google Sheets (or graph paper with markers if digital tools
unavailable)

Procedure

1.

. Customize Charts ,.(\/
<

Prepare Data
e Use the Budgeted Cost and Actual Cost columns from the cost report.

e Ensure each cost item (e.g., Raw Materials, Packaging, Transport, @ent,
Electricity) is listed. \(,\’
Create a Bar Chart (Excel) .'\,6

e Select the range including Item Names, Budgeted Cost, Ngctual Cost.
e Go to Insert — Column/Bar Chart — Clustered Bar/Golumn Chart.

e This will display Budget vs. Actual side by side t;c&@ach item.

. Create a Line Chart (Trend) O\,

e Use Budget vs. Actual values in a line cha

e This helps compare the trend of actu&LQpenses against budgeted limits.

O

e Add Chart Title (e.g., “Cost Va@nce Report — Budget vs. Actual”).

X
X-axis —>{ S
Y—axis@Cost ()
e Add a Legend t@fferentiate between Budget and Actual.

e Label axes:

. Interpret thecg}gjc

o Identi erspending (Actual > Budget — Unfavourable variance).

. S@avings (Actual < Budget — Favourable variance).

CH YOUR PROGRESS
A.gill in the Blanks

1. The function used to calculate the total of selected cells in Excel is

2. In a cost report, the column that shows how much is spent per unit is
called
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3. The difference between actual cost and budgeted cost is called

4. To highlight important totals in Excel, we can use or
borders.

5. A chart that compares budget vs. actual values clearly is called a
chart.

B. Multiple Choice Questions @b

1. What is the main benefit of using Excel for cost reporting? -
a) Sending emails O
b) Drawing cartoons Q
c) Auto-calculations and clarity 2 )
d) Making posters \,O

2. In a cost report, which of the following is %&ct cost?
a) Electricity for office ©

b) Raw materials .\’&
&

d) Security guard salary O
3. What does the Excel fur;éyon =SUM(B2:B10) do?

a) Divides values 'Q(Dv

b) Adds up all values from B2 to B10

c) Counts al@ ers

c) Internet charges

d) Mul té columns
4. Wh d of formatting helps make totals stand out in a cost report?

@ght font
Q@) Italics only

c) Bold and shading
d) Delete the row
5. Which chart is best for showing cost variances visually?
a) Line graph
b) Bar chart
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c) Pie chart
d) Flowchart
C. Match the Columns

S.No. | Column A S.No. | Column B
1 Total Cost A Makes report headings stand out b
2
\ ¥
2 Variance B Difference between actual an n
AA
\Y
Conditional O
3 C Price x tit
Formatting rice x Quantity QO
, @]
4 Bar Chart D Shows compansoﬁ@learly
Q)
\,\/
5 Column.Header E | Highlights important values
Formatting

D. State whether the following stateme%@e True or False
Excel can only calculate totals bu;in&' differences.
A variance report helps find W%’@]% we overspent or saved.
In Excel, bold headers mak@report easier to read.
Cost reports should on‘lggir&riclude indirect costs.
Pie charts are the ?’tool for showing trend over time.
E. Short Answer Qu@%ons
1. What are %ﬁ%mmon columns included in a structured cost report?
0

a kb=

2. Write rmula to calculate variance in Excel with an example.
3. W Aould we format variance reports with colours or borders?
4 &ioes using charts in Excel help in decision-making?
Q. hat is the use of =SUMIFS in a cost report?
F. Long Answer Questions

1. Describe how to structure a cost report in Excel using appropriate
columns and formulas.

2. Explain with an example how to calculate and format variance in Excel.
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. Why is it useful to present cost and variance data using charts? Give two

types of charts and their advantages.

. Describe the importance of clarity and design in Excel reports. How does

it help a business user?

G. Check Your Performance

1.

<

A small bakery wants to prepare a cost report for the month. It has
expenses such as flour, sugar, packaging, electricity, and rent. As’ the

business manager, how would you structure the Excel re (what
columns, rows, and categories would you include) so that 028é>are clearly
classified and easy to analyse? O

. A clothing shop budgeted 320,000 for fabric but actua%y pent 222,500.

Write the Excel formulas you would use to calculated)

e Total Cost (if 500 meters at ¥45 each were Q/Lﬁq%ased).

e Variance in percentage (%).

e Variance in absolute terms (3). %O

. The accounts team prepares a variar@report but it looks messy and hard

to interpret. As a financial analyst)\swhat formatting techniques would you
apply (layout, headings, hi ting, columns) to make the variance
report clear, professional, éeasy to read?

. You are presenting the Qést report for your department to management.

The table shows th%@@&’cricity and transport costs exceeded budget, while
rent and packaging'were within limits. How would you combine tables and
charts in your entation to quickly highlight these variances and help

managemer@ake decisions?
S
R\
CJ\'

P
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SESSION 4: PROFITABILITY FACTORS AND VALUE DRIVERS

Every business aims to earn a profit, but many things decide how much profit it
can actually make. Profitability is not only about the money a business brings
in; it also depends on how wisely it controls its costs, sets the prices of its
products, and manages other important activities.

FACTORS AFFECTING PROFITABILITY

Profitability is the ultimate measure of a business’s financial success, reflecting
its ability to generate income after covering all expenses. It is not det ined by
a single factor but by a combination of key elements that influen enue and
costs. Among the most important drivers are sales volume, Iéi?g, and costs,
each of which directly impacts the profit margin. Understahding how these
factors interact helps businesses make informed cisions, optimize
performance, and ensure long-term sustainability. \/O

1. Sales Volume O\/
Sales volume refers to the number of units of 'goods or services sold during a
period. It is one of the most direct and im ant drivers of profitability.

a) Impact on Profitability: Higher {8s volumes generally lead to higher
revenues, which in turn can i C@'Efs,e profits, provided that the costs do
not rise disproportionately. example, when production scales up,
businesses often benefit economies of scale (lower cost per unit),
which boosts profit margﬁsfs.

b) Challenges: Howe@selling more at lower prices, or without controlling
costs, might reduce” overall profitability. For instance, if sales volume
increases but t %ompany spends heavily on marketing or discounts, the
net profit ot grow.

c) Mana €nt Decision: Businesses need to balance between increasing
sal me and maintaining healthy profit margins. Sales growth should
a ompanied by efficient cost management.

1c1ng
Pr1c1ng is the amount charged to customers for a product or service. It
directly determines the revenue earned per unit and therefore influences
profitability.

a) Impact on Profitability: If prices are set higher, profit per unit
increases, but this may reduce sales volume if customers are price-
sensitive. On the other hand, setting lower prices may boost sales but
shrink margins.

143



MIS DATA ANALYST - FINANCIAL SERVICES GRADE-XII

b) Key Considerations: Pricing should account for production costs,
competitor prices, customer demand, and perceived value. Wrong
pricing decisions (too high or too low) can negatively affect profitability.

Example: A luxury brand can charge premium prices and still remain
profitable due to customer perception of exclusivity. A discount retailer,
however, relies on lower pricing but must ensure very high sales volumes
to remain profitable. b,

3. Costs <
Costs represent the expenses incurred in producing and deli ‘ng’hg goods
or services. They include fixed costs (rent, salaries) and Va'r\iga@e costs (raw
materials, packaging, utilities). Q

a) Impact on Profitability: Higher costs directly. ce profits unless
sales and prices increase proportionally. Effective cost control is
therefore essential for sustaining proﬁtabili%f’.&/

b) Cost Categories Influencing Profits: %O

e Production Costs: Inefficient {@mtion or wastage increases the
cost per unit. Q

N
e Operating Costs: Excessi@&administrative or marketing expenses
can eat into profits. (b)s’

e Non-Operating C%t/ High interest payments or penalties reduce
net profit. Q

c) Management '&s: Companies must regularly monitor costs, cut
unnecessaééy penses, and find more efficient ways of producing and

delivering Ucts.

Example@he cost of raw materials rises sharply (e.g., due to inflation
or su shortages), profitability declines unless the company adjusts its
pricing or improves efficiency.

Proﬁt%{y depends on a delicate balance of sales volume, pricing, and costs,
all@l@ ich are closely interrelated. Increasing sales volume can boost revenue,
butyit must be managed carefully to avoid incurring excessive costs that offset
the gains. Pricing strategies should strike the right balance between
competitiveness in the market and maintaining sufficient margins to ensure
sustainability. At the same time, effective cost management is crucial so that
higher sales and revenues actually translate into real profit. In practice,
businesses monitor all three factors together, as changes in one often affect the
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others for example, lowering prices may drive up sales volume, but it will only
improve profitability if costs remain under control.

VALUE DRIVERS

When discussing the success of a business, the focus is often placed solely on
profits. However, to build a long-term and sustainable enterprise, profit alone is
not sufficient. It is equally important to identify and understand the factors that
drive profitability. These factors are known as value drivers. e

Value drivers are the key factors that create, sustain, and enhance a pany’s
ability to generate profit. They go beyond short-term revenue and c&vcontrol by
focusing on the long-term drivers of growth and competitiveness, r important
value drivers (Fig. 3.10) are customer acquisition, customer retention,
operational efficiency, and product innovation, each of Whi&@plays a critical role
in profitability. K.O

Customer Acquisition ’:d‘:’ert's'”g af:eYV -
Getting new customers to d?sc?)r:niz orerNg
try or buy a product e
Customer Retention Giving rewards or @T%
Keeping customers loyal points to regular ;@@
and happy users
Operational Efficiency A well-planned kitchen @ =)
Reducing waste and increasing g?(;ne[‘:le;!‘i? more ‘\.a
productivity ¥ ol B
Product Innovation A mobile app launching @
Creating new or improved products @ new feature for faster E
login

A\
é&,ov Fig. 3.10: Value Drives
1. Custome@cquisition

Every /’@iness need customer to earn money. But customers don’t just
ap / the business has to attract them. The process of bringing in new
mers is called customer acquisition. This is often the first step in
<%wlking a business profitable. Without customers, there can be no sales or
income.
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Example: Imagine a new bakery opens in a small town. To attract customers,
the owner puts up banners, gives out free samples, and runs a discount offer
- “Buy 2 pastries, get 1 free”. Slowly, more people come in to try the food. This
is customer acquisition.

Businesses use many ways to acquire customers:

e Advertisements (online, TV, flyers)

O

e Social media \QQJ
e Discounts for first-time buyers \,\/@
e Referral offers (e.g., “Bring a friend and get 350 off”) \&O

When more people know about a product, the chances é uying increase.
But customer acquisition can be costly, so businesse st do it wisely and
track how effective it is.

xO

2. Customer Retention \,

Once customers come to the business, the @ 1 is to make them come back
again and again. This is called customer retention: keeping existing
customers loyal and happy.

It costs less to retain an old cu &er than to find a new one. Regular
customers also help by recommefighing the business to others.

Example: A mobile netwo%\k%c mpany offers good service and gives reward
points to long-time usersy A customer who is happy with the service is
unlikely to switch to a@ er network. That’s customer retention in action.

Ways to retain cu%&%lers:

e Good custog@'service

e Loyaltyeards and reward points

e Re communication through SMS or email
. onalised offers

éschool stationery shop remembers its regular students and offers them a
mall discount during exam season, it builds a connection. That emotional
bond helps in customer retention.

3. Operational Efficiency

It means running the business in a smart, cost-effective, and productive way.
It’s not just about doing things fast; it’s about doing them well with the least
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waste of time, money, and materials. A business that is efficient can serve
more customers, reduce costs, and increase profit.

Example: A tailor who organizes cloth, threads, and tools neatly saves time
between orders. He is able to complete more dresses per day than someone
who works in a messy workspace. This is operational efficiency.

Larger businesses use:

e Machines or software for faster work @b'
e Well-trained employees -\’éo

e Good inventory (stock) management 69

¢ Clear roles and teamwork Q

Efficiency does not always mean using machines. E¥en small things like
planning the day better or avoiding repetition can r@e a big difference.

4. Product Innovation ﬁo\’

In a changing world, businesses must kee@r1 proving. Product innovation
is the process of creating new products~or-improving existing ones. It helps
businesses meet changing customer n&@fs and stay ahead of competitors.

People are always looking for so@t ing better, faster, cheaper, or more
interesting. A business that k@@fnnovaﬁng remains fresh and attractive to
its customers.

X
Example: A soft drink co}g‘&ny introduces a sugar-free version of its popular
drink. Health-consci customers are happy to try it. This is product
innovation — keeping\the core product but improving it for a new audience

Product innova@a can be:

e« Launchj g%ew varieties (e.g., new flavours, colours, features)

e Addi @echnology (e.g., smart watches, QR code payments)

. G{&ng eco-friendly options (e.g., paper straws, biodegradable packaging)
G‘,Improving design or user experience

Innovation builds a business’s brand and reputation. It helps create
uniqueness in the market; which is very important for long-term success.

IMPACT OF VALUE DRIVERS ON PROFITABILITY

Profitability in any business is not achieved by chance; it is driven by certain key
factors known as value drivers. These are the strategic areas that directly
influence sales, costs, customer satisfaction, and long-term growth. Among the
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most important value drivers are customer acquisition, customer retention,
operational efficiency, and product innovation. Each of these plays a unique role
in shaping profitability by bringing in new revenue, strengthening customer
loyalty, controlling costs, or creating competitive advantage. Understanding how
these drivers impact profitability helps businesses make smarter decisions and
sustain success in a competitive market.

1. Customer Acquisition: Increases Revenue Opportunities b,

The more customers a business attracts, the larger the potential m@; et for
its products or services. Higher customer numbers usually t%&late into
higher sales volume. O

Example: An e-commerce platform running targeted ad&acquires 10,000
new customers. Even if each spends only 3500, the revgeﬁe gain is 350 lakhs.

Impact: Acquisition drives top-line growth (total sale§)revenue), which is the
first step toward profitability. However, if acquisition costs (ads, promotions)
are too high, they may reduce net profit.

2. Customer Retention: Lowers Costs and @creases Lifetime Value

Retaining customers is cheaper than egidstantly acquiring new ones. Regular
buyers spend more over time and of@'(ﬂ bring in referrals at no extra cost.

Example: A telecom company retdins customers through loyalty rewards and
quality service. These customers continue to recharge every month,
generating stable income.

o
Impact: Higher ret@&)n reduces marketing expenses and creates
predictable, recurring revenue. This improves profit margins and ensures
long-term financi bility.

3. Operational ciency: Reduces Expenses and Improves Margins
Efﬁcient&@%ations mean producing goods or services with less waste of time,
materials; or money. Cost savings directly improve profitability because
ex s are lower for the same level of revenue.

@mple: A factory using automation machines reduces labour costs and
aw material waste by 15%. This increase profit even if sales remain constant.

Impact: Operational efficiency strengthens cost control, allowing businesses
to earn more profit from the same or even lower sales revenue.

4. Product Innovation: Drives Growth and Competitive Advantage
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Innovative products attract new customers, encourage existing customers to
spend more, and help businesses stand out in the market. Innovation can
also allow higher pricing if customers perceive added value.

Example: A smartphone brand launches a new model with unique features,
enabling it to charge a premium price. This boost both sales volume and per-
unit profit.

Impact: Product innovation increases both revenue and profit mar é by
enabling businesses to capture new markets, retain customer into&, and

command better prices. \'\,%

Overall, the combined impact of these value drivers is cruci r long-term
business success. Customer acquisition brings in new reven¥g streams, while
customer retention secures a steady flow of income an imizes marketing
costs. Operational efficiency helps reduce UNnecesgary expenses, thereby
improving profit margins, and product innov 60 opens new market
opportunities and strengthens competitiveness« When businesses strike the
right balance between these four drivers, proﬁ@ ity not only grows in the short

term but also becomes sustainable, ensurini ilience and continued growth in

the future. Rox
,(,’\/
PRACTICAL EXERCISE \,@
Activity 1: Presentation on P@s(qal Value Drivers for Different Types of
Businesses. %
Materials Required ,(,(D"

e Laptop or Deskto 1<t‘12 presentation software (PowerPoint, Google Slides,
Canva, etc.) E}

e Internet Con@tion for research on industry/business case studies
o Whiteb(ﬁ@Chart Paper and Markers (optional, for brainstorming)
. Projeeb\ (if presenting to the class)

o outs or Notes (optional, for sharing with peers)

Pr&edure

1. Divide students into small groups of 3-5 members each.

2. Assign or let each group choose a type of business (e.g., retail, e-commerce,
manufacturing, services, hospitality).

3. Identify potential value drivers for the assigned business. Examples include:
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e Customer Acquisition and Retention

e Operational Efficiency

e Product Innovation

e Brand Value and Marketing

e Employee Productivity

Use online resources, case studies, or textbooks to collect examples. @b'

4. Discuss within the group why each value driver is important for t é\s,signed
business. And relate value drivers to profitability, growth, D) ompetitive

advantage. Q
5. Create slides covering: <

e Brief introduction of the business type \,O

e Identified value drivers X

O
e Examples or case studies showing imp%ﬁthese drivers
e Key takeaways / conclusion N

6. Each group presents their slides to ,t»ﬁ’e class (5-7 minutes per group) and
encourage questions and feedbac m peers.

7. Teacher facilitates discussion@similarities and differences in value drivers
across businesses. Also highlight how understanding value drivers helps in
strategic decision—makin&/@"

Activity 2: Group Di%c@sion on Measuring and Tracking Different Value

Drivers. b,

Materials Requi

e Whitebo @Chart Paper and Markers for group notes and visual
represeétion

e No k and Pen for individual/group notes

o Q%e Study or Example Data sample business performance metrics (optional)

e Presentation Tools i.e. laptop/tablet for digital note-taking (optional)

Procedure

1. Divide students into small groups of 3-5 members each.

2. Assign each group a specific type of value driver or allow them to choose:
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e Customer Acquisition and Retention
e Operational Efficiency
e Product Innovation
e Employee Productivity
e Brand Value and Marketing
3. Each group discusses: @b'
e How the assigned value driver impacts business performance?, %Q

>

e Possible ways to measure the effectiveness of the drive{@g., metrics,

KPIs). <

&

e How to track progress over time? O

Examples of measurement: \,O

e Customer Retention: Retention rate, churn @é’: repeat purchase rate

e Operational Efficiency: Cost per unit, p@ess cycle time, error rate

e Product Innovation: Number of new @t;ducts launched, R&D ROI

e Employee Productivity: Output p&@&\r,nployee, employee engagement scores

e Brand Value: Brand awaren @,’social media engagement, market share
4. Groups list down key metri%,and methods to track them.

5. Use charts or diagral%@\'/isualize connections between value drivers and
outcomes.

6. Each group shar &eir findings with the class (5 minutes per group).
7. Teacher encq%&ges cross-group discussion and clarifies doubts.

8. DiscussQ@w tracking value drivers helps businesses make strategic
decisioRS™ Also, highlight the importance of using measurable data rather
than $ntuition alone.

CI@K YOUR PROGRESS
A. Fill in the Blanks

1. The total number of products sold by a business is called its

2. The cost that changes with production levels is known as a
cost.
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3. The process of attracting new customers to a business is called

4. When a customer keeps coming back, it is called customer

5. Improving the use of time, labour, and materials is called operational

B. Multiple Choice Questions @b

AV

1. Which of the following increases revenue by selling more units{%

a) Fixed Cost

¥
b) Sales Volume Q

c) Customer Retention “QQJ
d) Operational Efficiency \,O
2. A key benefit of product innovation is: %O&
a) Making goods cheaper @
b) Reducing staff .\’&

c) Attracting customers with ng\gjéatures
d) Cutting electricity bills O
3. Which activity is related;{ﬁ,customer acquisition?
a) Giving rewards &(Qalar buyers
b) Running ads %a tract new buyers
c) Offering r r services
d) Reduc@ production waste
4. Ifa b@ ess runs smoothly using less resources, it is showing:
CQustomer retention
6) Product promotion
Q c) Operational efficiency
d) Pricing flexibility
5. Which of these directly helps improve customer retention?
a) Good customer service

b) Hiring more staff
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c) Raising product prices
d) Reducing advertising

C. Match the Columns

S.No. Column A S.No. Column B
1 Pricing A Attracting new buyers b’
2
\&
2 Variable Costs B Example: raw material cost %Q

AN
hd

. . NY
3 Customer Acquisition C Setting a product’s sale 3@ount
Vo |

Getting repeat busié\éé from the

4 Customer Retention D
same buyer A )
O
5 Product Innovation E Launching rew or improved products

A
-

D. State whether the following statements @e rue or False

1. Sales volume has no effect on total pf*o@ :
Offering a discount for first-time l:@ers helps in customer acquisition.
Retained customers increas § need for more advertisements.

Product innovation helps a business stand out in the market.

a kK LN

Operational efficiency ns spending more time to increase quality.
E. Short Answer Questi@s

1. Define sales vo e. How does it affect business profitability?

2. What do y nderstand by customer retention? Give one example.

3. Expla'@ow operational efficiency helps in increasing profit.

4. Whét, is meant by product innovation? Give an example.

5 ﬁaw do fixed and variable costs impact a business’s earnings?
F.Qong Answer Questions

1. Describe three major factors that affect a business’s profitability with
examples.

2. Explain the concept of value drivers. How do they help a business grow?
3. Describe how customer acquisition and retention work together to improve

profitability.
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4. “Product innovation can help a business charge more.

”»

Explain this

statement with an example.

G. Check your Performance

1. A mobile phone company is reviewing its performance.

Sales Volume has increased, but profit margins remain low.
Pricing is competitive, and the company cannot increase prices fu@xer.

Production Costs have risen due to higher raw material price%{\

Management is exploring value drivers such as \}iring new
customers, improving retention through loyalty progg&, investing in
product innovation, and reducing operational inefficiéncies.

Question: As a business analyst, explain: S

)
1. Which factors affecting profitability are inﬂueq&i’f}g the company’s current
situation?

ﬁ >
2. How can value drivers (customer isition, customer retention,
operational efficiency, product innova&{on) help improve profitability?

3. What would be the overall impact x;@b'profitability if these value drivers are
successfully implemented? X
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MODULE 4: MANAGEMENT REPORTING AND PROCESS
OPTIMIZATION

In any successful organisation, two important things matter a lot: proper
management reporting and process optimisation.

Management reporting means regularly sharing important information with the
people who take big decisions in the company. These reports usually i de
things like how much profit the company is making, how well employ€es are
performing, or how the overall business is doing. But it’s not just abou Showing
numbers. A good report tells a story using the data. It shows what48rgoing well,
what needs improvement, and what steps the company shoul take next.

Process optimisation is all about making the company’s work easier and faster.
It means finding where time or money is being wasted, ?@ng those problems,
and improving how tasks are done. This helps save time,;reduce costs, and make
customers happier. o)

When both management reporting and proce ﬁimisation work together, the
company can improve continuously. For e a@;le, a report might show that a
certain department is not doing well. T , the company can look into the
process in that department and m changes to improve it. Also, when
processes become smooth, the repo ecome more accurate because the data

is clean and clear.

Nowadays, technology helps . Tools like dashboards, automation, and data
software help in collecti d showing information quickly and clearly. This
helps managers take theﬁht actions without delay. In the end, the main goal
is to help company 1 rs take smart decisions and to make sure all work is
done in the best_poOssible way. With proper reports and smooth processes,
companies can é:gw faster, improve their services, and stay strong in the market.

This modulg “eovers four sessions: Session 1 deals with the importance of
accurac ,’\data integrity, and timeliness in generating management reports.
Sessiq%’focuses on methods of distributing reports securely and ensuring they
re @ e right stakeholders. Session 3 highlights the role of MIS in identifying
inefficiencies and applying insights for process optimization. Finally, Session 4
emphasizes implementing process improvements through MIS tools, monitoring
progress, and overcoming challenges in change management.
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SESSION 1: MANAGEMENT REPORTS

A Management Report is a document that provides detailed information and
analysis to help managers make informed decisions. These reports typically
focus on Key Performance Indicators (KPIs), financial data, and operational
outcomes within an organization. They are designed to give a clear, concise
overview of how the business is performing and highlight areas that need

attention or improvement. b,
Key Characteristics of management reports are given in the following t (Fig.
4.1) ANy

Regularly Actionabl

Purpose-Driven produced e insights

Fig. 4.1: Characteristics of managemeni\/g)orts

e Purpose-Driven: Management reports are cr a@)&d to aid decision-making.
They present data that helps managers s%s performance, understand
trends, and identify problems. @

e Data-Driven: These reports include .d on various aspects of business
operations, such as sales, expenses, éﬂ;)ductivity, and employee performance.

¢ Regularly Produced: Manageme ports are typically generated on a regular
basis, such as weekly, monthl quarterly, to provide up-to-date insights on
business performance. Xo

e Actionable Insights: Th @rain goal of these reports is to provide actionable
insights. They often @ ude recommendations for improving processes,
solving problems, AA?pitalizing on new opportunities.

ACCURACY IN RF&I@RTING

Accurate reportsvare essential because managers and decision-makers rely on
them to pla&%ﬁocate resources, and solve problems. Even small errors can lead
to wron cisions, financial loss, or loss of trust. Accuracy ensures that the
data ttal¥ reflects the situation, making reports reliable and useful for guiding
b %ss actions.

Accuracy in reporting is crucial across all sectors, particularly in banking,
finance, and insurance (BFSI). Precision in financial reports not only reflects the
organization’s integrity but also influences decision-making processes,
stakeholder trust, and regulatory compliance. Below are several key reasons
highlighting the importance of accuracy in reporting:
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1. Informed Decision-Making: Accurate reports provide the information
needed for management and stakeholders to make well-informed decisions.
Poor decisions stemming from inaccurate data can cause financial losses,
missed opportunities, and strategic missteps.

2. Trust and Credibility: Consistent accuracy builds trust with stakeholders,
including employees, investors, and customers. When reports are
trustworthy, stakeholders tend to have more confidence in the organissi:ion
and are more likely to support its activities. %0

3. Compliance and Accountability: Many industries are subject to \@ulatory
requirements that mandate accurate reporting. Followir&&éles and
regulations is important to avoid legal trouble, heavy fines, 5{1} harm to the
organization’s reputation. Accurate reporting fosterQ a culture of
accountability wherein individuals and teams take ow; hip of their data.

4. Performance Measurement: Organizations utili eports to measure
performance against established KPIs. Accurate d4ta allows for an effective
assessment of progress, helping organizations identify areas of excellence as
well as areas needing improvement. %

5. Risk Management: Accurate reporting is@sential for identifying potential
risks and vulnerabilities. By accura,tqbc assessing data related to market
trends, operational performance, o ancial forecasts, organizations can
proactively manage risks and im ent appropriate mitigation strategies.

6. Resource Allocation: Busiu%é‘ rely on accurate information to allocate
resources efficiently. Misallecation due to inaccurate reporting may lead to
overinvestment in poorlg)yperforming areas while underfunding critical
segments, negatively 4 cting overall performance.

7. 7. Strategic Planning: Long-term strategies depend on reliable data analysis
and projectior;.ajia rate reporting ensures that the strategic planning
process is b on fact rather than speculation, increasing the likelihood of
successf o%comes.

8. Enhan@ﬁ) Operational Efficiency: Accurate reporting informs
ma ent about workflow efficiencies and resource utilization, enabling
b@esses to streamline operations and reduce wastage, ultimately

roving productivity.

9. Financial Stability: Financial reports must be accurate to ensure proper
financial management. Errors in these reports can lead to misreading of
financial health, impacting budgeting, forecasting, and profitability analysis.

10.Facilitating Communication: Accurate reports promote effective
communication within the organization. Clear and factual reporting can
enhance collaboration among departments as everyone operates on a
common understanding of objectives, challenges, and progress.
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DATA INTEGRITY

Data integrity means keeping data accurate, consistent, and trustworthy
throughout its use. In simple terms, it ensures that information stored in
systems stays correct and is not changed by mistake or unauthorized people.
Reliable data helps organizations make good decisions, avoid costly errors, and
build trust with customers, employees, and regulators.

There are two main types: @b’

« Physical integrity: Protecting data from physical damage @i%%ystem
crashes or accidents). NO\"\,

« Logical integrity: Keeping data accurate and organized jnside the system
(like avoiding duplicate or mismatched entries). <

Common threats include human errors, system failures, hzlg(ing, or inconsistent
data entry. To protect data integrity, organizations u§&9alidation rules, access
controls, backups, and regular audits. XN

Ja

O
DATA INTEGRITY

Data integrity means keeping data accurate, consistent, and
trustworthy throughout its use.

Common threats include human errors, system failures, hacking, or

inconsistent data entry:
e VALIDATION RULES 9 a
® ACCESS CONTROLS

VALIDATION ACCESS REGULAR
D RULES CONTROLS AUDITS

‘ﬁ) Fig. 4.2: Data Integrity

In sim e\words, strong data integrity means dependable information and
dep ble information leads to better decisions (Fig. 4.2).

E}Qmple: Imagine a company keeps employee salary records in Excel. If one
person’s salary is entered as 350,000 one month and mistakenly typed as %5,000
the next month, the report will show wrong totals. This error could cause
confusion, wrong decisions, or even loss of trust.

To maintain data integrity, the company can:
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o Use data validation (so numbers like salaries can’t be entered incorrectly, e.g.,
not allowing %5 instead of *50,000).

e Set access controls (only HR staff can edit salary records).

e Keep backups (so the correct data can be restored if something goes wrong).
This way, the salary data remains accurate, consistent, and reliable.
TIMELINESS OF REPORTS O

Timeliness means that reports are prepared and shared at the right tﬁ@, when
the information is still useful. A report that is accurate but deliverechteo’late may
lose its value because decisions might already have been made N@pportunities
missed. Timely reports help managers respond quickly to pro ﬁs, spot trends
early, and take advantage of opportunities before competitoxs,

Example: A retail store needs a weekly sales report to r@rﬁr popular products.
If the report is delayed by two weeks, the store may’ run out of stock, lose
customers, and miss sales. But if the report is %@ered on time, the manager
can reorder quickly and keep customers satis )

Following are the impact of timeliness of reports on decision-making:

e Timely reports help managers maé&,\faster decisions without waiting for
delayed information. (b”&

e They ensure better accuracy use decisions are based on the latest data,
not outdated facts. g{}'

e Early availability of @rts supports quick problem-solving before issues
become serious.

e Organizations can, rab opportunities in the market or respond to customer

needs more qﬁ‘%(etively.

o Curren‘g rts allow improved planning and forecasting, making future
goals realistic.

o T@y information strengthens risk management by identifying and reducing
Q s at the right time.

e Regular reports build stronger accountability, as teams can track progress
and take responsibility.

e They improve coordination among teams, since everyone works with the same
updated information.
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e Timely reports lead to efficient use of resources, helping managers allocate
money, time, and staff properly.

e Overall, they give organizations a competitive edge by allowing them to act
smarter and faster than others.

DATA VALIDATION AND ERROR CHECKING TECHNIQUES

Data validation and error checking are methods used to ensure that the
information entered into a system or report is correct, complete, and meax&g’ful.
They act like “quality control tools” for data. Validation sets rules for what kind
of data can be entered, while error checking identifies mistake o may slip
through. Together, they help reduce human errors, improve a%@ y, and build
reliable reports.

« Data Validation means creating rules or restrictior?@%r data entry. For
example, a cell in Excel can be restricted to accept,@ly numbers between 1
and 100, or a date field can be limited to futur& dates only. This prevents
wrong or irrelevant entries. %O

e« Error Checking helps spot mistakes afte@he data has been entered. For
instance, Excel highlights formulas, @trh errors (like #DIV/0!) or flags
inconsistencies in linked cells. 6'(,\’

v

P | 75

Q=

(X

DATA VALIDATION ERROR CHECKING
set rules for identify data
‘b( data entry mistakes
Q% Fig. 4.3: Data Validation and Error Checking

These techniques (Fig. 4.3) save time, minimize costly mistakes, and make
reports trustworthy.

Example: If a student attendance sheet allows only values “P” (Present) or “A”
(Absent) using data validation, then entering something like “Yes” will not be
accepted. This keeps the data clean and ensures accurate attendance reports.
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Following are some benefits of data validation and error checking:

o Data validation and error checking improve accuracy by ensuring that only
correct and meaningful data is entered.

o They prevent errors by blocking invalid or irrelevant entries before they cause
problems in reports.

o These techniques save time because they reduce the need to correct mistakes
later.

e They build reliability, making datasets and reports more trustv;ki@ay for
users. R

e Data validation helps support consistency by keeping informat@l}l the same
format across all records. O

e« With accurate data, organizations can enhance decisiorégaking and make

smarter choices. O

o They increase efficiency by reducing duplication i/l@ the effort needed for
manual checking. X,

« Finally, they protect data integrity, keeping in@@ation clean, organized, and
dependable over time. @

AUTOMATING DATA EXTRACTION AND &PORT GENERATION

Automating data extraction and repo%%eneration can significantly enhance
efficiency, accuracy, and productivity within an organization. This process
eliminates manual data handli educes human error, and provides timely
insights for decision-making. ;{\,

Automation means using Q@Z)r software to collect data, process it, and prepare
reports without doing eveyything manually. This makes the reporting process

faster, more accurate d more reliable.
= -

AUTOMATING
DATA PROCESSSING

UNDERSTANDING DATA

EXTRACTION

o ETL tools (Extract, « Data cleaning

( Transform,.Load) .__) - » Data aggregation
* Web scraping

%‘b Lo APls > =

AUTOMATING REPORT SCHEDULING
GENERATION AND MAINTENANCE

* Business Intelligence Iﬂ[ll]. ‘D e Schedulers (cron jobs)
(BI) tools o ¢ Monitoring tools

» Scripts

Fig. 4.4: Automating data extraction and report generation
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Below an overview of how to automate these processes effectively (Fig. 4.4):
1. Understanding Data Extraction

Data extraction means collecting useful information from sources like
spreadsheets, databases, or websites. Doing this manually is time-consuming
and prone to mistakes, so organizations use automation tools:

e ETL tools (Extract, Transform, Load): bring data from many sog:es,
clean it, and store it in one place for easy access. "8

e Web scraping: automatically collects data from websites wi‘;h\,c\%'luman

effort. O

e APIs: act as bridges that allow different systems to Qa e information
regularly and securely. <

AS)

2. Automating Data Processing Q)

Once data is collected, it needs to be cleane%"and organized before use.
Automation helps by: %

o Data cleaning: removing mistakes, du}@ate entries, or missing values.

« Data aggregation: summarizing 'i.@)rmation (totals, averages, trends)
using tools like SQL or Python S\,@ ts.

This ensures the data is read@uick analysis and reporting without extra
manual work.
X

3. Automating Report Ge tion
Creating reports by h@d takes time and often leads to delays. Automation
speeds up this pro& S:

. Business%@ligence (BI) tools like Power BI, Tableau, or Google Data
Studio éf e dashboards that update automatically.

e Scri
reports.

. ail automation ensures reports are shared directly with the right
stakeholders on time.

in Python or R can generate customized Excel sheets or PDF

4. Scheduling and Maintenance
Automation works best when it is set to run regularly and checked for errors:

e Schedulers (cron jobs, Apache Airflow, Windows Task Scheduler) run
tasks daily, weekly, or monthly.
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e Monitoring tools send alerts if something goes wrong, so issues can be
fixed quickly.

Below are the benefits of Automation:
e Saves time by reducing repetitive manual work.
e Improves accuracy and consistency across reports.

o Delivers timely insights for faster and smarter decision-making. b,

<

e Reduces costs by lowering errors and manual effort. %Q
e Scales easily to handle larger amounts of data as the busines;@@Ws.

Example: A sales company sets up Power BI to automatically%@f data from its
online store every night. Each morning, managers receive updated dashboards
showing total sales, top products, and revenue trend${n their inbox. This
automation saves hours of manual work and helps )@nagers make quicker,
data-driven business decisions.

%0
PRACTICAL EXERCISE

Activity 1: Spot the Errors in the Dataset. \
Materials Required 6{\/

e Pen or pencil

‘b’
e Highlighters (optional)
e Notebook or worksheet for Qésytmg answers
e Sample Dataset for the (QQ ity

English | Science

N A 1
Stud@% ame ge | Class Score Score

chm Verma 15 10 85 78

Rohan Mehta 140 10 91 89

%% Simran Singh 16 11 102 85

Aryan Gupta 15 9 -5 90

Neha Kumar 15 10 80

Procedure

1. Form small groups or work individually.
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N

7.
8.

. Carefully observe the sample dataset provided.
. Look for unusual or incorrect entries. These can include impossible numbers,

missing values, unrealistic data, or formatting mistakes.

. Highlight or mark the errors you find directly on the printed dataset (if

allowed).

. List down each error identify in the notebook.
. Write a short explanation for each error, including what might have caused it

(e.g., typing mistake, missing data, wrong format). 8
After completing the activity, discuss findings with the class. %Q
Submit report to the teacher. \'\/

Activity 2: Practice Makes Perfect: Apply Data Validation in E‘Q@lf

Materials Required &

A computer or laptop with access to Microsoft excel 5 google sheets

Sample Excel file with student data (Example dq{é%et columns: Name, Age,
Class, English Score, Science Score) Q)

Internet connection (optional for Google S ﬁ

Pen and notebook for taking notes N

Procedure .‘\,(D'

1.

No oA

8

9<2
10.
11.

12.

Open Microsoft Excel and creat@"g/eflew sheet (or open the provided sample
dataset). %

Select the column for ' ahd apply data validation to allow only whole
numbers between 5 an'%(%’

Go to Data — Data ¥alidation — Whole number — Between — Enter 5 and
20.

This ensures t@b ly realistic student ages are entered.

For 'Class',c%p y a dropdown list to allow only values from 6 to 12.

Use the Listoption in Data Validation with values: 6, 7, 8, 9, 10, 11, 12.
Selec glish Score' and 'Science Score' columns, and apply a rule that
onl l\ﬂows scores between O and 100.
% prevents negative scores or scores above 100.

d a custom error message for any invalid entry (e.g., “Please enter a valid

score between O and 1007).
This helps users understand their mistake and fix it.
Try entering wrong values (e.g., age as 150 or score as -10) to see how the
validation works.

Note down your observations: What happens when you enter incorrect
data? How does Excel help you fix the mistake?
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13. Finally, discuss or write a short paragraph on how these data validation

rules help improve accuracy in real-world data entry tasks.

Activity 3: Group discussion on Why Reporting Deadlines Matter?

Materials Required

A whiteboard or chart paper

Markers or pens b’
Printed scenario cards or prompts (optional) <
Notebook for jotting down points .\%Q
Timer or stopwatch O

Procedure Q'\}

1.
2.

Divide the class into small groups (4-6 students each), ~&
Each group will discuss the topic: Why is it impor&nt to follow reporting
deadlines in school, business, or any organizatio raY

. Provide the following guiding questions to help gfructure their discussion:

a) What happens if reports are submitted @e
b) How does timely reporting help an organization?
c) Can missing some deadline cause px&lems for others?

d) What qualities are shown by so e who meets deadlines?

. Encourage each group to write dqﬁn ey discussion points on chart paper or

in their notebooks.

. After 10-15 minutes of dis ion, each group will present their main points

to the class. Q

. The teacher can revie@ﬁe discussion, highlighting common ideas and good

examples shared. 4}

CHECK YOUR Q&%’GRESS
A. Fill in the-Blanhks
1.

‘§ ensures the accuracy, consistency, and reliability of data
t hout its lifecycle.

2. dz’gnely reports help in faster and better making.
g%ata validation helps prevent incorrect or entries.
data integrity refers to the accuracy of data across different
systems or sources.
5. Automating report generation reduces human and improves
efficiency.

B. Multiple Choice Questions

1. Which of the following is a type of data integrity?
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a) Logical

b) Technical
c) Financial
d) Structural

2. What does data validation in Excel prevent?

a) Data deletion b’
b) Data theft
c) Incorrect data entry \',\'
d) Data storage 0

3. Benefit of automation in reporting is: Q

a) Increased manual work O
b) Delayed delivery \,O
c) Reduced human error

X
, O
d) Higher costs %
4. Which tool is commonly used to Che(‘K@ errors in Excel?

O

a) Chart tool "(\,
b) Filter &QJ
c) Spell check Q-

d) Data Validation @

X
5. Which of the followinii‘;Spacts decision-making the most?
a) Formatting Q
b) Timeliness bﬁ
c) Font style,\').

d) File na@:&&’
C. Match\ﬁ&olumn

c

S@u\ 4 Column A S.No. Column B

QI Data Validation A Ensures timely and accurate delivery
2 Data Integrity B Prevents incorrect entries
3 Automation C Logical and referential types
4 Timely Reports D Used in Excel to reduce error

166



MIS DATA ANALYST - FINANCIAL SERVICES GRADE-XII

Error Checking
Techniques

Detects outliers or duplicates

D. State whether the following statements are True or False

1.

ahwbd

Data corruption improves data integrity.

Error checking is useful to identify outliers or missing data. b,
Timely reports can help avoid delays in business decisions. \06
Manual reporting is always more accurate than automated r%ébtmg.
Cross-referencing data helps maintain referential integrityAQ

<

E. Short Answer Questions &
1. What is data integrity, and why is it important? ()
2. List two types of data integrity and explain the{l}.
3. Explain how timely reporting supports bett@ecision—making.
4. Mention any three data validation techniques used in Excel.
5. What is the role of automation in repert-generation?
0.

F. Long Answer Questions
1.

G. C% Your Performance

~Accurate and timely data is the backbone of effective management

<

Give two benefits of using error—che\é,B'rng techniques in datasets.

¢
>

Discuss the importancq\)gf data accuracy and integrity in management
reporting. Q

. Describe the vari®(’ techniques used for data validation and error

checking.

. Explain the f&@k’is and advantages of automating data extraction and

report ge on.

. How dpes timeliness of reports impact organizational performance and

decis,& making?

reporting.”

Discuss this statement in detail by explaining:

a) The importance of data accuracy in decision-making.

b) The role of data integrity in building trust and reliability.

c) The use of validation and error-checking techniques to ensure data
quality.
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2. “Accurate and timely data is the backbone of effective management

reporting.”
Explain this statement by describing:
a) Why accuracy and integrity of data are essential for effective business

decisions.
b) How validation rules and error-checking techniques help in improving
the quality and dependability of reports. b'
“,
(] y
“Ox
Q«}
&
O
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SESSION 2: REPORT DISTRIBUTION AND SECURITY

Management reports can be distributed using several methods to ensure they
reach the right stakeholders efficiently. One common method is email
distribution, where reports are sent as attachments or embedded directly in the
message. This is quick, direct, and can be automated for regular delivery.
Another method is using shared drives or folders (like Google Drive, SharePoint,
or network folders), which allow stakeholders to access updated reports an@.me,
ensuring version control and centralized storage. \QQJ
S

report sharing through scheduled refreshes and live dashbo )" offering real-
time insights. For routine tasks, automated scheduling tools stich as cron jobs
(a command or script that runs automatically on a recurrit¥g)schedule on a Unix-
like operating system, managed by a background cess called the cron
daemon) or Windows Task Scheduler help generate &nd distribute reports at set
times. To ensure reports are received by the ri udience, role-based access
control and email lists can be used. Overall, bining automation with secure
access improves accuracy, timeliness, and Stakeholder engagement.

DISTRIBUTION CHANNELS @(;\/
(EMAIL, SHARED DRIVES, CLO% ED MIS PLATFORMS)

Email, shared drives, and cloud-based MIS platforms are all distribution
channels, but they differ in théircapabilities and suitability for different tasks.

&
&

%\:

: : , Y
Business Intelligence (BI) tools like Power BI or Tableau also s%@automated

CJ\'
% 2/ CLOUD-BASED
P < v/

Fig. 4.5: Distribution Channels for MIS platforms
1. Email is a fast and direct method for delivering management reports to
individuals or groups. It allows organizations to quickly share important
information by attaching files or including links to online documents. Email
systems also support scheduled and automated delivery, ensuring that
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reports reach the right stakeholders at the right time without manual
intervention. This makes it a convenient and efficient tool for regular report
distribution.

2. Shared Drives such as Google Drive, OneDrive, or a company network folder
act as a central “home” for management reports, making it simple for everyone
to find the latest version without hunting through emails. Because the files
live in one place, version control is built in: the newest report automatically
replaces the old one, reducing confusion and duplication. Team memb@%’ can
comment or edit collaboratively, streamlining feedback and upda At the
same time, granular permission settings let administrators deCi@e who can
view, comment on, or edit each report, ensuring sensitivg\«'}' ormation is
shared only with the right people.

3. Cloud-Based MIS Platforms like Microsoft Power \5@ or Tableau take
distribution a step further by offering real-time, interaéti e dashboards. These
tools connect directly to live data sources, "s6 the visuals refresh
automatically, no one has to export and re- updated files. Role-based
access keeps data secure by showing each ué only the information they’re
authorized to see. Because user activity isMbogged, managers can track who
viewed or interacted with a report, add,img\,an extra layer of accountability and
insight. QJ{\

SECURITY AND CONFIDENTIAI%{‘%)S’

Security and confidentiality are wery important when it comes to handling
personal or financial inform . In schools, banks, hospitals, and even on our
phones, people share pri fe data every day. This includes things like names,
addresses, passwords, bank details, and more. If this information falls into the
wrong hands, it can@e misused, causing harm like identity theft or financial
loss. That’s why o@nizations must work hard to protect this data. They use
strong passw: r(@ secure software, and privacy settings to keep the information

safe. Q

Confide@a]ity means only the right people should be allowed to see or use
pers data. For example, a teacher may see a student’s report card, but not
ev. e in school should.

Security means protecting data from unauthorized access, misuse, or damage
through measures like passwords, encryption, and access controls.
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Importance of Security and Confidentiality

1. Protects Sensitive Information: Security ensures that confidential data
such as financial records, employee details, or customer information is not
accessed by unauthorized individuals.

2. Builds Trust: Confidential handling of data builds trust among employees,
customers, and stakeholders, as they feel confident that their information is
safe.

<

3. Prevents Misuse of Data: Strong security measures reduce the.rAf;\’of data
being misused for fraud, identity theft, or unfair competitive a(\ige}l%age.

4. Ensures Compliance with Laws: Many industries have requirements
(like GDPR, HIPAA, or IT Act in India) to protect .data. Maintaining
confidentiality helps organizations stay compliant and*§void penalties.

5. Supports Accurate Decision-Making: If data is tdﬁgered with or leaked, it
can lead to wrong decisions. Security maintai é‘the integrity and reliability
of information. §

6. Safeguards Organizational Reputat Data breaches can harm a
company’s image. Protecting Conﬁf{,&
professionalism.

iality shows responsibility and

&
7. Encourages Free Informatio@%rmg. When employees know their inputs
and reports are kept secure,ythey are more open to share information
honestly, improving repor}'b' quality.

CUSTOMIZING REPOR TRIBUTION FOR THE AUDIENCE

share it with the ri people in the right way. This is called customizing report
distribution for audience. Different people need different information, and
they may pre@ to receive it in different formats.

. Tow gers usually want a short summary with key results, charts, and

In an organization, ;’;&\Preparing a report is not enough. It is also important to

tre
. Q%ance officers may need detailed numbers and analysis.
o Team leaders might prefer task-level details and progress updates.
Reports can also be shared in many ways:
o Email for direct delivery.

e Shared drives like Google Drive or OneDrive for easy access.
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o Cloud-based tools like Power BI or Tableau, where people can see real-time
reports based on their role.

By customizing reports and their delivery, organizations:
1. Make sure everyone gets the right information.
2. Save time and reduce confusion.

3. Help people make better decisions. b,

4. Keep information secure by sharing it only with the right audience.\(,\/@

S
Example: A sales summary with graphs can be sent to the CEO,\gale detailed

product-wise sales data goes to the sales manager. Q,\'}
TRACKING REPORT DELIVERY AND RECEIPT <

Tracking means monitoring whether a report has been delivered, received, and
reviewed by the right people. It ensures that importanfihformation reaches the

intended audience on time. O\’
Tracking whether reports are delivered and r ﬁed properly is very important

in any organization. It ensures that the rigk&l ople get the right information at
the right time and that they’ve actually re,{&'lt.

There are several ways to do this: \JQJ
« Email read receipts — show@s(ebr/l an email is opened (though not always

reliable). gé,

o Shared drives (Googl D{%e, OneDrive, Dropbox) — display who viewed a
document and when.

e« Advanced tools_ (like Mailchimp or document tracking systems) — give
detailed deliv DgCQfld viewing reports.

e Project m@a ement tools (Trello, Asana) — assign tasks and track if a report
iewed or acted upon.

has be
. Intéi chat apps (Slack, Microsoft Teams) — allow quick sharing of reports
a

é@ sy confirmations.

eedback forms or short surveys — confirm that the report was not only
received but also understood.

o Follow-up checks or meetings — ensure that actions mentioned in the report
are being carried out, proving the report has been read.
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Example: A manager uploads a financial report to Google Drive. The activity log
shows that the finance team accessed it yesterday, and a short survey confirms
they understood the key points.

PRACTICAL EXERCISES

Activity 1: Group Discussion on Choosing the Best Way to Share Reports.

Material required b’
¢ Chart paper or whiteboard \06
e Markers or pens 3\,@

O

e Sample report descriptions (printed or written on slips)

e Sticky notes or index cards Q\}
e Timer or stopwatch <
A

Procedure Q)

1. Divide students into small groups of 4 to 5 mempers.

2. Give each group 2 to 3 different report scen (e.g., a financial report for
senior staff, a project update for classmat@ or a customer feedback report
for the marketing team). N

3. Each group discusses and chooses theXfést way to share each report through
emalil, shared drives, printed copies‘b@yr cloud platforms. They should consider
who the audience is, how impo 4fit the information is, and how fast it needs
to be delivered.

4. Each group shares their r Kft types and chosen distribution methods with
the class, explaining @Q ey made those choices.

5. Wrap up the session, by discussing how picking the right method helps keep
information secur ely, and useful.

6. Prepare short 5 t and submit it to the teacher.

Activity 2: S &ly Sharing Reports Using Different Tools.

Material @ﬁed

e Ac to computers or laptops along with Internet connection

. <fﬂuple digital reports (Word, PDF, Excel)
e Access to tools such as Google Drive, Microsoft OneDrive, or a mock email

platform
e Step-by-step instruction sheets for using sharing settings

Procedure

1. Divide the students into pairs or small groups.
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2. Each group will work on a different tool (e.g., one group uses Google Drive,
another OneDrive, another a sample email tool).

3. Provide each group with a sample report and a worksheet that includes
instructions for securely sharing the file using their assigned tool.

4. Provide the instructions. It should include tasks like: Setting access to “view
only” or “edit”, Sharing with specific email addresses, setting up password
protection or expiration dates (if the platform allows) and Adding a nqte or
disclaimer (e.g., “Confidential — Do not share”)

5. Students follow the steps to share their report securely. Teachers w round
and assist as needed, checking that permissions are set Corre(%S.Q

6. Bring the class together and ask each group to explain wha!:\a} 1 they used,
how they secured the report, and why their method was a@ropriate.

7. Prepare short report and submit it to the teacher. NOQJ

Activity 3: Create a Sample Distribution List for Man%@ment Reports.
Material required

&
e Chart paper or notebook, pens or markers
e Sample management reports (printed orQQal) such as:
a) Financial report O~
b) Sales performance report '(r\’
<
c) Customer feedback report (D)S’
d) Risk and compliance repo
e Role cards (with roles K&e Finance Manager, Marketing Head, CEO,
Compliance Officer, etc.),(,@"

Procedure

2. Give each gr set of 2-3 sample reports and a few role cards representing
team mer%{eg in a company.
3. Ask ea up to:
a) R hrough the sample reports and understand what information each
@e contains.
%Match each report to the most relevant roles from the role cards.

% Create a simple distribution list with the following columns: Report Name,
who Should Receive It and how It Should Be Shared (e.g., Email, Shared
Drive, Printed Copy)

4. Each group presents their distribution list and explains why they matched
each report to the selected recipients and sharing method.
5. Prepare short report and submit it to the teacher.

1. Divide students §'§éﬁmall groups (3—4 members).
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CHECK YOUR PROGRESS
A. Fill in the Blanks

1. A _____ drive such as Google Drive provides centralized storage and easy
version control.
2. In Power BI, dashboards can be kept up to date through scheduled ____ .
3. Sending a report link only to specific users illustrates the principle of ______
distribution. O
4. Read receipts and open-rate analytics help in ___ report de].i(&r and
receipt. )

5. Encrypting a PDF attachment helps maintain da \_ and
confidentiality. Q’O’

. . . &
B. Multiple Choice Questions O

1. Which distribution channel is most suitable ,{’63 sending a real-time,
interactive dashboard to senior leadership? X
a) Printed memo %
b) Email PDF @
c) Cloud-based MIS platform N
d) Flash drive '\,(b'

2. A shared drive helps avoid “versi@n-control” problems mainly because it:
a) Sends automatic read reqeipts
b) Stores one master file t everyone can access
c) Encrypts every ema}g_{}'
d) Blocks duplicatelggtins

3. Which feature best $ypports confidentiality when using email to distribute
a report?
a) CC’ing all-staff
b) Blind—@bon—copy (BCC)
c) P@cloud link
d) B% ing on social media

4. @— ased access control (RBAC) in a cloud MIS platform primarily

sures:

a) Faster internet speed
b) Lower license fees
c) Users see only data they are authorized to view
d) Unlimited download capacity

5. Which tool is commonly used to track whether recipients have opened an

email report?
a) Cron job
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b) Read-receipt flag
c) Range check
d) Outlier detector

C.Match the Column

S.No. Column A S.No. Column BA
o
1 Real-time refresh A Shared dri.y€gJ
<>
2 | BCC field B Emaiko\\’
A
3 Activity log showing “viewed at 10:03 AM” C C@ld MIS platform
<&
4 Folder-level permission settings DO DShared drive
v
5 Interactive drill-down charts <5&,E Cloud MIS platform
A

©T
D. State whether the following stateme}? are True or False
Email attachments are always sec E , even without encryption.
Shared drives allow multiple usrevl@ to edit the same report simultaneously.
Tracking delivery is unnece@&r if you trust your audience.
Cloud-based MIS platforms ean restrict access based on user roles.
Customizing reports fo&ferent audiences reduces information overload.

kW=

E. Short Answer Ques &s
1. Why is it impo to customize a management report for its audience?
2. List two seebwity measures you can apply when emailing confidential

reports. %

3. Exp‘ﬁz‘ne advantage of using shared drives over email for distributing

la iles.
4. does role-based access in a cloud MIS platform enhance
@onﬁdentiality?
. Describe one method to confirm that a department head has actually read
a report.
6. What risk arises if an organization fails to track report delivery and
receipt?
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F. Long Answer Questions

1.

2.

G. Check Your Performance
1.

Compare email, shared drives, and cloud-based MIS platforms in terms of
speed, security, and ease of collaboration.

Discuss the role of encryption, password protection, and access logs in
safeguarding report confidentiality.

Outline the steps involved in creating a customized distribution list for

quarterly financial reports.
Explain how tracking tools (e.g., read receipts, access logs, BI usageé’ats)
improve accountability and decision-making. %(,\'

x

O

Your school’s finance club prepares three reports: Qﬁief cash-flow
summary for club members, a detailed budget for the faculty adviser, and
a compliance report for the principal. Design a distribution strategy that
uses email, a shared drive, and a cloud-based"dashboard. Explain how
you will ensure security, customize conte nd track receipt for each
audience. %

. Security and confidentiality should n@r be sacrificed for speed when

distributing management reports. Diseuss this statement with reference
to modern distribution channels '(p\tting real-world examples of possible
trade-offs and how organizat}?ug/ can mitigate risks while maintaining

efficiency. @
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SESSION 3: MIS FOR PROCESS OPTIMIZATION

Management Information Systems (MIS) are not just about storing data but they
play a key role in improving how an organization works. Process optimization
means finding better, faster, and smarter ways to complete tasks and deliver
results. MIS supports this by collecting and analysing data to highlight
inefficiencies, delays, or unnecessary steps in a process. With real-time reports,
dashboards, and performance indicators, MIS helps managers identify prot@ms
make informed decisions, and redesign workflows for higher prod% y. In
short, MIS acts as a guide for organizations to streamline operat{k reduce
costs, and improve overall efficiency.

ROLE OF MIS IN IDENTIFYING INEFFICIENCIES AND BOT@NECKS

Management Information Systems (MIS) play a cruc%@ole in identifying
inefficiencies and bottlenecks within an organization’s pyocesses. By collecting,
organizing, and analysing data, MIS helps managerss where time, money, or
resources are being wasted. Following are severa@s in which MIS contributes
to this objective:

1. Identifying Inefficiencies: MIS showsNareas where performance is lower
than expected. For example, sales dgfa may reveal that one product is
underperforming, or HR data may)QKOW high employee absenteeism.

2. Finding Bottlenecks: A bott fieck is a step in a process that slows
everything else down. MIS 'g ights these by showing delays, backlogs, or
uneven workloads. For in ce, if customer orders are being delayed, MIS
can trace whether the Q&b em is in production, packaging, or delivery.

3. Data-Driven Insigh v using dashboards, reports, and KPIs, MIS provides
clear evidence of v@e e processes can be improved.

4. Better Decis@: Once inefficiencies and bottlenecks are identified,
managers car_take corrective actions—Ilike reallocating resources, upgrading
systems, edesigning workflows.

Examp :\An MIS dashboard for a manufacturing unit shows that while
prod @on is on schedule, shipping often lags by two days. This indicates a
bo eck in logistics that needs immediate attention.

PROCESS MAPPING TECHNIQUES (BASIC FLOWCHARTS)

Process mapping is a method used to visually show how a process works from
start to finish. It uses flowcharts with simple symbols (boxes, arrows, and
diamonds) to represent steps, decisions, and the flow of work. This helps
organizations see the entire process clearly, identify unnecessary steps, and find
areas where work gets delayed (bottlenecks).
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Flowchart: Diagrams called flowcharts are used to depict a process. It uses
standardized symbols to illustrate the steps in a workflow, showing the sequence
of actions, decision points, and the flow of information or materials.

Key Symbols used in Flowcharts: Flowcharts use special symbols to visually
map out processes step by step.

e An oval signifies the start or end of a process.

e Rectangles denote specific tasks or actions. @b’

e A diamond represents a decision point, like a yes/no question. \Q

e Arrows connect these shapes, indicating the flow or direction o process.

e Parallelograms are used for input or output, such as data ry or report
generation. Q

These standardized shapes simplify complex processes,«qygking them easy to

understand at a glance. \/Q

Steps to Create a Basic Flowchart: Below are the 5Ee«ps to be followed to create
basic flowchart.

Step 1: Choose the process — Select the ta k@workﬂow you want to represent.
Step 2: Gather information — Talk to thi;éople involved or observe how the

process works. ©'§

Step 3: Define start and end poin Decide where the process begins and
finishes.

Step 4: List the steps — Wri%down all actions and decisions in the correct
order. Q

Step 5: Select a drawi '§601 — Use Word, PowerPoint, or online tools like

Draw.io or id chart.
Step 6: Draw usin bols -

Step 7: Oval @)%ért /End

Step 8: Ragﬁgle — Action/Task
Step 9: @\Mmond — Decision

Ste 7 Arrow — Flow direction

Step 11: Review the draft — Share with team members to check accuracy.
Step 12: Finalize and share — Save the final version and distribute to those who
need it.

Benefits of using Basic Flowcharts:
o Flowcharts simplify complex processes by turning them into easy-to-follow

diagrams.
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e They provide clarity because each step is shown clearly and in order.

e Flowcharts help identify problems such as delays, repeated steps, or
unnecessary work.

e They promote consistency by ensuring that teams follow the same method
every time.

e Using flowcharts saves time by reducing confusion and showing the cesgect
sequence of tasks. <

e They serve as a great learning aid for new team members or studey: y giving

a step-by-step guide. §

e Flowcharts encourage process improvement by making it e&ier to review and
update workflows. O

Limitations: \,O

e Flowcharts may not capture every detail in v @&omplex processes, where
advanced tools like swim lane charts are moréffective.

e They need to be updated regularly Whenf{Qchanges happen in the process.

In short, flowcharts are a simple but pow@l tool to understand, communicate,
and improve processes. \JQJ

PERFORMANCE INDICATORS ’I@ZESESS CURRENT PROCESSES

In banking, insurance, and otﬁéruorganizations, it is important to check how well
processes are working. Man@@ément Information Systems (MIS) help track and
improve performance by epllecting and showing useful data for managers. The
main performance inditcators include:

1. Efficiency w&tors: These indicators show how fast and effective a
process is.

o Cyt@gée means how long it takes to finish a task from start to end.
e Throughput rate is how many tasks or transactions can be completed in

%iven time.
%kesource utilization checks if employees, machines, or systems are being
used properly or are sitting idle.

Example: In a bank, if loan approvals usually take 10 days but the system
shows it now takes 5 days, efficiency has improved.

2. Quality Indicators: These show how accurate and reliable the process is.

e Error rate measures how often mistakes happen.
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e Customer complaints reveal where customers face problems.
o First pass yield checks if the work was done correctly the first time
without rework.

Example: If an insurance company processes claims correctly in one step
without customers coming back for corrections, it means quality is high.

3. Cost Indicators: These indicators measure how much money is being spent
and whether it’s being spent wisely. o

e Cost per transaction shows how much it costs to complete onetask, like
handling a bank transfer. \\’

e Operational expenses cover overall running costs w as salaries,
electricity, and IT systems.

¢ Return on Investment (ROI) checks if the mon'e@%}pent on a project
brings good benefits. \/Q

Example: If automating online payments redu{?@ the cost per transaction
from %50 to 10, it means costs are under co

4. Customer Satisfaction Indicators: Thei@ows if customers are happy with

the service. Rox
N
e Net Promoter Score (NPS) ask{’@stomers if they would recommend the
service to others. Q-
e Customer Satisfaction ore (CSAT) directly asks how satisfied

customers are after us%?;&a service.
u

e SLA compliance 6@
timelines.
Example: If cu t%ﬁrs give high ratings for quick claim settlements in

insurance, it s satisfaction levels are strong.

5. Flexibizﬁ}ndicators: These measure how quickly and smoothly an
organi& n can adjust to changes.

o e to market shows how fast a new product or service is launched.

res if services are delivered within promised

hange request handling checks how well the company manages
Q customer or system changes.
e Adaptability shows how easily the organization can respond to new
market trends.

Example: 1If a bank introduces a mobile app feature quickly because
customers asked for it, it shows good flexibility.
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ROOT CAUSE ANALYSIS USING MIS DATA

Root Cause Analysis (RCA) using Management Information System (MIS) data
involves a systematic approach to identifying the underlying causes of problems
within an organization. By leveraging readily available data from MIS, businesses
can gain insights that help in addressing issues effectively. (Fig. 4.6)

Fig. 4.6: Root Cause An% s
Below are the steps for finding the Root Caus@ a Problem using MIS (Fig. 4.7):

MIS data (like reports on sales, cust r feedback, or delays) to help describe
it better. Qr
Example: A bank notices an @ease in loan processing delays.

2. Collect Data: Gather all th‘%important information from the MIS that relates
to the issue. This could i de sales records, customer complaints, employee
reports, or financial d@l s. Make sure the data is correct and up to date.
Example: Look atrdaily loan approval records and customer complaints.

3. Analyse Data: charts, dashboards, or graphs to look for patterns. Spot
unusual trends\that may point to the issue.

Example@ata shows delays happen mostly in a specific branch.

4. Find t ossible Causes: List reasons behind the problem. Use tools like
the 5@/ ys or Fishbone diagrams to go deeper.

I:Ex? ple: The delays are due to incomplete documents not being checked at
%’n start.

5. Test Your Ideas: Verify if the suspected cause is really behind the issue by

looking at more data or running small tests.
Example: Train staff to check documents during the first step.
6. Plan: Once you know the real cause, create a plan to fix it. This plan might

1. Identify the Problem: Start by clear}ifé\téting what the problem is. Look at

include training people, improving a process, or updating technology. Set a
timeline and decide who will do what.
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7. Act: Put your plan into action. Keep checking the MIS to see if the changes
are helping.

8. Check and Improve: After solving the issue, review the results. If needed,
make changes to improve things further. Write down what you learned so it
can help in the future.

Importance of MIS in RCA

e MIS gives correct and up-to-date information, reducing the ne@é for
guesswork. \(,\,

e MIS dashboards and reports help spot repeated issues or unusu@,%rends.

e MIS ensures decisions are based on facts and data, not assu ions.

e MIS records events in order, making it easy to trace the ca‘@e of a problem.

e MIS allows different departments to share the same %@a and solve issues
together.

e MIS helps track whether the solutions applied are a&gally fixing the problem.

e Automated data collection and analysis reduc @)&étakes made by people.

e MIS stores lessons learned so the same mis is not repeated in the future.

e MIS speeds up analysis by providing qui cess to reports.

e MIS keeps proper records that can -1& sed for audits and meeting legal
requirements. S

X
PRACTICAL EXERCISES $®’
Activity 1: Presenting New Idf\b,@ or a Smarter MIS.
Materials Required »(,(D'

e Chart paper or A4 ﬁgs
e Coloured pens, ers, or sketch pens and sticky notes

e Accesstoa ‘% overview of an existing MIS (real or sample)
a

e Projector @ rd (optional for presentation)
Procedur
1. Divi he class into small groups of 4-5 students each.

2. @ each group a basic example of an existing MIS (can be fictional or

implified, like a school attendance system or library record system).

3. Ask students to think about what could be improved in the system—e.g.,
faster reports, better visuals, easier access, mobile support, etc. They should
write their ideas on sticky notes.

4. Each team will choose 2-3 of their best ideas and create a simple visual
presentation using charts or drawings to explain the updates.
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5. Teams will present their upgraded MIS ideas to the class, explaining how their
changes would make the system more efficient.

6. Ask students that Which update do you think would help most in real life and
Encourage short answers and discussion.

7. Teacher will summarise the learnings.

8. Ask student to prepare short report and submit it to the teacher.

Activity 2: Find the process gaps and analyse to improve. b,

Materials Required %QQJ

e Sample dataset (Excel or Google Sheet) — e.g., order processin,%.h’les,
helpdesk ticket logs, manufacturing steps O

e Laptops or computers with Excel/Google Sheets Q

e Printed process flow diagram (optional)

e Chart paper or whiteboard for presenting findings, 1@15 markers, and
sticky notes

Procedure %O
1. Explain what process inefficiencies are (;\g@/)ielays rework, bottlenecks) and
how data can help detect them. (b"
2. Give each team a sample dataset. E}@(mple columns:
e Task/Step Name O
e Time Taken (minutes /hé{ivs)
(,Q)"

e Assigned Person Q

e Date %

e Status (Cong%@-ted /Delayed /Rework)
3. Ask each tea

o Ide steps that take longer than others.

o é‘( repeated or delayed tasks.
Q%bheck if a person or team has frequent rework.

4. Each team creates a simple chart or infographic (e.g., bar chart of time taken
per step, pie chart of task statuses) to represent their results.

5. Teams present their key insights and suggest 2-3 improvements to make the
process more efficient (e.g., reassigning tasks, adding automation, better
training).

6. Conduct class discussion on:
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7.

a) What patterns were common across teams?
b) How small changes can have a big impact?
c) Why analysing data is important in real businesses?
Ask student to prepare short report and submit it to the teacher.

Activity 3: Map It to Improve It (Business Process Mapping).

Materials Required

Chart paper or whiteboard <
Colored markers or pens . %Q
Sticky notes \\’
Printed example of a simple business process (optional, e.@@gool uniform
order, library checkout, food delivery)

Timer or stopwatch «QQJ

Procedure \,O

1.
2.

Divide students into small groups (4-5 per gr Q\'
Each group selects or is assigned a simple @‘ ess to map. Examples:
e Taking a food order at a café N

Issuing a library book (b—

e Registering a student for a cours&'&

e Handling a customer compl 1135,&’

Groups use sticky notes or ¢ paper to map the process step by step.

e Use arrows to show %w and decision points (e.g., “Is payment

successful??). '(,(DH

e Encourage c ,ﬁlmple visuals.

Within groups, &SS

e Are there ps that take too long?

e Are bbk@repeated or unnecessary steps?
% any step be automated or simplified?

group presents their process map. Suggest 2-3 improvements (e.g.,

i duce manual steps, add automation, improve communication).

6. Conduct class discussion on:

a) How did mapping help you understand the process better?
b) What surprised you about the process you mapped?
c) Why is improvement important in real businesses?

7. Ask student to prepare short report and submit it to the teacher.
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CHECK YOUR PROGRESS
A. Fill in the Blanks

1. MIS helps in decision-making by providing accurate and timely
data.
2. A basic flowchart visually represents the of steps in a process.

3. Performance indicators such as time taken, error rates, and cost help

measure process

4. is a method used to trace back the origin of a probl%@usmg
MIS data. ,\
5. Bottlenecks are identified in a process where tasks aI:\'}e\Q\’ or
delayed. Q
. . . &
B. Multiple Choice Questions O

1. What is the main purpose of using MIS in proce&ﬂ)ptimization?
a) To increase employee workload
b) To delay operations %O
c) To monitor and improve performanc@
d) To replace staff with machines N

2. Which tool is commonly used to visuglly map out a business process?

a) Pie chart
b) Basic flowchart (b,
c) Line graph @
d) Histogram
3. Which of the follow a key performance indicator (KPI)?
a) Employee birt ﬁg’
b) Break dura %
c) Task co 1on time
d) Numb office chairs
4. In Ro use Analysis, MIS helps by:
ng errors
G)reatmg confusion
Providing data to trace issues
d) Removing all human workers
5. What does a bottleneck in a process indicate?
a) Fast movement of tasks
b) Process is running smoothly
c) Delay or slow-down in a step
d) Automated workflow
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C. Match the Column

S.No. | Column A S.No. | Column B
1 MIS A Helps visualize a process
2 Flowchart B Delays in a process
3 Bottleneck (] Data-driven decision-making @b'
4
4 KPI D Performance measure \'\
~

5 RCA E Finding the root of a pro@%’

<&

AS)

D. State whether the following statements are TruG\Q‘ False

1.
2.

3.

4.
5.

o
E. Short Answer Questhﬁ;
1.

2.
3.

MIS stands for Management Information Su ry.

A flowchart helps in understanding how ocess flows from one step to
another @

Key performance indicators (KPIs) lp in tracking the progress and
efficiency of a process. AN

Root Cause analysis is used oniggfh marketing, not operations.

MIS can identify inefﬁcienc@l& a business process by analysing historical

data. Q}'

What is the role % S in process optimization?

How can basic charts help in understanding a business process?
What are é mance indicators, and why are they important in process

ASSESSIMETH.

4. How { MIS help in identifying process inefficiencies and bottlenecks?
5. W 1
6

Q

root cause analysis, and how does MIS support it?
tion two benefits of using basic flowcharts in business process

apping.

F. Long Answer Questions

1.

2.

Explain how Management Information Systems (MIS) help organizations
monitor and improve existing business processes.

Discuss the role of performance indicators in assessing the effectiveness
of a business process. Provide examples.
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3. Describe the steps involved in creating a basic flowchart and explain how
it can be used to identify improvement areas.

4. Analyse how MIS data can be used for root cause analysis. Include how
trends, delays, or errors can be detected and corrected.

G. Check Your Performance

1. A retail company uses an MIS to track customer orders, inventory, and
delivery timelines. Recently, many customer orders have been delayged. As
a process improvement analyst, you are tasked with using MIS r ts and
flowchart mapping to identify the root cause of these delays. my nalysing
the above lines please write an essay explaining how you d approach
this situation using MIS. Include the use of perforfmance indicators,
process mapping, and root cause analysis. <

2. A school’s library is facing problems with long qu Qand frequent errors
in issuing books. The librarian wants to us IS and flowcharts to
streamline the process. By analysing the %@’lines please describe how
the use of MIS and basic flowcharts can help improve this system. Include
how you would identify bottlenecks and/suggest possible improvements
using MIS data. Q
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SESSION 4: IMPLEMENTING IMPROVEMENTS WITH MIS

Implementing improvements in business processes becomes easier and more
effective with the support of a Management Information System (MIS). MIS
provides reliable data, clear reports, and real-time insights that help managers
and teams identify problem areas and test solutions. Instead of relying on
guesswork, organizations can track performance, compare results before and
after changes, and ensure that improvements are actually deliverinéthe
expected benefits. By using MIS, businesses can not only make better. Gisions
but also sustain improvements over time through continuous mqr\;{, ing and
feedback. O

O

Change is a natural part of every organization. To keep up'x(ﬁ‘f new technologies,
improve efficiency, or remain competitive in a fast-changing market,
organizations must learn to manage change effectivs}x.

CHANGE MANAGEMENT IN PROCESS IMPROVEMENTS

Change management in process improvements-is a structured approach that
guides people from the old way of working to@new and improved system. The
goal is to achieve higher efficiency, produc%@ty, and performance. (Fig. 4.8)

It involves using the right methods, }S, and strategies to help employees
understand, accept, and adapt to chAniges. Change management ensures that
transitions happen smoothly ar@é‘t people feel supported throughout the
process. This makes it ezs’:;lv\,f r organizations to successfully implement

improvements and sustain t over time.

~N

Fig. 4.8: Change management in process improvements
Following are the key elements of change management in process improvements:

1. Identifying the Need for Change: Organizations must first recognize why
change is necessary. This could be due to inefficiencies, customer complaints,
new technologies, or competition.
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2. Planning the Change: A detailed plan is created that outlines what will
change, who will be affected, and how the new process will improve efficiency
and performance.

3. Communicating Clearly: Communication is critical. Employees should
understand why the change is happening, what benefits it brings, and how it
will affect their roles.

4. Training and Support: People need the right training, resources, and s@port

to adopt new processes or technologies confidently. NQ
5. Implementation of Change: The change is rolled out, ofter,\&Q?hases, to
make the transition smoother and minimize disruption. O

6. Monitoring and Feedback: After implementation, manaé’gs track progress
using tools like MIS reports and performance indicators. Feedback from
employees and customers is also considered. \/O

7. Sustaining the Change: For long-term suc @’@, improvements must be
reinforced with continuous monitoring, rewafé, or policy updates to ensure
old habits don’t return.

COMMUNICATING PROCESS CHANGES@ TEAMS

When an organization introduces a né&¥ process or improves an existing one,
communication plays a vital role in _fftaking the transition smooth and effective.
Clear and timely communication\énsures that employees understand what is
changing, why it is changing d how it will affect their work. Without proper
communication, employ@&ay feel confused, resist the change, or make
mistakes. (Fig. 4.9)

BARRIER = INTERACTION
CONNECTION G'-OBA'- W

IN FORMATION
EXCHANGE <

Fig. 4.9: Communicating process changes to teams
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When communicating process changes to teams, the primary goal is to ensure
that all team members understand the nature of the change, its purpose, and
how it will impact their work. Effective communication is essential to minimize
confusion, foster buy-in, and encourage a smooth transition.

Process Change: A modification or adjustment made to the way tasks are
performed within an organization, aimed at improving efficiency, quality, or
aligning with new business goals. b,
Stakeholders: Individuals or groups affected by the process changes, %&ding
employees, managers, and possibly customers or external partners.. &,

Change Management: A structured approach for ensuring th anges are
implemented smoothly and successfully, focusing on both @@technioal and
human aspects of the change. o

Following are the key aspects of effective communicition during process
changes: \JO

1. Clarity of Purpose: Explain why the change i @Kﬁpening (e.g., to save time,
reduce errors, improve customer service). FSr ample, “We are moving to an
online system to make approvals faster qq ore transparent.”

2. Timely Updates: Share informatio '«&'rly and keep employees informed
throughout the process so they do&@ eel left out or surprised.

3. Two-Way Communication: Wrage employees to ask questions, share
concerns, and give feedbac \T 1s helps build trust and reduces resistance.

4. Use of Multiple Channe ommunicate changes through meetings, emails,
MIS dashboards, trai@ sessions, or even posters/handouts, depending on

what works best fi 4%16 team.

5. Training and n}port: Provide training sessions, user manuals, or step-by-
step guides s@mployees feel confident using the new process.

6. Highlighting Benefits: Show how the change will make employees’ work
easie more effective, rather than just focusing on organizational gains.

7. F@-Up Communication: After implementation, keep sharing updates on
rogress, success stories, and improvements made, so teams remain
motivated.

In short, effective communication reduces confusion, builds trust, and helps
employees adapt to process changes smoothly.
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MONITORING IMPROVEMENTS THROUGH KPI TRACKING

After process improvements are introduced, it’s important to check whether they
are really working. This is done by monitoring Key Performance Indicators (KPIs)
measurable values that show how well a process is performing. Tracking KPIs
helps organizations see if changes are leading to better efficiency, cost savings,
or customer satisfaction.

Following are the key points for monitoring improvements with KPIs: @b’
1. Set Clear KPIs: Before starting, decide exactly what you want t &asure.

Clear KPIs (Key Performance Indicators) make it easy to know\&hether the
change is successful. O

Example: If the goal is to improve customer support, a K% uld be “average
response time to tickets.” O

2. Collect and Compare Data: To know if improveme!&@ are working, you need
to compare new performance with the old one. @\’eports can provide “before
and after” data for the same process.

Example: If approvals took 10 days eg@r and now take 5 days, data
comparison proves the improvement. -\@»

3. Regular Monitoring: One-time m rement is not enough. KPIs should be
checked regularly (daily, Wewor monthly) to ensure changes remain
effective.

X
Example: A company m@ors monthly sales growth to ensure that a new
sales strategy is consr@ tly effective, not just in the first month.

4. Identify Gaps: If s don’t improve as expected, it means there are still
weaknesses in t]@. rocess. Tracking data helps locate the exact step causing

delays or err@“

Exampl @"error rate” is still high even after automation, the gap may be due
to inc ete training.

5.8 @ Results with Teams: Communicating KPI results with employees
g lds trust and motivation. When teams see their efforts reflected in
umbers, they feel valued.

Example: Showing employees that customer complaints dropped by 30% after
process changes makes them more confident and motivated.

6. Adjust as Needed: If KPIs are not showing improvement, leaders must take
corrective actions—like refining the process, providing better tools, or training
staff.
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Example: If delivery time is not improving, a company might need to change
its logistics provider or improve route planning.

In simple words, KPI tracking is like a progress report for process improvements,
it tells if the changes are truly working, where problems still exist, and how to
make things even better.

ADJUSTING PROCESSES BASED ON PERFORMANCE FEEDBACK

Management Information Systems (MIS) help businesses improve their pr ses
by collecting, analysing, and presenting performance data. This feedb \&shows
what is working well and what needs improvement. By acting on thhg feedback,
businesses can optimize operations, improve efficiency, and st@c aligned with
goals.

1. Role of MIS: Management Information Systems (MIS{D%C‘E like the control
center of an organization. They collect data from diffefént areas such as sales,
finance, human resources, and customer servicg, and then organize it into
useful dashboards and reports. This allow. nagers to see the overall
performance of the business at a glance/rather than searching through
scattered files. With all information in one:gcljzl‘ce, MIS makes decision-making
faster and more reliable. A

2. Understanding Performance Fee ﬁg'(ék: Performance feedback refers to the
information that shows how welljprocesses or activities are working. It can
come from sources like sa reports, customer surveys, or employee
productivity records. For éséample, feedback may reveal whether sales are
growing, customers ar. s@@éﬁed, or employees are completing tasks on time.
MIS presents this fee@
easily understand t’s happening in the organization.

3. Identifying eas for Improvement: Using MIS, managers can spot
weaknesses @ ottlenecks in current processes. For instance, if customer
complai re increasing, MIS data may reveal that delays in delivery are the
main 'ée. Similarly, if expenses are rising, reports may highlight which
de ent is overspending. By analysing these trends and patterns,

izations can pinpoint exactly where performance is lacking and needs
provement.

4. Making Adjustments: Once the problem is identified, organizations can
make changes to improve processes. This could include providing extra
training to underperforming teams, simplifying complicated steps in a
workflow, or automating repetitive tasks to save time. On the positive side, if
a department is performing exceptionally well, management can identify what

ck in a clear and structured way, helping managers
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they are doing right and apply the same methods across other teams. These
adjustments help streamline work and achieve better results.

. Data-Driven Decision Making: One of the biggest advantages of MIS is that

it allows organizations to make decisions based on facts rather than guesses.
Real-time data ensures that changes are logical, practical, and evidence-
based. For example, if reports show that customer demand is highest during
weekends, a company may decide to schedule more staff during those.days.
This kind of data-driven decision-making reduces risks and leads to é’rter

strategies. Oy

. Benefits of Adjusting with MIS Feedback: Adjusting process.{s%with MIS
feedback brings many benefits. Efficiency improves beca tasks are
completed faster and with fewer errors. Customer satisfa@on increases as
delays and mistakes are reduced. Employees feel mor tivated when they
see processes becoming easier and more effective. "At the same time,

businesses become more competitive by responding quickly to market
changes. Most importantly, every department’; @ﬁivities are aligned with the

company’s overall goals, ensuring steady gro and long-term success.

PRACTICAL EXERCISES Y

Activity 1: Creating a Process Improveer:{e\lt Implementation Plan.

Material Required ~

o
Chart paper, colored markega{ﬁi pens, sticky notes
Printed template of imple ation plan (optional)

Sample process impr ent case (provided by teacher or created by

students)
S

Procedure
O

1.
2.

'

5.

Explaining V&@t a process improvement implementation plan is and why it’s
importa
Discu he key elements such as goals, timeline, resources, roles,
res@bilities, monitoring, and feedback.

ide students into small groups of 4 to 5 members.
ive each group a case scenario. Example: A school wants to reduce paper
waste by introducing digital homework submission.
Each group creates a basic implementation plan using the chart paper. They
must outline:
a) The goal of the improvement
b) Steps required for implementation
c) Who will be responsible for each step
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N o

d) Timeline and resources needed

e) Monitoring and feedback methods

Each group presents their plan to the class in 2-3 minutes.

Encourage feedback from peers and the teacher.

Conduct a short reflection where students share what challenges they faced
while planning and how they solved them.

Activity 2: Spot the Slowdown — Finding Process Inefficiencies in a Datas%v

Material Required Y
.\6

<

Printed or digital dataset (provided by the teacher) O
Pens, pencils, highlighters, graph paper or Excel/Google S@s (optional)
Worksheets with guiding questions and a whiteboard or%ch

art for group
findings. \QQJ

Procedure \,O

1.

The teacher explains the concept of process i e@&iency using some real-life
example students can relate to. %

Example: Imagine the school canteen has @g lines every day. Why? Maybe
there are only two counters or the men kes too long to choose from. That’s
a process inefficiency and discuss é{p\iv data can help find out where the
problem is happening. X0

Provide students with a simpl$ﬁ@£ional dataset showing something familiar
like lunch orders, library bgs\lg eturns, or class attendance.

Example dataset: Ask stl.(,&nts to observe the numbers and look for
patterns or unusual rences.

4
Day &ﬂter 1 Orders | Counter 1 Orders | Counter 1 Orders
N

.
M n% 20 15 12

A2
) Y
«:ﬂle 25 10 16

%@ Wed 30 5 22

In small groups, students answer guided questions such as:
a) Which days had the longest waiting times?

b) Was one counter busier than the other?

c) Can you guess why waiting times went up?

d) What can be improved?
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6.

e) Students write their findings and possible solutions on a chart or
worksheet.

Presentation and Discussion for each group shares their analysis and

suggestions for improvement. And encourage others to ask questions or give

more ideas.

Discuss why is it important to look at data before fixing something? And how

can this help in real businesses or schools?

Ask student to prepare short report and submit it to the teacher. @b'

Activity 3: How to Map a Simple Business Process and Find Wl:l\/ag%an Be

Better. NO

Material Required Q'\}
e A4 sheets or chart paper N<)©
e Coloured pens or markers O

Sticky notes (optional)
Sample business scenario (given by teacher) %O
Process Mapping Template (optional)

Procedure (b‘\'
1. Start with a Fun Example QJ{\,
a) Ask students: “What steps %u follow to buy a snack from the school
canteen?”

2.
3.

4.

b) Students might say: G@éﬁ the counter — Choose snack — Pay money —
Get snack.

c) Explain: This i%;lg)rocess — a series of steps to reach a goal.

d) Just like 1n,%/ canteen, businesses also have processes, and if steps are
too long, using, or repeated, they can be improved.

Divide @ass into small groups (4-5 students each).
lee /Na group a simple business scenario. Example: A small bookshop
@)o long to deliver online orders.
h group draws the steps of the process on paper.
Example:
a) Customer places order online
b) Staff checks order
c) Finds book on shelf
d) Packs book
e) Delivers book
e Students use arrows to connect steps in sequence.
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5. Each group shares their process map and one or two suggestions to improve

it.

6. Teacher leads a short discussion:
a) How can small changes make a big difference?
b) Why is it important to keep improving processes in business?

CHECK YOUR PROGRESS

A. Fill in the Blanks @b’

1. is the process of guiding people through organiz%@val or
process changes effectively. AN

2. Management Information Systems help track imprc@@ents using

indicators.

3. Communicating process changes clearly hel%@educe employee

4. Feedback and help organizations a’@ggst their processes for
better results. Q)

5. A well-structured plan ens@ smooth adoption of new
procedures. @

B. Multiple Choice Questions
1.

3.

P

What is the primary goal of chaﬁgé management in process improvement?
a) To create confusion §

b) To reduce employee salaries

c) To help teams acce nd adapt to changes smoothly

d) To stop all curr@ rocesses

KPIs are used to;

a) Entertain ﬁ)yees

b) Measu formance and progress
c¢) Replaceshuman resources

d) A@ e new staff hires
W lbh of the following best supports decision-making during process

rovements?
Q%h Guesswork

b) Management Information System (MIS)

c) Word of mouth

d) Social media

Why is communication important when making process changes?
a) It slows down the implementation

b) It increases employee confusion

c) It helps employees understand and support the changes
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d) It is not required
5. What should be done after collecting performance data through MIS?
a) Delete the data
b) Ignore it
c) Use it to make improvements and adjustments
d) Hide it from the team

C. Match the Column @b’
AL
X
S.No. Column A S.No. Column B A A
O
1 Change Management A Employees adapt alQ'\&cept changes
2 KPI B Clear update t(?s@gms about changes
" O
3 Communication Plan C Data use%&neasure progress
O
4 Feedback Loop D | Respofiding to results and improving
©
5 Implementation Success E | ctured way to lead
A provements
|

X<
e

D. State whether the followi atements are True or False

1. MIS tools are only usefglduring the planning stage of improvements.

2. Effective change m ement can help reduce employee resistance.

3. Key PerformanceIndicators (KPIs) are used to measure the success of

improvements. 4)

4. Feedback fi performance data should be ignored during process

adjustg;%

5. Com cation with teams is optional when introducing major process

CP@ﬁges.

E. @ t Answer Questions
. What is change management, and why is it important in process
improvement?
2. List any three ways MIS helps in implementing improvements.
3. What are KPIs? Give two examples of KPIs in an organization.
4. Why is it important to communicate process changes to employees?
5. How can performance feedback help in adjusting processes?
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6.

Describe one real-life example where a company made improvements
using MIS tools.

F. Long Answer Questions

1. Explain the role of MIS in supporting process improvements from planning
to monitoring.
2. Describe the key steps involved in managing change during a business
improvement project. 8)
3. How can effective communication influence the success . C%erocess
changes? Give examples. \',\«
4. Discuss how KPI tracking and performance feedback work %ther to help
organizations improve continuously. Q
&
G. Check Your Performance No
1. A company introduced a new digital i 1nV0101ng fﬁ.eess However, the team
was not properly informed or trained. employees resisted the
change, and errors increased during the fir month Discuss the following
questions:
e What went wrong in this . s&a‘cion? And how could better
communication have improve '@e process change?
2.

A retail chain used MIS dasht??.rds to track delivery times. They noticed

that certain branches h ent delays. By adjusting staffing and

scheduling based on they reduced late deliveries by 40% in two

months. Discuss the fg;(mng questions:

e What role did lay in this improvement? And why is it important
to monitor 4§ when implementing changes?
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MODULE 5: ADVANCED ANALYSIS AND DECISION
MAKING

Data has become the foundation of effective decision-making in modern
organizations. In today’s business world, companies generate vast amounts of
information from sales transactions, customer feedback, operations, and
financial activities. Managers and business leaders must rely on accurate,
timely, and well-organized information to evaluate performance, &tify
opportunities, and address challenges. Without systematic analysis \@'}Is data
remains underutilized, limiting its potential to guide organizational’gtewth. This

module aims to bridge that gap by equipping learners with the s to collect,
organize, analyse, and present data in ways that directly s@port operational
and strategic decisions. \06

Advanced data analysis goes beyond simply recording)figures. It focuses on
uncovering trends, relationships, and patterns that can provide deeper insights
into business performance. Through exposu & practical tools such as
spreadsheets, dashboards, and statistical me@ , learners will gain the ability
to transform raw data into actionable insights:"The module emphasizes not only
technical proficiency but also the ability ‘Iaéa‘hterpret findings and communicate
them effectively to management, 61;1&/ ng that data serves as a basis for
meaningful decision-making. Q-
In essence, advanced analy 'ﬁld decision-making transform data into
knowledge, and knowledge i strategy. By applying structured methods and

techniques, organization make smarter, faster, and more informed choices
in a constantly changiﬁ vironment.

This module is diV@ into four sessions. Session 1 deals with preparing and
updating mont "KPI data to support management decisions. Session 2 focuses
on generati ahd maintaining accurate day-to-day sales data. Session 3
introduceﬁﬂ—n principles of developing data-based experiments for decision-

ally, Session 4 explains how to execute these experiments, analyse

makin
resu%énd draw data-driven conclusions.
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SESSION 1: MONTHLY KPI DATA

A KPI is a measurable value that demonstrates how effectively an organization,
team, or individual is achieving key business objectives. Organizations use KPIs
at multiple levels to evaluate their success at reaching targets.

To break it down further, KPI is a general terminology that acts as performance
indicator for any type of team, department, or firm.

The Fig. 5.1 visually represents the essential characteristics that everxgp(Key
Performance Indicator) should have. It is based on the SMART criteri% hich is
a widely used framework to ensure that KPIs are effective and @s}&ingful for
tracking performance. 00

Indicator:

Performance:

Focuses on
quantifiable
outcomes and is
sensitive to
organizational c
hanges.

Acts as an early
indicator of
future
performance
shifts.

@
Fig. 5.1: Essential Charaeeristics of KPI

Following are the Five SMART Criteria f r lecting KPIs (Fig. 5.2)
<

)

‘ e
C)é Specific Measurable Attainable
K=

Q Fig. 5.2: Five SMART Criteria

Relevant

1. Specific: The KPI should be clear and well-defined, leaving no room for
ambiguity. It should focus on a particular area or objective that needs to be
measured.

2. Measurable: The KPI must be quantifiable. You should be able to track
progress and measure outcomes using concrete data.
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3. Attainable: The KPI should be realistic and achievable, considering the
resources and constraints of the organization. Setting unattainable KPIs can
demotivate teams.

4. Relevant: The KPI must be aligned with the organization’s goals and
objectives. It should matter to the business and support decision-making.

5. Time-bound: The KPI should have a specific time frame for achievement (e.g.,
monthly, quarterly, annually) to track progress and ensure accountability.

RELEVANT MONTHLY KPIS é(,"

It refers to the specific performance indicators that organizate track on a
monthly basis to monitor how well they are meeting their busjg& goals. These
KPIs vary depending on the type of business but are alwa ligned with key
objectives such as growth, efficiency, customer satisfactio®) or profitability.

For example: \,O

X
e In sales, monthly KPIs could include total re@le, number of units sold, or
sales growth percentage.

« In operations, KPIs might include proddstion output, on-time delivery rate, or
defect percentage. é‘\,

e In human resources, KPIs could (Sélgér employee turnover rate, training hours
completed, or absenteeism.

e In finance, KPIs often incld@ monthly expenses, profit margins, or cash flow.

In simple words, relevan@ﬁnthly KPIs are those measures that matter most to
the organization’s performéance and provide management with a clear picture of
progress, trends, andér as requiring action.

COLLECT AND @I\}'DATE MONTHLY DATA

Every mont usinesses record a lot of information e.g., sales made, money
spent, pr ts delivered, or new customers added. To know how the business
is perf; ng, this data must be collected and then checked for correctness.

C%é@:ing data means gathering all the required information from different
sources.

For example:
o Sales figures from invoices or billing systems
« Expenses from accounts records

o Employee details from HR records
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e Production numbers from factory reports

But collecting is not enough. The data may have mistaken/errors such as:
e Missing entries (a sale not recorded)

e Wrong numbers (extra zero added by mistake)

e Duplicate entries (same record written twice)

e Wrong dates (April data shown under May) @b’
That is why data validation is important. It involves checking and cle%x\ﬁg data
to ensure accuracy and reliability. Validation can include: NQ\

o Filling in missing details Q'O'

o Correcting typing errors <

e Removing duplicates \/QNO

e Cross-checking with original documents \/

When data is properly collected and validated @ omes trustworthy. Only then
can it be used to prepare monthly rep track performance, and help
managers make good decisions.

Let’s understand with the help of exa '(’ ple” Imagine a small clothing shop that
wants to track its monthly performance.

1. Collecting Data: The shopkeeper gathers sales records from the billing
register or POS (Point of S system. Each record includes: date of sale, item
sold, quantity, and a 'Szt received. At the end of the month, all daily sales
are entered into an Excel sheet to calculate total sales for the month.

2. Validating Data: %ile checking the sheet, the shopkeeper finds that one
day’s sales Kmis.s.ing (data not entered). This is a missing entry, so it is
corrected By, checking the register.

Anot e‘&cord shows that a shirt was sold for 25,000 instead of *500. This
is ng error, and it is corrected. The same sale appears twice because it
vﬁ;ﬁ ntered both from the receipt and the register. This duplicate is removed.

3. Result: After correcting these issues, the data is now accurate. The
shopkeeper can prepare a monthly sales report showing total revenue, best-
selling items, and trends compared to last month.

This way, collecting and validating monthly data ensures that the business
report is correct and management decisions (like ordering more stock or
changing prices) are based on reliable information.
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USE OF SPREADSHEET SOFTWARE TO ORGANIZE AND CALCULATE KPIs

Spreadsheets like MS Excel or Google Sheets are very useful for handling large
amounts of business data. They allow us to organize, calculate, and present Key
Performance Indicators (KPIs) in an easy-to-understand way. Instead of writing
numbers on paper or keeping them scattered, a spreadsheet keeps everything in
one place and performs calculations automatically.

1. Organizing Data: The first step in working with KPIs is to organi@iata
properly. A spreadsheet should be structured with clear columns 'fqllsdates,
KPI names, and their values. '\’%

Raw data, such as daily sales or expenses, should be stor@ a separate
worksheet so that it can be traced and verified easily. %

Arranging KPI values in columns instead of rows also ma
apply formulas and create charts. AS)
For example, a retail shop may record Date, S%@s Amount, Number of
Customers, and Expenses in separate columns te.prepare monthly reports.

2. Calculating KPIs: After organizing the data%preadsheets can be used to
calculate KPI values wusing formulas.@imple functions like SUM|(),
AVERAGE(), and COUNTIF() help in finding totals, averages, and counts.
More advanced functions such as SUM (), AVERAGEIFS(), and COUNTIFS()
allow conditional calculations (e.g.&@tal sales of one product line). Functions
like VLOOKUP() or INDEX/ MW) can pull related data from other sheets.
Calculated fields such as Profit"Margin or Growth Rate can also be created to
analyse performance mor eply.

Automating these for s ensures that KPI calculations remain consistent
and accurate every morth.

3. Preparing for Re@o ting: Once KPIs are calculated, the next step is to
prepare them f(f/\}éporting. Spreadsheets provide powerful visualization tools
such as b r%qarts, line graphs, and pie charts to represent trends and

compari . These charts make it easier to identify growth patterns,

%ce gaps, or problem areas.

ick decision-making, KPIs and charts can be combined into a

oard, giving management a single-page summary of all important

es it simpler to

For example, a supermarket can create a dashboard that shows Total Monthly
Sales, Average Daily Customers, Expense Breakdown, and Profit Trends in one
view.

MONTHLY KPI REPORTS AND DASHBOARDS
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Monthly KPI Reports are structured summaries that show how a business is
performing based on key performance indicators (KPIs). They are usually
prepared at the end of each month and include tables, figures, and short notes
that explain important results. These reports help management quickly
understand performance, compare it with previous months, and decide what
actions to take.

Dashboards, on the other hand, are visual tools that display KPIs in a@ore
interactive and easy-to-read format. Instead of long tables, dashb use
charts, graphs, and gauges to highlight performance at a glance. .\’@

Dashboards are often updated automatically when new data isMatlded, which
makes them more dynamic than static reports. A well-d ed dashboard
brings together the most important KPIs on a single screen,gnaking it easier for
managers to spot patterns and act quickly.

O
Preparation of Monthly KPI Reports \,\,
A Monthly KPI Report is a structured summa ey performance indicators

that helps managers track progress, spotz/problems, and make informed
decisions. Preparing one involves the followng steps:

1. Define Purpose and Audience: First,{ra’ecide why the report is being prepared
such as monitoring sales growth og controlling costs. It is also important to
know who will use it, since tives may prefer short summaries while
teams may need more detajled data.

2. Select Relevant KPIs: Clv) se KPIs that directly measure progress toward
business goals. Keep 'gfocus on only the most important metrics to avoid
unnecessary compl ?or information overload.

3. Gather and Va Data: Collect data from trusted sources like sales
systems or %@ises Always check the accuracy and consistency of the
informatio ore including it in the report.

4. Orgam;&l?ﬁd Calculate KPIs: Arrange the collected data in Excel or other
tools 46, at it is neat and easy to read. Use formulas such as SUM or
AV GE to calculate key values like growth rates or profit margins.

5. ign the Report Layout: Present KPIs using simple charts and tables to

ake the report easy to understand. Include comparisons with targets or past
performance to give context.

6. Build a Draft and Get Feedback: Prepare a draft version of the report with
sample data. Share it with managers or teams to ensure it meets their needs
and make improvements based on their feedback.
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7. Finalize and Distribute: Once the report is complete with accurate data and
visuals, it should be distributed regularly, typically once a month, to all
concerned stakeholders.

8. Review and Update Regularly: From time to time, review whether the KPIs
and report format are still relevant. Update the design, data sources, or KPIs
as business goals and priorities evolve.

Principles for Monthly KPI Dashboards b,
The following are the key principles for effective monthly KPI dashboar{s@

S

e Choose Only the Right KPIs: Show only what matters mo \\'

¢ Know Your Audience: Executives need summaries; Q s may need
details.

e Keep It Clear and Simple: Use a clean layout, avoi(éﬁﬁtter.

e Use the Right Charts: \/O
a. Line chart = trends O\/
b. Bar chart = comparisons %
c. Pie chart = composition \©
d. Gauges = targets ,(,'\/(Df
<

e Add Context: Compare with t&ets, past months, or industry standards.
e Allow Interactivity: Filter khne, team, region) and drill-down options.

e Keep Data Updated: Us{éﬁve or regular refresh.

e Assign KPI Owners: %&wone responsible for accuracy and follow-up.

Steps to Create a Mo%l; KPI Dashboard

1. Define Objectiv ecide what the dashboard should show, such as
tracking sale%’ifonitoring efficiency, or checking team performance.

2. Select Kl%{ oose the key metrics that clearly show progress toward your
objectiv% nly include what is important.

3. Gath@ ata: Collect accurate data from reliable sources and make sure it is

before using it in the dashboard.

ign Layout and Visuals: Plan how the dashboard will look and decide

hich charts or tables will best show each KPI.

5. Build the Dashboard: Use tools like Excel, Power BI, Tableau, or other
software to create the dashboard.

6. Test and Refine: Share the dashboard with users, get their feedback, and
make improvements to make it clear and useful.

7. Deploy and Maintain: Share the final dashboard with all stakeholders and
update it regularly to keep the information current.
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Benefits of Monthly KPI Dashboards

e Monthly KPI dashboards provide a quick, at-a-glance view of business
performance.

e They help highlight trends and spot any unusual changes early.

e Dashboards make it easier for managers to make decisions based on data.

e They improve communication and keep teams aligned on goals and priorities.

e Using dashboards saves time compared to preparing reports manually.b,

IDENTIFICATION OF TRENDS AND PATTERNS IN KPI DATA é(,\/

When analysing KPI data, it is not just about numbers. The goal i Qnderstand
what the numbers indicate over time. Two important concep{z@e trends and
patterns.

e Trends show the general direction in which some}Qng is moving. For
example, if monthly sales are going up for three mE\IIQhS in a row, that is an
upward trend. If the number of customers is fallif}yg over several months, that
is a downward trend. Trends help us see 4x@mether things are improving,
getting worse, or staying the same. @

« Patterns are repeated behaviours or ev@‘ts in the data. For example, a shop
may notice that sales always inc e on weekends or during festivals.
Recognizing such patterns hel “in planning ahead, like stocking more
products when higher sales aréxpected.

Finding trends and patterns gié’very useful because it helps managers make
better decisions. For exa , if a trend shows falling sales, managers can take
action to improve it. If a ern shows that certain products sell more at specific
times, they can plan 6§notions or inventory accordingly.

Tools like Excel rca!lshboards can make trends and patterns easy to see. Line
charts can %31 how sales change over months, bar charts can compare

products, eat maps can highlight areas with high or low performance.
These vi tools make it simple to understand data quickly, even at a glance.
Let’séﬂerstand how to identify Trends and Patterns in Sales Data:

Q Monthly sales for a small shop (in )

Month | Sales | Customers

Jan 50,000 120

Feb 55,000 130
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Mar 60,000 140
Apr 58,000 135
May 62,000 145
Jun 65,000 150
Steps to follow: \Q@b’

1. Open Excel and enter the data in three columns: Month, Sales, Q@tomers.

2. Select the Month and Sales columns and insert a line ch@{%%sert — Line
Chart).
<

3. Observe the trend in sales over the six months. O
4. Select the Month and Customers columns and in§e% another line chart.

5. Look for patterns, such as increases or d ses in sales or customer
numbers.

6. Use Conditional Formatting (Home —3\Conditional Formatting — Colour
Scales) on Sales to quickly see high a{ﬂ ow values.

7. Write 2-3 sentences describing t erJend and any patterns you notice.
After completing the above steps;“the following observations can be drawn:

1. Trend in Sales: Sales aréienerally increasing from January (350,000) to
June (65,000). This %2 s an upward trend, meaning business is growing.

2. Trend in Customer e number of customers also shows an upward trend,
increasing from 1@, January to 150 in June.

3. Patterns: Th ay be a small dip in April for both sales and customers,
which co icate a seasonal slowdown.
The over érend shows growth, suggesting that promotional strategies or
popu ﬁ\products may be driving higher sales over months.

4. Vi ools:

Q%,ine charts make trends easy to see.

o Conditional formatting highlights months with lower or higher sales at a
glance.

PRACTICAL EXERCISES

Activity 1: Design and create a Monthly KPI Report Template using Microsoft
Excel, incorporating essential Excel features such as tables, cell formatting, data
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validation, and conditional formatting to automate the visual tracking of KPI
performance.

Situation: In an organization, managers and teams need to track Key
Performance Indicators (KPIs) regularly to monitor progress toward business
goals. A standardized, visually clear KPI report template is essential for
consistently evaluating performance.

Material Required le'
e Microsoft Excel (any recent version) . %Q'

e Excel Tables \Q\"\,

e Cell Formatting QO

e Data Validation NQQJ

e Conditional Formatting \,O

Procedure Q&

1. Open Microsoft Excel and create a new WO@)OOK.

2. Define the following columns for the KPhreport:

e KPI Name \,@{\’
e Target ®(b'
e Actual %

e Variance 'ﬁfbl
e Status Q
&

e Comments
Q>

3. Format th e%?ire data range as an Excel Table to enable easy sorting and
filterin Q)

4. Use Qa}a Validation to create input restrictions. Example: Add a dropdown
list+1 the “Status” column with options like “On Track” and “At Risk.”

S.Qpply Conditional Formatting to highlight performance:
e Use Green Fill if the Actual value is greater than or equal to the Target.
e Use Red Fill if the Actual value is less than the Target.

6. Save the KPI Report Template for reuse in monthly reporting.
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Activity 2: Enter sample KPI data into the prepared template, apply formulas to
calculate Variance and Status, and verify that the conditional formatting and
formulas function as expected.

Situation: After creating a KPI report template, the next step is to practice
inputting and analysing sample data to ensure the template works correctly and
accurately reflects KPI performance.

Material Required le'
e Microsoft Excel . %Q
e Sample KPI data \Q\"\,
e Excel formulas (e.g., subtraction, IF statements) QO
e Basic understanding of conditional formatting NQQJ
Procedure \,O
1. Open the prepared KPI Report Template in E%eD\J
2. Enter sample KPI names, such as: @
e Revenue . &
e Customer Satisfaction {\’
e On-Time Delivery \z@

O

3. Input sample Target and Act alues for each KPI for the selected month.
4. Insert a Variance formula(égc&alculate performance gaps:
=Actu@ﬁ‘arget
5. Use an IF formula@%ietermine the KPI status:
=IF%@@1 >= Target, “On Track”, “At Risk”)

6. Check thaQ)

0\ he formulas calculate correctly.
%C) Conditional formatting visually reflects the performance status (e.g.,
% green for “On Track,” red for “At Risk”).

7. Save the file for future reference or class presentation.
Activity 3: Create Charts for KPI Visualization

Material Required

e Excel Chart tools (Line Chart, Bar Chart, Pie Chart)

e Optional: Pivot Tables for data summarization
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Procedure

1.
2.

Select the range of KPI data you want to visualize.

Insert appropriate charts based on the type of data and insights needed:
e Use Line Charts to show KPI trends over multiple months.

e Use Bar Charts to compare actual performance against targets.

e Use Pie Charts to display composition or distribution (e.g., s@? by

product category). é(,\’
. Customize the charts by adding clear titles, axis labels, and ad}@ng colours
for better readability. {}
. Optionally, create a separate dashboard sheet Withi]@%e workbook to

consolidate all charts for a quick overview. S

Save the workbook and update it monthly with ng:&v@lta to track trends over

CHECK YOUR PROGRESS
A. Fill in the blanks ) @3

. Multip

time. Q)
%
©

x
1. Operational metrics are &used to evaluate the performance and
efficiency of business opere&@.
2. KPIs stand for

—é&
3. KPIs helgg ck profitability, cost, and revenue generation.

Answer Q

4. In customer seg%e, KPIs like rate and customer satisfaction
are essentia&@

S. Trackizg?(%rational performance helps in decision-making.
oice Questions

1. ich of the following is a Financial KPI?

Q%) Customer Retention Rate

b) Net Profit Margin
c) Social Media Engagement
d) Website Bounce Rate

2. KPIs are used to:

a) Increase employee salaries
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b) Design marketing logos
c) Measure organizational performance
d) Create new laws

. Which of the following departments would use Inventory Turnover Ratio
as a KPI?

a) Finance b,
b) Human Resources
c) Operations

d) Marketing

4. A key Sales KPI is: <

a) Return on Assets

b) Lead Conversion Rate

c) Average Handle Time

d) Employee Absenteeism &
. Customer Satisfaction Score (CSAZQ\S primarily used in:

<
X
>
c) Marketing '(,(D%&
d) Customer Servi@

a) Sales

b) Operations

C. Match the Colur@

R
N
S.No. |C nA S.No. | Column B
Vo
1 &%‘c Profit Margin A Marketing KPI
AN
~®J Customer Satisfaction B Operations KPI
<2CO Score
3 Conversion Rate C Financial KPI
4 Inventory Turnover D Customer Service KPI
5 Lead Conversion Rate E Sales KPI
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D. Short Answer Questions

1.

2
3
4
5

Define Operational Metrics.

What are KPIs and why are they important?

. Name two examples of Marketing KPIs.

How can identifying relevant KPIs benefit a department?

. Mention one KPI used in customer service and its importance. @b’

E. Long Answer Questions . %Q
Y

1.

Explain the concept of Key Performance Indicators (KPIs) aﬁ@\'heir role
in business management.

. Discuss various types of KPIs with relevant depart 1 examples.

. How do you identify relevant operational metrick@ different

departments? Illustrate with examples. X,

. What is the significance of tracking operaﬁ%ﬁal performance for business

success? @

. Compare and contrast Financial and’%’perational KPIs. Provide examples

to support your answer. '(,\’
x<

F. Check Your Performance (b~

1.

A retail company notic & ¢ clining monthly sales revenue despite high
website traffic. What ible operational or marketing KPIs should be
examined to under@, d this issue.

design a sim
a. Name @%e KPI
b. W@@t measures

.@W it can help in decision-making.

I, including:

. Choose any ﬁ:partment (e.g., Marketing, Finance, Operations) and

u are evaluating performance in the Marketing department. Out of the
following, identify the one metric that is least relevant and explain why:

a. Click-through Rate (CTR)
b. Cost Per Lead

o

Employee Absenteeism

A

Conversion Rate
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SESSION 2: DAY-TO-DAY SALES DATA

Day-to-Day Sales Data refers to the daily record of sales made by a shop or
business. It shows how much money is earned and how many goods or services
are sold each day. Keeping track of daily sales helps businesses understand
customer demand, monitor performance, and quickly spot any sudden increase
or drop in sales. This information is useful for planning inventory, managing
staff, and making better business decisions.

<
SALES DATA POINTS é(}
Sales Data Points are the individual pieces of information that busiagsses record

to understand their sales performance. Each data point gives,a)specific detail
about sales and, when combined, they create a complete 8 ure of business
performance.

In simple words, Sales Data Points are the individwqj@values in the dataset
that represent sales performance at a specific 8me (e.g., month, week, or
day).

Sales Data Points are critical sales metrics h@arovide meaningful insights into
a company'’s sales performance. These dataypoints help organizations track their

sales trends, evaluate performance agairnst targets, make informed business
decisions, and develop strategies to ance revenue and customer satisfaction.
Below are some common sales d oints:

1. Date of Sale: This tells us Q(ih‘en the sale happened. Recording the date helps
us see if sales are high r»(,&' certain days, weekends, or festivals.
a;r

Example: If sales alg) ays high on Sundays, the shopkeeper can plan more

stock for that day.t}

2. Product/ Ite%?old: This shows what was sold. Every shop sells many items,
so writin n the product name helps in tracking which products are most
popula

f&d e: If “Shirts” sell more than “Trousers,” the shop can stock more

3. Quantity Sold: This means how many units of an item were sold. Quantity
tells us the demand for each product.

Example: If 5 laptops are sold in one day, but only 1 mobile cover, laptops
are in higher demand.

4. Price per Unit: This is the cost of one item. It helps calculate the total sales.

214



MIS DATA ANALYST - FINANCIAL SERVICES GRADE-XII

Example: If one shirt costs 3500, and a customer buys 3 shirts, the price per
unit (500) is multiplied by the quantity.

5. Total Sales Amount: This is the total money earned from the sale. It is
calculated as:
Total Sales = Quantity x Price per Unit

Example: 3 shirts x 3500 = %1,500.

6. Customer Details (Optional): Sometimes businesses record who bou@% the
product. This is not always necessary but helps in giving discoun.ts%;\’special
offers to repeat customers. \'\/

Example: Customer “Ramesh” buys every weekend. The s@can send him
a loyalty coupon. <

7. Payment Method: This tells how the customer paid 1\9 cash, card, UPI, or
online payment. Shops track this to manage cash and digital payments.

Example: If most customers use UPI, the shép may give a UPI payment
discount.

8. Store/Location: If a business has moré\than one branch, it records where
the sale happened. This helps compargeé\performance of different branches.

Example: Sales at the Delhi Stor?b’f?a%y be higher than the Mumbai Store.

These points help the business@derstand what sells, when it sells, how
much is earned, and who t ustomers are. This information is very useful
for decision-making. Below is(some importance of Sales Data Points:

o Identify sales patter s@zer time to forecast demand accurately.
e Monitor the progr@ f sales teams and product success.

e Enables quic data-driven strategic adjustments.
e Directs focus toward high-potential regions, products, or sales channels.
e Unders customer preferences and buying habits for better service.

SYST @OR DAILY DATA COLLECTION

Daj ata collection systems are tools or platforms used by businesses to
capture, record, and manage real-time data related to sales transactions,
customer interactions, inventory movements, and operational metrics. These
systems are critical for ensuring accuracy, efficiency, and timely access to sales
data that informs decision-making at all levels of the organization.
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Types of Data Collection Systems

The following are the four main types of systems commonly used for collecting
sales data: (Fig. 5.3)

=N

=) 0\ [[erp

2 = 7
>

POINT OF CUSTOMER ENTERPRISE MANUAL ENTRY
SALE (POS)  RELATIONSHIP  RESOURCE SPRE:ggHEET
SYSTEMS MANAGEMENT PLANNING BASED SYSTEMS
SYSTEMS SYSTEMS BUSINESSES)
N
Fig. 5.3: Daily Data Collection gu’nts
1. Point of Sale (POS) Systems %
A POS system is a combination of hard@re and software used at retail
locations to process customer purcha It records each transaction as it
occurs and automatically updates '@}’Nentory and sales databases. Key
features include: \,QJ

O
e Real-time recording of sale@ansactions
v
o Inventory management(by
e Barcode scanning @receipt generation
e Integration Witlb‘%;counting and payment gateways

Example: A lr@afng store uses a POS system like Square or Shopify POS.
When a cugtdwder buys a shirt, the system records:

° Pro@t ame

.
Q%Payment mode
e Timestamp of the sale
e Salesperson ID
Strategic Importance:
¢ Reduces human error

e Speeds up checkout processes
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e Provides immediate data for sales performance tracking
e Helps in replenishing stock and managing promotions.

2. Customer Relationship Management (CRM) Systems
CRM systems are designed to manage interactions with customers and
potential leads. While not limited to sales, CRM platforms often include sales
pipeline tracking, order history, and client communication logs. Key fqu’lres
include:

<,
e Tracks leads and customer purchases . %Q
e Maintains customer profiles and preferences *Q\\’
e Monitors follow-up activities QO
e Generates sales and engagement reports “QQJ

Example: A B2B company uses Salesforce CRM to %&ck how many products
were sold to each client, communication histo renewal status of service
contracts. %

Strategic Importance:

e Improves customer satisfaction thr@- personalized engagement
e Increases sales through upselhggland cross-selling
e Enables sales forecasting a@mampalgn performance analysis

3. Enterprise Resource Plan&&lg (ERP) Systems
ERP systems are integratéd’platforms that manage all business functions (e.g.
finance, HR, procurement, inventory, and sales) under one system. Key
features include: b'

e Centralize @a repository
o Cross—@ctional integration
e A ted workflow.
@al—time analytics and dashboards

Qxample: A manufacturing company uses SAP ERP to track product sales,
monitor raw material usage, and generate end-of-day reports that feed into
financial and logistics modules.

Strategic Importance:

e Offers a holistic view of business performance

e Eliminates data silos and duplication
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e Enhances accuracy through centralized automation
e Scales easily for growing businesses.

4. Manual Entry and Spreadsheet-Based Systems (Small Businesses): These
systems involve recording daily sales data manually using tools like Microsoft
Excel, Google Sheets, or paper logs. Often used by small businesses or start-
ups with limited resources. Key features include: b,

e Customizable templates <

A\
&
S

e Requires manual updates @Q

e Low-cost or free

e Easily accessible and shareable

Example: A local bakery tracks daily sales using an E}Qel sheet that logs:
a) Date \’\’
b) Product sold %O
c) Quantity @
>
,(,’\/
e) Total amount <

X
: , s
Strategic Importance:

e Useful for early-stage b esses

e Provides control a@xibility
e Ideal for low—vog%e operations

d) Price per item

e However, % to human error, time-consuming, and lacks real-time
insight.

Compariso& etween types of Data Collection Systems
P

Syst Real-Ti
yStem | Automation cat--ime Suitable For Example Tools
Type Data
Retail
POS High Yes etal. a1j1d .Square,
hospitality Lightspeed
B2B sal lesf Zoh
CRM Moderate Yes 2 Saes, Salesforce, Zoho
service sectors CRM
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) Large SAP, Oracle
ERP High Yes enterprises ERP
M 1
anual/ Small/local Excel, Google
Spreadsh Low No )
businesses Sheets
eet
DATA ACCURACY AND COMPLETENESS @b’
When collecting sales data, it is important that the information is bot curate
and complete. \O\\’
Data Accuracy means the numbers or details recorded are co and free from

mistakes. For example, if a shop sold 25 items but the system records only 20,
that is inaccurate data. Accurate data ensures that me&@gers know the true
picture of sales and can trust the reports. \JO

Data Completeness refers to having all required 'r@ﬁ"mation available and fully
captured without missing values or incomplete r%rds. In short, it means all the
required information is captured without le anything out. For example, if a
customer’s purchase is recorded but the ment method or product code is
missing, the data is incomplete. Comgé}e data helps in proper analysis and
avoids confusion later. (b’&

Difference between Accuracy and Completeness:
cX

Feature Data Accuracy Data Completeness
Definition Corr&@}és of data entries | Availability of all required data
O
Full and hensi
Focus %\* Correct values Ut and comprehiensive
records
oy
E 1
X?;;)%é\ Wrong product price entered Missing product price field
QCO Misleads analysis and Limits analysis and data
mpact . . -
decisions usability

The importance of Data Accuracy and Completeness is explained as below:

1. Better Decision-Making: Correct and complete data helps managers make
the right choices about sales, stock, and planning.
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2. Avoids Costly Mistakes: Inaccurate or missing data can lead to wrong
forecasts, overstocking, or revenue loss.

3. Builds Trust: Reliable data builds confidence among employees, managers,
and even customers.

4. Improves Efficiency: When data is complete, there’s no need to waste time
searching for missing details.

5. Supports Business Growth: Accurate and complete data helps in s@ﬁﬁng
trends and planning strategies that lead to growth.

.N%
ORGANIZING DAILY SALES DATA «Q\

Organizing daily sales data means arranging information ab@%mducts sold,
money earned, and customer transactions in a systematic W@y.

Proper organization makes it easier to track performan@ compare results, and
plan future actions. If sales data is scattered or i];Kc/o plete, businesses may
struggle to understand how they are performing«That’s why different methods
are used to keep sales data organized and eas &coess. They are:
1. Spreadsheets (Excel or Google Sheets)’» One common method of organizing
sales data is by using spreadsheets li icrosoft Excel or Google Sheets. In
this method, sales are entered in g@gnd columns, such as Date, Product,
Quantity, Price, and Total. Q-
Spreadsheets make it easy to soft and filter information, perform calculations
using formulas like SUM() @’N ERAGE(), and create graphs or charts to show

trends. X

For example, a a ery may record its daily sales in Excel and then use
formulas to calc the total revenue for the day or the average sales per

product. XU
2. Point of @ (POS) Systems: Another popular method is using Point of Sale
(POS) tems, which automatically record sales when customers make

pur @es. A POS system not only processes billing but also updates stock
a&enerates instant reports on daily sales. Since everything is recorded
igitally, businesses can quickly see which products are selling well and what
time sales are highest.
For example, a clothing shop using a POS system can find out how many
shirts were sold in a day, how much revenue was collected, and which
payment method was most used.
3. Databases: For larger businesses, databases such as MS Access or SQL are

often used to organize sales data. Databases are especially useful when a
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company has multiple branches or deals with a very large number of
transactions. They allow businesses to store all sales information in one
central place and run complex queries to create customized reports.

For example, a supermarket chain may use a database to track daily sales
across all its outlets, making it easier for management to compare
performance between stores.

4. Manual Records (Registers/Notebooks): Small businesses or shops, with
limited resources sometimes still rely on manual methods like noteb@é or
registers to record daily sales. This method is simple and inexpe:§®e, as it
only requires pen and paper. However, it is prone to errors, take.g ore time,
and is harder to analyse compared to digital methods. 0
For example, a small tea stall may write down the numbchh}éups sold and
the money collected in a notebook at the end of each

In short, sales data can be organized in different ways dgpending on the size of
the business. Small shops may use manual records while growing businesses
often prefer spreadsheets or POS systems. Large ﬁnizations handling massive
sales volumes usually rely on databases for ef@i cy and accuracy.

COMMUNICATING DAILY SALES UPDATES TO MANAGEMENT

Communicating daily sales update '(),} a critical process that ensures
management stays informed about frrent sales performance, potential issues,
and emerging trends. Timely and ctive communication helps managers make
quick, data-driven decisions ttq\:thimize sales strategies.

Reporting Methods »(,(D'

1. Automated Daily il Summaries: Automated systems send daily sales
performance su ries directly to management’s inbox. The advantages are:
e Saves tim liminating manual reporting.

e Ensures consistency and timely delivery.
e Can @ight top-performing products, regions, or sales teams.

Ex 1@ e: An automated email at 9:00 AM summarizes yesterday’s total
s% key product performance, and variances against targets.

Z.Qashboards with Real-Time Data: Interactive dashboards provide live
updates on sales metrics. The advantages are:
¢ Allows instant access to up-to-date sales information.
e Managers can filter by region, product, or time period.
e Supports faster decision-making.
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Example: A Power Bl dashboard showing current sales vs targets by region,
with real-time updates from POS systems.

3. Brief Daily Sales Reports: A concise, structured report shared daily via
email, intranet, or collaboration tools like Microsoft Teams or Slack. The
advantages are:

e Summarizes key sales metrics and highlights in an easy-to-read format.

O

Example: A daily sales report with tables showing product-wise 's@i%s and
short notes on deviations or issues. \'\,

Recommended tools for Data Presentation or Data Reportg.@to

e Provides space for analyst commentary or recommendations.

Tool Strength Example Use Case
Power BI Real-time, highly Live @s dashboards for
scalable XU management
XS i
Tableau Deep interactivity, @prlormg sales trends across
detailed visuals '\» regions

/

Google Data

Real-time, Gooil’%'(r

Automated daily reports using

K0

Studio 1ntegrat1{rb, Google Sheets data
Excel Quick, 10W-®\t, manual | Small store daily sales summary
Dashboards with Excel charts

PRACTICAL EXER%&S
Activity 1: De&gnu@ a Simple Sales Data Collection System for Fresh Bite Cafe

Situation:
sales tracki

g&

1te Cafe, managed by Mr. Rahul, is struggling with manual

sing paper bills. This leads to calculation errors, delayed sales

summari nd a lack of product performance insights. Mr. Rahul needs a
simpl -cost digital or manual solution to track daily sales accurately and

qu@
Task: Design a simple sales data collection system that will help Mr. Rahul.

a) Record sales data efficiently.

b) Track which products are selling best.

c) Calculate totals automatically.

d) Provide easy-to-read daily and weekly summaries.
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Material Required

Microsoft Excel or Google Sheets
Google Forms (optional for digital input)
Basic manual paper form (optional for offline entry)

Basic flowchart design tools (Excel, Google Drawings, paper)

Procedure @b'
1. Create a Sales Sheet in Excel/Google Sheets: .\%Q
a) Open a new spreadsheet. 0
b) Add columns: Date, Product Name, Quantity Sold, PriCQ Unit, Total.
c) Use a formula for Total = Quantity x Price. <

d) Apply AutoSum to quickly calculate the daily total Shles.

. Optional — Create a Google Form for Data Entry: X

X
a) Add fields for Date, Product Name (Dropda@nenu), Quantity Sold, Price

per Unit.

b) Link the form responses to Goo Sheets so that sales data is
automatically collected. 'é\,

. Optional — Design a Manual Paper¥orm:

a) Create a simple table with @hmns: Date, Product, Quantity, Price, Total.
b) Print copies for staff to @n whenever a sale is made.

. Build Sales Summaries~i (%XCGI/ Google Sheets:

a) Create a sur:)}?% table to show:

e Daily Total pales
G

o Best%—s{e ng Products

[ ]

y Sales Total
b) Qcharts (bar/line chart) to make the data easy to understand.

5. @N a Simple Flowchart: Sales Entry — Data Recording — Summary Sheet
Da

6.

ily Report for Mr. Rahul
Review and Test the System:

e Enter some sample data.

e Check if totals are correct.

e Make sure summaries and charts update automatically.
e Confirm the system is simple for café staff to use.
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Activity 2: Monthly KPI Reporting.

Situation: Spark Tech Solutions, a small IT service company, checks its
business performance every month using Key Performance Indicators (KPIs). But
sometimes, staff enter incomplete or wrong data in the reporting sheet. This
creates mistakes in reports and leads to poor management decisions.

Task: To practice filling a Monthly KPI Reporting Template correctly so that:
a) All data is complete and accurate. "8
4
D
0
¥
Material Required Q
e Monthly KPI Reporting Template (Excel or Google Sheéts)

b) Values are properly formatted.

c) Totals and percentages are calculated correctly.

e Sample KPI data sets \’\,
)
Monthly Cu.stome$ Employee
New Satisfa n | Completed ..
Month Sales . Productivity
Customers Score Projects
Revenue (I) N o Rate (%)
& T %)
. ]
X
Jan 4,50,000 12 Q‘b’ 85% 8 92%
Yy
Feb 4,80,000 15(}' 87% 9 90%
Mar 5,20,000 Q&‘IS 82% 10 88%
. A
Apr 5, 10,00@* 16 84% 9 91%
\IN
May 5,60@)0 20 89% 11 93%
L
Jun @86,000 22 90% 12 95%

a4,
A\ 4
Pro e

1.%nter the Data: Type the given numbers carefully in the correct columns and
do not leave any blank cells.
2. Format the Data

a) Show Sales Revenue in currency format ().
b) Show CSAT and Productivity Rate in percentage format.

c) Enter New Customers and Projects as whole numbers.
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3. Use Formulas for Calculations

e =SUM() — to calculate total sales revenue (Jan—-Jun).

e =AVERAGE() — to calculate average CSAT score.

e Productivity Rate formula: (Actual Output + Target Output) x 100.
4. Review and Validate

e Double-check that all data is correct. b’

e Make sure formulas are working. \>

e Ensure no fields are left empty. $O
5. Submit the Report Q

e Save the sheet with your name. @6

e Review it again before submitting. \/O

Save and review the file to ensure comp@@mss and correctness before
submission. @

Activity 3: Prepare a Brief Daily Sales S}n@pary for Management.

Situation: A store manager wants a quick daily sales summary that shows total
sales, best-selling product, and g?mber of transactions. This will help
management review performanc out going through detailed bills.

Material Required (b%&'
¢ Microsoft Excel or Go@e%heets

e Sample Daily Saleé'éjata

pwie STt gy Ten |
16_Afé§2% 7 Cold Coffee 40 120 4800
1(62@‘?331‘11 -25 | Cappuccino 25 100 2500
16- April -25 Sandwich 30 80 2400
16- April -25 Muffin 20 50 1000
16- April -25 Lemonade 35 60 2100
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Chocolate
16- April -25 10 150 1500
pril -2 Cake

Procedure

1. Open Excel or Google Sheets to create a spreadsheet with the following
columns:

e Date @b’
e Product Name %(,\’
e Quantity Sold D

e Price per Unit (}) 0

e Total (3) QO

2. Enter the sample data provided for 16-April-25 in the T@%ective columns.

3. Calculate Total Sales for Each Product: In the ’PQQ{I (R) column, use the
formula: =Quantity Sold * Price per Unit

O
4. Calculate Total Daily Sales: At the bottontcjﬁhe Total (R) column, use the
formula: N
=SUM(E2:E7) -\’Q}r

5. Identify the Best-Selling Product \J@

e Look at the Quantity Sold@&‘nn and find the product with the highest
value. X,
e In this dataset: Cold e (40 units) is the best-selling product.

6. Count Total Transac@ls: Count the number of products sold using the
formula: =COUNT@2:B7)

7. Highlight Key : Use Conditional Formatting to highlight:

e Highest)quantity sold — Best-selling product
e Hig and lowest sales totals — Quick visual insight

8. P%) the Summary Table for Management: Example of a brief daily
a

At

Metric Value

Total Daily Sales (%) 14,300

Best-Selling Product | Cold Coffee (40)
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Total Transactions 6

9. Review and Save

e Check all formulas and data for accuracy.
e Save the file and make it ready to share with management.

CHECK YOUR PROGRESS

XII

O

A. Fill in the blanks <&

1. The is a key performance indicator that measu%%e total
revenue generated within a specific month. O

2. It is important to monthly data before usi@ in reports to
ensure accuracy and completeness.

3. Spreadsheet software like is commofily) used to organize,
calculate, and visualize KPI data. Q)

4. A well-designed provides a quicK_ and visual summary of

monthly KPI performance for managemen%
5. Analysing KPI data over several mont elps to identify

patterns that support better decisionﬁq;la ing.

B. Multiple Choice Questions &QJ{\,
1. Which of the following is an €£a@mple of a monthly KPI?
a) Daily foot traffic
b) Monthly sales reven
¢) Annual profit X
d) Hourly produc @ rate
2. What is the ﬁrsbgep in ensuring that monthly KPI data is reliable?
a) Create g S
b) Valida@nd check the data
c) Siﬁ)fhe report
d) Si the data to management
3. ich tool is commonly used to organize and calculate KPIs?
Word Processor
b) Spreadsheet Software
c) Presentation Software
d) Drawing Tools
4. What is the main purpose of a monthly KPI dashboard?
a) To store daily sales bills
b) To prepare payroll
c) To visually summarize KPI performance
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d) To track employee attendance

5. Identifying trends and patterns in KPI data helps management to:
a) Ignore low-performing products
b) Make better and timely decisions
c) Reduce data storage costs
d) Eliminate customer feedback
C. Match the Columns @b'
AL
X
S.No. | Column A S.No. | Column B \»\/
O
1 Monthly KPI A Identifying perfor,Qaate over time
2 Data Validation B | Microsoft EXG@eGoogle Sheets
O . .
3 Spreadsheet Software C Monthlxé)élres revenue, profit margin
O
4 | KPI Dashboard D En@ng accuracy and
\c@pleteness

L] (‘ y
5 | Trends and Patterns E&‘\,‘}Visual summary of key performance
in KPI Data \,6 indicators

"N
D. Short Answer Questions @

1.

What is a Key Perfor%%%ce Indicator (KPI)? Provide an example of a
monthly KPI.

. Why is data va 'd%tion important when preparing monthly KPI reports?
. Name tvz‘gzg)r\monly used spreadsheet software for organizing and

calculati Is.

. Wha@fle purpose of a KPI dashboard?

5. How)’can identifying trends in KPI data help management in decision-

king?

E.Qong Answer Questions

1.

Explain the process of collecting and validating monthly KPI data. Discuss
why accuracy and completeness are essential in this process.

Describe how spreadsheet software can be used to organize, calculate, and
present monthly KPI data. Provide examples of useful functions and
features.
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3. What are the key elements of an effective monthly KPI report and
dashboard? How can visual tools like charts and graphs enhance
reporting?

4. Discuss the importance of identifying trends and patterns in KPI data. How
can this analysis support strategic planning and continuous
improvement?

monthly KPIs for a small retail business. Explain the steps, , and

reporting methods you would use. D

F. Check Your Performance S

1. You have recently joined a small retail store as a sales agistant. The store
does not have an organized system for recording dai les. The manager
asks you to design a simple system to record sales~data, ensure accuracy,
and prepare a daily summary for managemen&&)ﬁxplain step by step how
you would: Q)
a) Identify the key sales data points to rec each day.
b) Choose or design a system to colalét5l is data efficiently.

5. Design a simple system for collecting, validating, storing, and regéting

c) Ensure that the data entered is. rate and complete.

d) Organize and store the daily s data so it can be easily accessed.

e) Prepare a brief daily sales,summary for the manager showing total
sales, best-selling prodv@, and total transactions.

229



MIS DATA ANALYST - FINANCIAL SERVICES GRADE-XII

SESSION 3: DATA-BASED EXPERIMENTS
DATA-DRIVEN DECISION MAKING (DDDM)

Data-Driven Decision Making (DDDM) is a systematic approach where
organizations rely on data, statistics, and analytical evidence to make important
business decisions. Rather than depending on personal opinions, assumptions,
or instincts, DDDM ensures that decisions are based on measurable facts and
real-world trends. @8

When businesses use DDDM, they collect relevant data from various.sgulrces like
customer feedback, sales reports, website traffic, market researolxd\}d financial

records. This data is then analysed to uncover patterns, tren d actionable
insights that can improve the company’s performance and“competitiveness.
Below is the importance of Data-Driven Decisions: O

e In today’s business world, organizations generate h@ amounts of data from
sales, customers, operations, and marketing. O\/

o« Using this data helps managers make accurate, informed, and objective
decisions.

e It reduces risks associated with guesy@vork and improves the chances of

success. &@
Steps in Data-Driven Decision ng:
1. Collect Relevant Data: er data from reliable sources such as sales

records, customer feedba{e’@; web analytics, or operational logs.

2. Validate and Clean @ Data: Ensure the data is complete, accurate, and
consistent to avoi ong conclusions.

3. Analyse the %}} Use statistical tools, charts, dashboards, or software like
Excel, Power Bl, or Tableau to find patterns, trends, and insights.

4. Interp@ e Results: Understand what the numbers are telling you. For
exan’@lj:, identify which products are selling well or which regions have
ing sales.

S.QJake Informed Decisions: Use the insights to take actions like adjusting
prices, launching promotions, managing inventory, or improving customer
service.

6. Monitor Outcomes: After implementing decisions, track new data to see if
the actions are effective and adjust if necessary.
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Example: A retail store notices through sales data that cold beverages sell more
during summer months. Using this insight, the manager decides to stock more
cold drinks in summer and run a promotion. This is a data-driven decision
because the action is based on actual sales patterns, not just guesswork.

THE SCIENTIFIC METHOD IN BUSINESS

The Scientific Method is a structured approach to problem-solving and decision-
making. In a business context, it helps organizations make decisions baé} on
evidence and systematic experimentation. \(,\,

2

Test the
hypotheses

Define the
problem

XD
Fig 5.4: Scientific Method F@art
11

The Scientific Method flow chart (Fig. 5.4) ViS@
the scientific method or a logical problem—ssQ/ g process. They are:

represents the basic steps of

1. Define the problem: The process st .ts(%y clearly identifying and stating the
problem or question that needs to )Q@Jsolved.

2. Collect relevant data: Next, er information, facts, and evidence related
to the problem. This helps qﬁé‘understanding the issue better and provides a
foundation for analysis. ,Q»~

3. Create hypotheses:Qased on the collected data, propose possible
explanations or sdg%ons (hypotheses) that could address the problem.

4. Test the hy% ses: Finally, test each hypothesis through experiments,
cellection, or analysis to see which one best solves the problem.

further de?ﬁ
FORMUL OF HYPOTHESIS

A hyp Qésis is a simple and clear statement that predicts the outcome of
an riment or investigation. It is an educated guess based on observations
anQprior knowledge. In science, a hypothesis helps us understand and explain
phenomena by suggesting a possible relationship between variables.

Steps to Formulate a Hypothesis

1. Observe and Identify the Problem: Start by observing a natural event or
situation and ask questions about it. For example, “Does sunlight affect the
growth of plants?”
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— Observe and Identify the Problem

Gather Information

— State the Hypothesis Clearly AN
0

— Ensure it is Testable

<
Fig 5.5: Formulation of Hypothesis ~O

2. Gather Information: Collect background inform ion related to the problem.
Read books, articles, or conduct preliminary oh$érvations.

3. Make an Educated Guess: Based on your knowledge, predict what you think
will happen. This prediction should be ;(ggmﬁc and testable.

4. State the Hypothesis Clearly: Write the hypothesis in a clear and concise
sentence. It often follows the for : “If [independent variable] is changed,
then [dependent variable] will ffected.”

Example: “If plants recef@, more sunlight, then their growth rate will

increase.” 'Q(Dl

5. Ensure it is Testa iQThe hypothesis should be something that can be
supported or refu hrough experiments or observations.

Example of pothesis
. Obsen@on: Some plants grow taller in sunlight than in shade.

e H %’Aesis: If a plant is exposed to more sunlight, then it will grow taller
ared to a plant kept in the shade.

K&ARIABLES

In any scientific experiment, variables are the factors that can change or vary.
Understanding variables is essential for designing and interpreting experiments.

« Independent Variable: This is the variable that the experimenter changes or
controls to observe its effect. For example, if you are testing how sunlight
affects plant growth, the amount of sunlight is the independent variable.
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o Dependent Variable: This is the variable that changes in response to the
independent variable. In the plant example, the growth of the plant is the
dependent variable because it depends on the sunlight.

« Controlled Variables (Constants): These are all the other factors that must
be kept the same to ensure a fair test, such as the type of plant, soil, and
water amount.

DESIGNING EXPERIMENTS (A/B TESTING) @b’
A/B Testing is a method used to compare two versions of something to which
one performs better. It is widely used in business, marketin product
decisions to test changes before fully implementing them. O

Follow are the step by step process: <

1. Create Two Versions: Develop two variations of the ?Qm you want to test.
For example, two different website layouts, two em&ig'ormats, or two pricing
strategies.

X
O
e Version A = Current or control version
e Version B = New version or change toQQested

2. Split the Audience: Divide your targ?&,@udience randomly into two groups.
One group experience Version A, aQ@J he other sees Version B.

3. Measure Performance: Track@;(gl metric (like clicks, sales, or sign-ups) for
both groups. g{},

4. Compare Results: Ana the data to see which version performs better. The
version with better reswlts is usually adopted for full use.

Example: A cafe s to see if a new coffee cup design increases sale.
e Version A%)@ d cup design
e Versi @ = New cup design

H f the customers get the old design, and half get the new one.

Afteéeek, the cafe compares the number of coffees sold with each cup design
to@ de which design to use.

Importance
o Helps make data-driven decisions rather than guessing.
e Reduces risk by testing changes on a small scale first.

e Shows clear cause-and-effect relationships for business actions.
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MEASURE AND ANALYZE

After setting up the experiment with clear variables, the next step is
to measure the outcomes carefully and analyse the data collected.

To measure variables accurately during an experiment and obtain reliable
results, the following key practices should be followed:

Use precise and appropriate measuring instruments: Select tools suitable
for the variable being measured and ensure they provide measurerr&é in
standard units (e.g., rulers for length in centimetres, digital scale% r mass
in grams). Using accurate instruments helps reduce measurer{lé errors.

Calibrate instruments before use: Ensure that meas%{iﬂag devices are
properly calibrated to avoid systematic errors. Calibrati@ eans adjusting
the instrument to a known standard. O

Take multiple measurements: Measure the same V&lable several times and
calculate an average to minimize random errorséyd improve reliability.

Maintain consistent conditions: Keep %‘olled variables constant to
ensure that only the independent varixb affects the dependent variable,
reducing variability in measurements.-\(bf

Record data carefully and syste@atically: Use organized data sheets or
digital tools to note measuremefdts immediately and clearly, reducing the
chance of mistakes.

Minimize human error: }gﬁ’low standardized procedures for measurement,
and if possible, have n@"% than one person verify measurements.

Use randomized t@s and controls where applicable: Randomization helps
reduce bias and\Op founding factors, improving the accuracy of the results.

Analyse dat@critically: After measurement, organize data in tables or
graphs % entify patterns and check for anomalies that might indicate
meas ent errors.

Ana?g data is a crucial step in any experiment because it helps:

. Q derstand the results: Data analysis reveals patterns, trends, and

relationships between variables, showing whether the hypothesis is
supported.

Make informed conclusions: Without analysing data, it is not possible to
confidently determine what the experiment shows or how variables affect each
other.
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Identify errors or anomalies: Careful analysis helps spot mistakes or
unexpected results that may need further investigation.

Communicate findings clearly: Organized data makes it easier to explain
your results to others, whether in reports, presentations, or discussions.

Improve future experiments: Insights from data analysis guide you in
refining your methods and asking new scientific questions.

Following are some common methods and tools to analyse data effectivel b’

1. Organizing Data in Tables: When measurements or infor \%\(f)n are

collected, it is important to arrange them in a table with TOWS\&y? columns.
Each row can represent an observation or record, and @ column can
represent a specific detail, such as date, product nam sales amount.
Organizing data in this way makes it easier to read, coMipare, and analyse. It
also helps in spotting errors quickly and perfo@ng calculations more
efficiently, as the data is structured and well arragged.

. Creating Graphs and Charts %O

o Line graphs: Useful for showing change@ver time or continuous data.
e Bar charts: Good for comparing diff\, t groups or categories.

e Pie charts: Show proportions o&ﬁa&centages.

e Visualizing data helps you@q@%rends and patterns quickly.

. Calculating Averages antf{,f\&easures of Spread: When working with data,

averages and spread he {Qis understand the overall picture. The mean, or
average, shows the ce 1 value of the data. Median and mode are also useful
because they give@er ways to describe the center. To see how spread out
the data is, we usethe range (difference between highest and lowest value) or
the standar iation, which tells us how much values vary from the mean.
These measyres summarize data and show whether values are close together
or wid pread.

E ample, when the number of customers increases, sales may also rise.
s is called correlation. Scatter plots are a good way to visualize such
relationships. But it’s important to remember that just because two things
happen together does not mean one causes the other.

. Ide;;é ifying Relationships: Sometimes two variables may change together.

5. Using Statistical Tests: Statistical tests, like t-tests or chi-square tests, are

tools used to check if results are real or just due to chance. For example, if
sales seem higher after a promotion, a test can help check if the increase is
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truly significant. These are usually taught in higher classes, but knowing
their purpose helps in understanding reliable results.

6. Reflecting on Data Quality: Good analysis depends on good data. Always
check for unusual values, called outliers, or mistakes in recording data. Also,
think about whether other factors not controlled in the study may have
influenced results. Reflecting on data quality makes your conclusions more

trustworthy. b'
PRACTICAL EXERCISES \(,\,@
Activity 1: Group Discussion on Potential Business Questions for& ta-Based
Experiments 0
Material Required Q
e Paper or notebooks or Google Docs “06
e Pens / markers (or online whiteboard) \,\»O
e Projector or board for group presentations (o@aal)

e Timer or clock @

e Sample sales/customer data or case b{/@to spark ideas (Optional)

Procedure \,QJ'(,

1. The teacher briefly explains Q?he goal is to turn business problems into
simple, testable questions K%” ata experiments (A/B tests). Give one quick
example: “Does putting ins near the counter increase muffin sales?”

2. Divide class into gro '<P4—5 students.
3. Each group picks o%iS ;iven a small business scenario (e.g., café, mobile app,
clothing store, o shop, tutoring centre). Optionally use the Fresh Bite

Cafe or Spar examples.

4. Groups list problems or opportunities in their chosen context.

5. Encou% -8 quick ideas (no filters). Example prompts: low sales for a
pro poor conversion on a webpage, low repeat customers, slow checkout

ti :

6. <?ect 2-3 questions and make them testable (8-10 minutes): For each

hosen idea, reframe it as a clear experiment question. A good format: “If we

[change], will [metric] increase/decrease?”
Example: “If we offer a 10% discount on muffins between 3-5 pm, will muffin
sales increase by at least 15%?”

7. For each question, write a mini-experiment plan (8-10 minutes). Each plan
should contain:
a) Hypothesis (what you expect): short sentence.
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b) Independent variable (what you change) e.g., button color, discount,
display location.

c) Dependent metric(s) (what you measure) e.g., units sold, click rate,
conversion %, average order value.

d) Data sources & collection method: POS receipts, Google Analytics, form
responses, manual tally.

e) Duration & sample: how long to run, approximate sample size or number
of transactions.

f) Basic success rule: what result would count as success (e.g., lift in
sales). \'\/

g) Notes on fairness/ethics e.g., avoid harming customer%;gqsure equal
treatment.

8. Prepare a 2-minute group presentation (2-3 minute%@ummarize the top
experiment question and the mini-plan.

9. Each group presents. After each, teacher or peers’%.SQ( 1-2 quick questions:
Is the metric measurable? Is the duration realigtic? Any risks?

10. Teacher highlights well-designed experimené
metrics, no data source, too short duratios). Optionally assign one plan to
be turned into a simple spreadsheet or(ﬁock Google Form as homework.

N
Activity 2: Design a Simple A/B Tes‘k’@ffa Given Scenario.

and common issues (unclear

Situation: A company wants to t Dif changing the “Buy Now” button colour
from blue to red will increase Eikc‘ on their website.

Task: Work in groups to desig@h’a simple A/B test comparing two versions of the
“Buy Now” button. You to decide what changes, what is measured, what
remains constant, a ow long the test should run. Finally, explain how you
will decide which ve\(ﬁ is better.

Material Requiea‘

. Scenari@%ﬁdouts (short description of the case)

« A/B Ce}t Design Worksheet (with guiding questions)
. 1:@3 7/pencils (or digital devices for notes)

. hiteboard/flipchart (for group sharing, optional)
Procedure

1. Divide class into group of 4-5 students.
2. In groups, students answer the following in their worksheet (10-15 minutes):

a) What will change? — The button colour (blue vs. red).
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b)

)

d)

e)

What will be measured? — Number of clicks on the button.

What stays the same? — Website layout, product description, product
images, and traffic source.

How long should the test run? — Example: one week (or enough time to
get at least 500 visitors).

How will success be judged? — The version with the higher click—thg’ugh
rate (CTR) will be considered better.

3. Each group fills in their A/B Test Design Worksheet with t%fg?ﬂan
minutes)

4. Group Presentations (10 minutes): Each group shares thel@de&gn briefly
with the class.

5. Teacher gives feedback, emphasizing:

a)

b)

)

The importance of changing only one thing at a l@Qe (button colour).

Measuring results in percentages (CTR) instedd of raw numbers to account
for traffic differences.

Running the test for enough time to ¢ellect meaningful data.

CHECK YOUR PROGESS @’0

A. Fill in the Blanks Q-
1. inv®§using objective data to make informed

business decisions. Q

2. The O in business helps in solving problems
systematically ugh structured analysis.

3. A K’JQ’ is a testable assumption that guides an experiment
or researc%)

4. P is a method of comparing two variations to determine
W@h performs better.

S&ntlfymg is crucial for measuring and analysing

Q

experiment results accurately.

B. Multiple Choice Questions

1.

What is the main benefit of using data-driven decision making?
a) Faster guesswork

b) Decisions based on opinions
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c) Making informed and evidence-based decisions
d) Avoiding all data collection
2. Which of the following is the correct first step in the scientific method?
a) Measure results
b) Formulate a hypothesis
c) Conduct A/B testing b’

d) Make final decisions without testing

x

3. What does A/B testing compare? 0\9\’

a) Two unrelated departments Q

b) Two different time periods <

c) Two variations of the same option ONO

d) Two types of reports \J\,
4. In an experiment, what are key variables? O

a) External company policies ©

b) Factors that are measured and @olled

c) Random opinions &Q}

d) Data that is ignored O

5. What is the purpose of a;éalysing experiment results?
a) To ignore unexp &(g’outcomes
b) To validate or,reject the hypothesis
c) To guess Its
N
d) To 1mn@1ately accept all results
C. Match olumns
RN

V]
&3&3’. Column A S.No. Column B
=
Q 1 Data-Driven Decision A Measurable and controllable

Making factors

2 Scientific Method B Comparing two options

3 Formulating C Creating a testable statement
Hypotheses
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4 A/B Testing D Making decisions based on data
5 Key Variables E Systematic approach to problem
solving

D. Short Answer Questions

1.
2.

What is data-driven decision making and why is it important? b’

Briefly explain the scientific method and its application in»\g&iness
decision making. o\’@

3. Define a hypothesis and explain its role in experimentatiqr\fs,O

. What is A/B testing? Give a business example.

&

5. Why is it important to measure and analyse g@eriment results in

decision-making processes? LS

X

E. Long Answer Questions Q)

1.

F. Check Your Perform
1.

3.

Explain the complete process of applyin ¢ scientific method in business
decision making. Use an example to ﬁ%lstrate each step.

. Discuss the significance of ideﬁy' ying key variables and designing

controlled experiments (A/B te g) for business growth.

. Analyse how data-driven de&on making can transform an organization’s

strategic planning and ormance.

o

Evaluate the effettiveness of A/B testing as a decision-making tool in
digital marketifAg” Provide examples.

. Critically @ess the advantages and limitations of using the scientific

metho real-world business scenarios.

Ey T\éte how accurately identifying key variables impacts the success of
&siness experiment.

%esign an A/B testing plan for improving customer engagement on a

5.

company’s website. Outline the hypothesis, key variables, and methods of
analysis.

Develop a comprehensive data-driven decision-making framework for a
retail business looking to launch a new product.
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SESSION 4: DATA EXPERIMENT EXECUTION

Data Experiment Execution means putting plan into action, collecting results,
and analysing them to make decisions. This stage is important because it tests
whether ideas or assumptions are correct.

For example, if a company wants to know whether changing the “Buy Now”
button from blue to red increases sales, the execution step would involve rugﬁng
the test on their website, recording the clicks for each version, anéj en

comparing the results. é(,\/
IMPLEMENT AND RUN EXPERIMENTS \O'\'

Implementing and running an experiment means executing \PIan, collecting
real data, monitoring the process, and keeping everything ¢glean and organized
to ensure reliable results.

e the experiment is set up

correctly and ready to run: §O\'

e« Confirm the question & metric: State clearly what is being tested (e.g.,
“Does red button increase clicks?”) and\the one main metric to judge (e.g.,
click-through rate). '\/@'

Before starting, perform the final checks to ensur

o Pre-define success rule & durat@h: Decide in advance what counts as
success (e.g., “210% lift in CTR’%%H how long the test will run (e.g., “one full
week” or “until 1,000 visito i”‘) void changing this afterward.

e Check randomization hod: Ensure a reliable way exists to assign
users/customers to g@ps (A = control, B = treatment) at random.

e« Prepare data col@%ion (instrumentation): Confirm tracking code, forms,
or spreadsheet,@umns are ready and tested.

« Have aro %{/ stop plan: Define how to stop the experiment and revert to
the old ion if issues occur.

Step-b s&p Process for Implementing the experiment
1. e the test variants
¢ Build Version A (control) exactly as it currently exists.

e Build Version B (treatment) with the single change you want to test (e.g.,
button colour = red).

Rule: Change only one thing at a time.

2. Set up random assignment
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e On a website: add a small script that assigns each visitor randomly to A
or B.

e In Excel for classroom practice: add a column with =RAND() and set group
= A if RAND()<0.5 else B. Then copy — Paste values to freeze assignment.

e In a store: alternate days randomly (but better: randomize by transaction

ID or customer number to avoid time bias).
3. Instrumentation: what to record @b'
Record these basic fields for every event/visitor/transaction: o,\/%o

e Unique ID (visitor ID or transaction ID)

O
e Group (A or B) Q

&
« Timestamp (date & time) O
e Metric value(s) (e.g., clicked? yes/no; sale amcg&ﬁb?
e Any important context (e.g., campai source, device type)

Store these in a spreadsheet, database @a alytics tool.
4. Start the experiment and monitor briefly
e Turn on the test simultaneously gx;\both groups (run concurrently).

« Do a quick smoke test (enteg afew real or test visits) to make sure data is
recorded correctly.

During the run: monitorin d good practice

1. Monitor data quahty@ﬂy (or more often for fast tests)
e Check that dat%ﬁ) being collected (no gaps).
o Verify gro lance: number of users in A and B should be similar.
e Look f@bvious errors (zeros, missing timestamps, strange spikes).

« No é\a y external events (big sale, holiday, server downtime) that might
t results.

2 Q%ld “peeking” and early stopping

Do not stop the test early just because it looks promising or disappointing;
this can bias results.

e Either run for the pre-defined time or until the pre-defined sample size is
reached.

3. Keep a run log
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Maintain a simple running log with entries like:

P
Date Time | Action/Observation erson . Notes
responsible
Test launched; 120 Tracking
3l-July 1 09:00 | o itorsin A, 118in B | anul OK
4. Handle anomalies quickly @b’

o [If tracking breaks: pause the test, fix instrumentation, and ei\@r restart
or continue only after noting the issue. O

o If external events such as a power cut or marketing Carﬁ%algn overlap the
test, record them as they may require excluding Q&S@zted time windows
later.

O

Practical tips for small businesses / classroom x|

e For small stores with low traffic: run the ‘éét longer (e.g., 2 weeks) and
ensure you include at least one full Weekly@cle (weekdays + weekend).

N\,

e In offline tests (e.g., product plaoem&@ in a cafe), randomize by customer
number or randomly assign days bu%‘sy to balance weekday/weekend effects.

« Use percentages (like conversigf)rate) rather than raw counts when traffic
differs between groups.

When the experiment endsyimmediate steps include:
1. Stop the test cleanl@xd freeze the data (export or save a copy).
2. Verify data com@eness: check for missing records, duplicated IDs, or

corrupted rows,&\}

3. Prepare a%sis table: summarize per group: visitors, conversions,

conver ate, average value.
4. Do QS} checks:

Q@\re group sizes reasonable and balanced?
Any glaring data errors?
e Any outside events logged that could bias the result?

Example (website A/B test — button colour)
e Metric: Click rate on “Buy Now”

e Run: 7 days (Mon-Sun) to cover weekly cycle
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« Randomize: each visitor assigned at page load by script
o Collected fields: visitor_id, group, timestamp, clicked (0/1)

e How to judge: Compare CTR_A = clicks_A / visitors_A vs CTR_B = clicks_B
/ visitors_B

o Decision: If CTR_B is clearly higher and sustained, change the button; if
results are similar, keep control. b’

Analysis pointers (simple, non-technical) \(,\’6
« Compute conversion rate for each group: CTR = clicks + visitors&\,@

e Look at absolute lift and percentage lift: 1ift% = (CTR_B - %@% / CTR_A x
100.

« Also look at raw numbers and context; a 5% relative lifinight be meaningful
or not depending on business. \/O

o Ifyou use statistical tests (t-test / chi-square), )%hat only after data is clean
and you understand assumptions but for classroom practice, simple
comparison + practical judgment is okay.

Common pitfalls and how to avoid thet(b'

e Changing two things at once — Ekes it impossible to know which change
~

caused the effect — Avoid it $(b’
e Non-random assignment W roduces bias — Use proper randomization.
e Short duration — m@@@é weekly patterns — Run at least one full cycle

o Peeking and stoppi
and stick to them

early — produces false positives — Pre-define rules

« Bad instrum%xtation — lost data — Test tracking before starting and monitor
during the/gun

Simple t lates that can be used:

Expearfy nt Run Log (spreadsheet)

<
Dge Time | Action/Observation | Visitors A | Visitors_B | Person

31-July 09:00 | Launched test 10 12 Teacher

Data table (raw)

visitor_id | group | timestamp clicked device note
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(0/1)

V0001 A 2025-09-16 09:02 1 mobile —

Ethics & fairness

e Do not deceive customers (e.g., lie about discounts).

e Do not test changes that may harm users. b’

» Ensure personal data is handled according to privacy rules (anony, IDs if
needed). NY

Final checklist before submitting results Q$O

o Experiment duration / sample rule followed <

e Instrumentation recorded and validated O~O

e« Randomization confirmed and groups balanced X,

e Run log with any anomalies recorded

e Raw data exported and saved (backup) \,©

« Summary table prepared (visitors, co 'W(Q'sions, rates)

e Final recommendation written (k g’lchange /iterate) with reasons
COLLECT AND ORGANIZE EX\I ENT DATA

Collecting and organizing exp, ent data means gathering every result from the

test, putting it into one c{éfv able, checking it for mistakes, and arranging it so
analysis is fast and reliable. Below is a step-by-step explanation of the process
of collecting and orgaéng experiment data: (Fig. 5.6)

O

Fig. 5.6: Step-by-step process of collecting and organizing experiment data
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1.

5

. Record Data Systematically O

Decide What to Collect
Before the experiment starts, decide which information (data) is important.
For example:

e Who is part of the experiment (customer/visitor ID).

e Which group they belong to (A or B).

e« What action is measured (click, purchase, response). b’
e The time and date of the activity. \QQJ
This makes sure no important detail is missed later. ”\,6

O

As the experiment runs, record each result in one place. Thi§ can be an Excel
sheet, Google Sheet, or a database. \OQJ

« Each row should represent one person, customs@r transaction.

e Each column should represent one type of 'r@‘mation (ID, group, action,
time, etc.). é

This avoids confusion and makes data OQQQO read.

. Check for Mistakes While Collecting N4

During collection, quickly review th&-data:

e Are there missing entries? ®(b’

e Is the group name (A or%’written correctly?

. Are the numbers real{stic (e.g., no negative prices)?

Fixing mistakes e lg%saves a lot of time later.

. Save and Pro he Raw Data

When the X@riment ends, save a copy of the original (raw) data. Do not
change Q Iways keep this version safe. Use another copy to clean and

anab@/\

. C@ the Data
<

leaning means correcting or removing errors.
e Delete duplicates.
o Fix missing or wrongly entered values.

o Standardize formats (e.g., dates written the same way).
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o Highlight and check any unusual numbers (outliers).
This makes the dataset reliable.

6. Organize for Analysis
Arrange the cleaned data neatly in a table:

e Rows = individual records (e.g., one customer or one sale).

e Columns =  details (group, action, time, amount, étc.).
Add labels and keep the format consistent. This structure mak@@qﬂ easy
to calculate totals, averages, or percentages. \,\/@

7. Summarize and Save 69

Create a summary table or chart to show the key results, stich as:

e Number of people in Group A vs Group B. O

o Total sales or clicks in each group. \,\/O

o Conversion rates or averages. O

Save the cleaned data and summary in separ@ files for future reference.

Importance of Proper Data Collection a@Organization:

« Ensures accurate, reliable, and co te information for analysis.
o Helps avoid mistakes and ipcopiisistencies that could lead to wrong
conclusions. @

e« Makes it easier to spot trengst&; compare results, and interpret data.

e Saves time during dat a@@fysis and reporting.

e Supports clear comm@cation of findings to management or stakeholders.
o Improves the credilgility and effectiveness of experiment outcomes.

USE OF STATIS%{ L TOOLS IN EXCEL

Statistical togls help summarize, explore, and interpret data from experiments.
In Excel, ges, percentages, ranges, and more can be calculated, making it
easier tq untderstand trends, patterns, and differences between groups.

A. Using statistical tools in Excel to analyse results
ommon Statistical Measures

Below is the common Statistical Measures used to analyse data in Excel:

1. Mean (Average): The mean is the central value of a dataset. It tells you the
typical value if all numbers were evenly distributed.

Example: Sales over 5 days: 50, 60, 55, 65, 70.
Mean = (50+60+55+65+70)/5 = 60
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Excel Formula: =AVERAGE(range)

2. Median: The median is the middle value when all numbers are arranged
from smallest to largest. It is useful when there are very high or very low
values that could skew the mean.

Example: 50, 60, 55, 65, 100 — sorted: 50, 55, 60, 65, 100 — Median =
60

Excel Formula: =MEDIAN(range) @b'

3. Mode: The mode is the value that appears most frequently. It ]Q\, identify
the most common or popular value in a dataset.

Example: Customer visits per day: 20, 25, 20, 30, 20 J@Qde =20
Excel Formula: =MODE.SNGL(range) NOQJ
4. Range: The range shows how spread out the Vahég are by subtracting the

smallest number from the largest. O\,
Example: 50, 60, 55, 65, 70 — Range = =50 =20
Excel Formula: =MAX(range)—MIN(raa{g
5. Standard Deviation: Standard d ion measures how much the values

differ from the mean. A small V&@e means numbers are close together; a
large value means they are '&ly spread.

Example: Two sets of t &scores may have the same mean, but one set
has scores clustered c y while the other varies a lot; standard deviation
captures this diffe

Excel Formulab‘j‘§TDEV S(range)

6. Frequenc istribution and Histogram: Used to understand how data
values ég stributed. Following steps to be followed:

REQUENCY(data_array, bins_array)

CQr use Histogram from the Data Analysis Toolpak

Q Tool Activation:

Go to:

File — Options — Add-ins — Manage Excel Add-ins — Check
“Analysis ToolPak” — Click OK

Example: A histogram of delivery times can show if delays are rare or
frequent.
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7. Descriptive Statistics Summary (Tool Pak): Generates a ready-made
summary of key statistics.

Steps:
Go to: Data — Data Analysis — Descriptive Statistics
Select input range and check “Summary Statistics.”

Output Includes: Mean, Median, Mode, Standard Deviation, Var%uce,
Kurtosis, Skewness, Minimum, Maximum, and Count. \(,\’6
.\'@

8. Other Key Tools

a) Correlation: Measures how strongly two variables m v@ggether.
Formula: =CORREL (arrayl, array?2) Q
Interpretation: \06

e +1 = Strong positive relationship \/O
e« -1 = Strong negative relationship %O\,
e« 0O = No relationship @
Example: Correlation between a tising spend and sales volume.

b) Regression Analysis (Simpl ‘i,h'near Regression): Predicts the value
of one variable (depen e% based on another (independent).

Steps:
Go to: %
« Data — Dat lysis — Regression

e Select Y nge (dependent variable) and X Range (independent
variabl

Outpuéﬁ’ncludes: Coefficients, R-squared value, and p-values.
In @retation: If p-value < 0.05, the relationship is statistically
s{éiﬁcant.

Visua ion Tools

1.<Line Charts: Show how values change over time. For example, a line chart
can display monthly sales for a year, helping you see if sales are increasing,
decreasing, or staying the same.

2. Bar/Column Charts: Help compare different categories or groups. For
example, you can compare sales of different products side by side to see which
product sells the most.
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3.

4.

Pie Charts: Show how each part contributes to the whole. For example, a pie
chart can display the share of each product in total monthly sales.

Conditional Formatting: Automatically highlights high, low, or unusual
values in your data. For example, the top-selling product can be highlighted
in green and the lowest-selling in red, making it easy to notice trends at a
glance.

Advanced Tools @b’

Data Analysis Tool Pak in Excel allows performing advanced calcgl%@’ns and

statistical tests. It can be used for tasks such as: NQ\\/

e Summarizing data with descriptive statistics (mean, ,Qegfan, standard
deviation) <

e Comparing groups using t-tests or ANOVA O

e Analysing relationships between variables using;&ression

These tools help understand deeper patterns, predictions, and support
better decision-making using data.

. Interpreting Findings and Drawing Coxkc@sions

After analysing data in Excel, the ne t\(g{ep is to interpret the numbers and
make decisions based on them. Th&-following points to be considered while
interpreting findings and drawi onclusions:

1. Look for Trends: Checlgxwhether the data is generally going up, down, or
staying the same over tifne. For example, monthly sales may show a steady
increase, indicatin wth.

2. Identify Patterm$s: See if certain behaviours repeat regularly, such as
higher sales@ ekends or during festivals. Recognizing patterns helps

ead

in planni

3. Comp lrﬁ'oupsz If testing two options (like in A/B testing), compare their
resﬁ% see which performs better. For example, which button colour
ge{s) ore clicks.

4 @eck Variability: Look for unusual spikes, drops, or outliers that may

C‘Lg-lffect results. This helps ensure your conclusions are reliable.

. Draw Conclusions: Decide which actions the data supports. For example,
if the red “Buy Now” button consistently gets more clicks than blue, the
conclusion is that red is more effective.

6. Communicate Results: Present your findings clearly using charts, tables,
and brief summaries so management or team members can understand
the insights and take informed decisions.
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DATA-DRIVEN DECISIONS BASED ON EXPERIMENT OUTCOMES

Once an experiment (like an A/B test or data study) is completed, the next step
is to use the results to make informed business decisions. Instead of guessing
or relying only on intuition, managers rely on the data collected during the
experiment. This process ensures that actions are backed by evidence and have
a higher chance of success.

1. Review the Results Carefully: Start by analysing the data collect% For
example, if two versions of a website button (blue vs. red) were test\e@,, check
the click numbers for each. Look at averages, trends, and whetheindifferences
are meaningful. 0

e If the red button had consistently higher clicks, it s&ests customers
prefer red. \06

o If results are almost equal, the experiment shoKchat the change might
not matter much. X,

2. Compare Outcomes Against Goals: Eve@experiment is done with a
purpose. Compare the results with the ori@al goal.

e Goal: Increase clicks — Did the clie ctually increase?
e Goal: Improve customer satisfa&@o&- — Did the scores go up?
This step connects the outco (Q‘ectly with business objectives.

3. Consider Reliability and text: Before making a final decision, check if
the results are reliable: ,(,(D'

« Were there enou%@ata points (e.g., many customers, not just a few)?

e Were there a tside factors (like promotions, festivals, or power cuts)
that may influenced the results?

Reliable makes decisions stronger and avoids mistakes.
4. Make(-f)l;e Decision: Based on the findings -
. @)ne version clearly performs better, implement it.
Q If results are unclear, consider re-running the test with a larger sample.
o If no change is better, stick with the original method.

For example: If the red button consistently outperforms blue, the decision
would be to use the red button on the website.

5. Apply and Monitor: After deciding, implement the winning option in real life.
But the process doesn’t end here, continue to monitor performance over time.
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Sometimes an option works well in the short term but needs further
adjustment later.

6. Communicate Results: Finally, share findings with management and teams
using clear charts, graphs, and reports. For example, a bar chart showing
clicks for both buttons can help non-technical managers quickly understand
the results.

Data-driven decision-making means using facts and evidence inste of
guesswork. It reduces risks, improves efficiency, and helps organizatio%@hoose
actions that are most likely to succeed. \\/@

>

Situation: Fresh Bite Cafe wants to know if offering a “La@e Cup” size will
increase overall sales. Currently, they only sell Small anWium cups.

Example: Testing Coffee Cup Sizes at Fresh Bite Cafe

Experiment: \/O

o For one week, half of the branches continue e@&g only Small and Medium
cups (Group A). %

e The other half add a Large Cup option (G{(@) B).

e Data is collected on daily sales and r%&ue.

Results: (b’sz@

e Group A (No Large Cup): Ave@daﬂy sales = 312,000

e Group B (With Large Cup)('éﬁv)&v'erage daily sales = 315,500

e Most of the increase e@%’s from customers buying the new Large Cup.

Decision Based on : Since revenue increased by 33,500 per day in Group
B, the café decide%}@vmtroduce the Large Cup size in all branches.

Follow-Up M&%ring: Management tracks sales for the next month to confirm
1

the increas onsistent.

Learnin@rom this example: The cafe did not just guess that a large cup might
incr @ sales. Instead, they ran an experiment, collected real sales data,
coQ%red outcomes, and made a decision based on evidence.

PRACTICAL EXCERCISES

Activity 1: Organize Raw Data into a Structured Table.

Situation: Students are provided with raw, unstructured experiment data
collected from a product test. The goal is to convert this messy data into a clear,
structured table suitable for statistical analysis.
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Material Required
e Microsoft Excel or Google Sheets

e Sample dataset (raw data)

Entry No. | Raw Data String b,
1 12-Apr, ProdA, Group A, 45 units \(,\,6
A .\6
2 13-Apr ProdB Group B result=50 «<)\r
A,

N
3 ProdA 14-Apr Group A 48 QQ
4 15 Apr, ProdB, Group B, 52Lb

k\/
5 ProdA-16Apr, G A
ro pr, Group ‘&g\/
6 17-APR ProdB Gro@QSS Units
Procedure -{0»

. Open the raw data file provided by@e instructor.
. Identify key variables: Date, P@.@c‘t Name, Test Group, Measured Results.
. Insert a clean table in Exce%rith proper headers.

1
2
3
4. Enter and organize th tAlUes into neat rows and columns.
5. Correct errors (e. §2u” — 52, “55 Units” — 355).

6. Remove any d ates or missing entries.

7. Save the s u%?ured table for further analysis.

Activity 2+ gfculating Basic Statistics in Excel.
Mater%CRequired

. osoft Excel

e Structured data table (Result of Activity 1)
Procedure

1. Open your structured Excel file.

2. Use Excel functions to calculate:

e Mean: =AVERAGE(range)
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3.

e Median: =MEDIAN(range)
e Mode: =MODE.SNGL(range)
e Range: =MAX(range) - MIN(range)

Record your results in a summary table.

4. Prepare to discuss the meaning of these statistics in class.

Activity 3: Group Discussion on Interpreting Experiment Outcomes. b’
Material Required \06

e Structured data table (Result of Activity 1) \'\/6

e Summary statistics (from Activity 2: Mean, Median, Mode, R@é@)

e Charts/visuals prepared in Excel (optional: bar chart, line rt, or pie chart)

Whiteboard /Chart paper and markers (for group notegbe
Projector or laptop (if digital sharing is possible) \/O

Procedure XU
)

1.
2.

6.

Divide the class into small groups (4-6 stude each).

Provide each group with the experiment @@ (structured table and summary
statistics). '\,@'

. Ask each group to analyse the resbklgs and discuss:

e Which product/group perf@&(g{i better overall?

e What patterns or trend n be observed?

e Are there any unusuagl‘Zesults (outliers)?

e What conclusion c@be drawn about the experiment outcome?

. Encourage group connect statistics to real meaning, e.g., “Group B

consistently pe@’med better with higher units than Group A.”

. Each gro%pgf ould prepare 2-3 key points and note them on chart paper or

in a di% ide.
Gro @ ake turns to present their interpretations to the whole class.

7. é?gl itate a whole-class discussion comparing interpretations and clarifying

8.

isconceptions.
Teacher will summarize the activity by highlighting:

e The importance of interpreting results (not just calculating numbers).
e How data-driven conclusions support better decision-making.
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CHECK YOUR PROGRESS
A. Fill in the Blanks

1. The process of experiments allows businesses to test
hypotheses and compare strategies.

2. It is essential to and organize experiment data properly for
accurate analysis. b’

3. tools like Excel help in performing basic statistical an€§€is on
experiment data. ‘,\,6

4. Interpreting findings helps in drawing valid from experiment
results.

5. Data-driven decisions are made based on clear @6 derived from
experiment outcomes. \,Q

B. Multiple Choice Questions (MCQs) O\J

1. What is the first step in conducting a b@ ss experiment?
a) Analyzing data
b) Implementing and running the "&@ériment
c) Drawing conclusions <
d) Making final decisions Q-

2. Why is it important to c %ﬁnd organize experiment data?
a) To make random ses
b) To ensure data ‘@eady for analysis
c) To delay de 's-%n making
d) To avoid L& the data

3. Which s@zare is commonly used for basic statistical analysis in

<

4.

experi ts?

a) rd Processor
rawing Tool
) Web Browser
d) Browser Tool

What is the purpose of interpreting experiment findings?

a) To draw valid conclusions

b) To finalize untested strategies

c) To ignore experiment results

d) To automatically accept all outcomes
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5. Data-driven decisions based on experiment outcomes help businesses to:

a) Make random guesses

b) Use outdated methods

¢) Improve accuracy and performance
d) Eliminate data collection

C. Match the Columns b,
e
W/
S.No. | Column A S.No. | Column B . %Q
A
1 Run Experiments A Used for analyzing @@
<
2 Collect Experiment| B | Gather and arrange relevant
Data information ~O
- -
3 Statistical Tools C Underanp%ing and explaining
(Excel) res&@o
4 Interpret Findings D AQons based on experiment
- (Doutcomes
e
Y
5 Data-Driven (b”\g’ Testing and comparing strategies
Decisions h

D. Short Answer Questions(gy\,}'
1.

a kK LN

E.Q@

Why is it importan@ carefully collect and organize experiment data?
Briefly explain 6&7 Excel can be used to analyse experiment results.
What is t >®?é of running experiments in data-driven decision making?
Why is@erpreting findings crucial after analysing experiment data?

Hoﬁ o experiment outcomes guide data-driven decision making in
iness?

g Answer Questions

Explain the complete process of conducting a business experiment, from
implementation to data-driven decision making.

Discuss how statistical tools like Excel support businesses in analysing
and interpreting experiment data.

Describe how organized data collection, proper analysis, and
interpretation contribute to successful data-driven decisions.
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F.

Check Your Performance
1. Evaluate the impact of using Excel-based statistical analysis in business

experiments.

. Critically assess how well-organized data influences the reliability of

experiment conclusions.

. Evaluate the effectiveness of interpreting experiment outcomes for making

strategic business decisions.

<

. Design a step-by-step experiment process for testing a new prod }Qfeature

in a mobile app. NQ\"\,
. Develop a data-driven decision-making plan for im ing customer
satisfaction based on A/B test outcomes. <
O
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ANSWER KEY

MODULE 1: FINANCIAL BUSINESS MANAGEMENT
SESSION 1: FINANCIAL MANAGEMENT IN BUSINESS

A. Fill in the Blanks
Wealth maximization
Balance sheet b,
Management Information System <
Profit and Loss . %('\,
. liability ~0\>
B. Multiple Choice Questions A~
b) Wealth maximization Q

b) Assets = Liabilities + Equity ~Q©
d) Salary Sheet Q)
c) Cash Flow Statement \J\,
. ¢) It provides organised data for analysis %O
C. Match the Column

©

1-B A
2-C e}\’
N
4-D X,

>

D. State whether the &@wing statements are True or False

1. False 0’6

gk L

ah b=

S5-E

2.
3. False @
) Q

@lse
SIQSION 2: FINANCIAL PLANNING AND ANALYSIS (FP&A)
A. Fill in the Blanks

1. financial

2. budget
3. data
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4. financial
5. projections
B. Multiple Choice Questions
1. c) Setting financial goals and preparing to meet them
b) Predict future performance
c) Planning income and expenses b’

c) Analysing financial decisions

a kK L b

x
b) Making data-based financial projections \Q\’

C. Match the Column QO
1-C &

2-A \,O
3-D %O\J
4-B

5-E W

D. State whether the following stat \1’1ts are True or False

e
X

1. False Qo
2. True %,®
3. False ,{D‘
4. False %Q
5. True \}b'
SESSION 3: IN MENT DECISION METRICS

A. Fill in g@i‘lanks

1. R@X'n on Investment
Z@tial investment
. present
4. more profitable
5. investment
B. Multiple Choice Questions
1. b) ROI
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a kK L b

3 -
4 —

c) Payback Period
c) Worth accepting

GRADE-XII

d) Investment options with different cash flows

b) Providing real-time analysis and reports
Match the Column
1-B
2-A

C
D

S-E

5. False $
SESSION 4: RISK AND COM%{QA CE IN FINANCIAL REPORTING

> 0 b=

. True

False

True '\’@‘
True 7é
X0

A. Fill in the Blanks (I‘D"

B.

1.

a & L b

a kK b

Operational
S

Basel
o

commodi

Secu&&é

banking

gM@ple Choice Questions

. d) Incorrect data entry by an employee

c) Banking institutions
a) Filing tax returns
c) A customer fails to make payment

b) Monitor stock markets
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C. Match the Column
1-E

2 —

3 -
4 —
5

C
D
A

B (o

D. State whether the following statements are True or False %(r\’

1.

a kK L

False “Q\"\,
False QO

True “Q
False \,O

True @)
MODULE 2: OPERATIONAL METRICS AND @%Ess ANALYSIS
SESSION 1: OPERATIONAL METRICS AND,KPIs
A. Fill in the Blanks QJ'(,\’

1.

B

1.
2.

3

5.

Key Performance Indicatorw}s’)
Key Performance Indicaga{‘
day-to-day (or operatl,éﬁl)

Key Performance cator (KPI)

performance b’

. Multiple q;%lce Questions

b) Ng&%ér of new customers

c) @}ratlons

o measure progress toward goals
b) Number of students scoring above 75%

a) Customer churn rate

C. Match the Column
1-B

2

-A
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B O O

. False

. True \Q@b
. False
. True \Q\"\%
5. False QO
SESSION 2: DATA AND BUSINESS ANALYSIS BASICS NQQJ
A. Fill in the Blanks xO

3
4
5
D. State whether the following statements are True or False
1
2
3
4

1. Data analysis %O&
Diagnostic

Data cleaning &

Future QJ{\’

Understand (D'

a kK L

B. Multiple Choice Questlon%‘
. c¢) Data Collection ,{fb’
b) Prescriptive

1
2.
3. c¢) Make bett%’éﬁsmns
4. ¢ Dlagnoét:»g):&’
5
Ma

. a) Cc&@g
t@he Column

&

A
-B
-C

C.

S-E

D. State whether the following statements are True or False
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1. False
2. False
3. True
4. True
5. False
SESSION 3: PRESENTING FINDINGS
A. Fill in the Blanks
1. clear
2. beginning
3. pie
4. short
5

. data

GRADE-XII

B. Multiple Choice Questions @

. b) Confusion . &
b) Summarise and give closing t \g’hts
c) Comparing values (b)'&

c) Be short and meanin ﬂQl@

b) Adjusting to suit tb@udience

C. Match the Column

1-C b%
2-B @’C}
3-D 4@
4-BC)>

a

S I N

D. State whether the following statements are True or False

1. False
2. True
3. False
4

. True
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5. True
SESSION 4: VOLUME FORECASTING AND CAPACITY PLANNING
A. Fill in the Blanks
1. demand
increased
qualitative b’

Design

a kK L b

exponential \Q\"\,
B. Multiple Choice Questions Q\}
1. c) Expert opinion O
2. ¢) Cross demand \,O
3. ¢) Maintenance and breaks QK’
4. d) Customers may shift to competitors @é
5. c¢) Match resources with future derpa}gd
C. Match the Column &e}\’
1-C Q-
3-B <
4-A Q
s-p 3
D. State whet Kt’he following statements are True or False

1. FalsQ@

2. Trgig

?@%IS(B

. True

5. False
MODULE 3: BUDGETING AND FINANCIAL REPORTING
SESSION 1: INCOME AND EXPENDITURE BUDGET REPORTS
A. Fill in the Blanks
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income, expenditure
Recurring
Net Balance (Surplus or Deficit)

Favourable

a kK L b=

=Actual - Planned

B. Multiple Choice Questions b’
1. ¢) Raw materials
2. b) Income exceeds expenditure \Q\"\,
3. c) Excel QO
4. d) Employee attendance 2®)
5. b) Colour-code data automatically \,O

C. Match the Column %O&

1-C @
2-A Qo

3-D Q>
&QJ

. >

S-E %/

D. State whether the followirnig statements are True or False

1. True

2. False 0@
3. True X

4. FalsQ@

5. Trgi”

SES?%%I 2: COST, VARIANCE, AND PROFITABILITY REPORTS
A. Fill in the Blanks

1. Fixed

2. Variance

3. Cost of Goods Sold (COGS)

4

. Overheads
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5. Favourable
B. Multiple Choice Questions

1. ¢) Raw materials

2. ¢) Variance Report

3. b) Bottom Line

4. c) Both fixed and variable components b’

5. b) 220,000 favourable
C. Match the Column NQ\"\,

1-B QQ

2-A O
3-E \,O
4-C ™

O
S

D. State whether the following statemg& are True or False

x
1. False '§
\/@
2. False @‘b’
3. True ;é/
4. False ,{fb’
5. True Q

SESSION 3: COST éﬁvARIANCE REPORTS
A. Fill in the B@\&s
1. =SU@
2. U@%ost
. riance
. Shading
5. Bar
B. Multiple Choice Questions
1. c) Auto-calculations and clarity

2. b) Raw materials
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3. b) Adds up all values from B2 to B10
4. c) Bold and shading
5. b) Bar chart
C. Match the Column
1-C

2-B b’

- X¥
4-D N&’\
5-A QQ
D. State whether the following statements are True on@g'ise
1. False \,O
2. True QK’
3. True @é
4. False N
5. False é&
SESSION 4: PROFITABILITY F!@Z;ES AND VALUE DRIVERS
A. Fill in the Blanks %,
1. Sales Volume ,{D‘
Variable
Customer Ac ﬁlon
Retention%\’
Efﬁci@@

ult@x Choice Questions

2 9k D

B.
. Sales Volume
. ¢) Attracting customers with new features
3. b) Running ads to attract new buyers
4. c) Operational efficiency
5. a) Good customer service

C. Match the Column
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g » W O

1-
2 _
3 -
4 —
5-E
D. State whether the following statements are True or False O
1. False %(,\’
Vg
True O
O
False Q

True “Q
False \,O

a k> LN

MODULE 4: MANAGEMENT REPORTING AND@ ESS OPTIMIZATION

SESSION 1: MANAGEMENT REPORTS @

A. Fill in the Blanks . &
: : N
1. Data integrity QJ&
X
2. Decision &
3. Invalid ;{&
4. Referential g

»g
S. Error Q

B. Multiple Choice\}&stions
1. a) Logical%\’
2. ¢ In‘c&@ct data entry
3. C)@ uced human error
. Data Validation
. b) Timeliness
C. Match the Column
1-B
2-C
3-A
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4-D
5-E
D. State whether the following statements are True or False
1. False
2. True
3. True
4. False %(r\’
5. True O
SESSION 2: REPORT DISTRIBUTION AND SECURITY QO
A. Fill in the Blanks NQ@
1. Cloud \,O
2. Refresh Q)
3. Controlled %
4. Tracking
5. security ,&@{\’
B. Multiple Choice Questions Q-
. ¢) Cloud-based MIS pla %§
. b) Stores one master @@"that everyone can access

. ¢) Users see o

1

2

3. b) Blind-carbon-copy (BCC)
4 §ata they are authorized to view
5

. b) Read—r@gpt flag
C. Match ;& olumn
-y
9c
4-D
5-E
D. State whether the following statements are True or False

1. True
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2. False
3. True
4. True
5. False
SESSION 3: MIS FOR PROCESS OPTIMIZATION
A. Fill in the Blanks @b'
1. Informed \Q
NP
Sequence \Q
N2
Performance Q
Root cause analysis «QQJ
Stuck \,O

a k> LN

B. Multiple Choice Questions %O&
. ¢) To monitor and improve performance@

. b) Basic flowchart \,
) W Q

X0
. ¢) Providing data to trace is§§®'

. ¢) Delay or slow-down i 1%5 e
C. Match the Column ,Q,(D‘
1-C

2-A 0@%

3-B @&
4D4@

1
2

: : N
3. c¢) Task completion time é&
4
5

O'l

D. whether the following statements are True or False

g. False

N
H
c
o

a s w
)
=
7
e}
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SESSION 4: IMPLEMENTING IMPROVEMENTS WITH MIS
A. Fill in the Blanks

1. Change Management

2. Key Performance
3. resistance
4. performance data le’
5. communication . %(r\’
. . : S
B. Multiple Choice Questions $Q
1. c¢) To help teams accept and adapt to changes smoothlyQ
2. b) Measure performance and progress «QQJ
3. b) Management Information System (MIS) \,O
4. c) It helps employees understand and sup @ﬁﬁe changes
5. ¢) Use it to make improvements and ad@t ents
C. Match the Column N
1-E o

2-C @@’

3-B
4-D

»g
5-A Q

D. State whether @llowing statements are True or False

1. False C‘)\’
2. True 4@
3. Trgie>
46%186

. False

MODULE 5: ADVANCED ANALYSIS AND DECISION MAKING
SESSION 1: MONTHLY KPI DATA
A. Fill in the Blanks

1. indicators
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2
3
4.
5

a K L b=

. Financial

resolution

. strategic

. Multiple Choice Questions

b) Net Profit Margin

c) Measure organizational performance

c) Operations
b) Lead Conversion Rate

d) Customer Service

Match the Column

1-—
2 _
3 -
4 —
5—

C
D
A
B

E

SESSION 2: DAY-TO-DAY SA
A. Fill in the Blanks @“

B.

1.

a kK b

Monthly sales re&@e
Validate b’

A
Microsoft )%’el
KPI c‘jl&gboard
TI@%&S

ple Choice Questions

. b) Monthly sales revenue

b) Validate and check the data

a & L b

b) Spreadsheet Software

. Key Performance Indicators

NS
.\’Q},

x&

O
gATA

c) To visually summarize KPI performance

b) Make better and timely decisions
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C. Match the Column
1-C

2 —

5_—

3
4 —

D

B
E

A (o

“,
SESSION 3: DATA-BASED EXPERIMENTS A%
x
A. Fill in the Blanks NN

1.

a K LN

Data-driven decision making QO
Scientific method NQ@
Hypothesis \,O

A/B testing %O&
Key variables @

B. Multiple Choice Questions . &

N

c) Making informed and evidencee‘)&;’sed decisions

b) Formulate a hypothesis (D)S/

c) Two variations of the sam¢' option

b) Factors that are me ed and controlled
b) To validate or rej e hypothesis

C. Match the Column

1-

b 3
o

SESSION 4: DATA EXPERIMENT EXECUTION
A. Fill in the Blanks

1. Implementing

2.
3.

Collect

Statistical
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4. Conclusions
5. Insights
B. Multiple Choice Questions

1. b) Implementing and running the experiment
2. b) To ensure data is ready for analysis
3. d) Excel b’
4. a) To draw valid conclusions <
S. ¢) Improve accuracy and performance . %Q
C. Match the Column NO\"\
1 _E Q«}
2-B &
O
3-A
&&O

4-C %O
5-D @

.

,(,'\/

x&
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GLOSSARY

e A/B Testing: A method of comparing two versions (A and B) to determine
which performs better.

« Balance Sheet: A statement showing a company’s assets, liabilities, and
equity at a specific date.

o« Basel Guidelines: International banking regulations focusing or@risk
management. <

o Bottleneck: A point in a process that slows down overall Wos@w.

e Budget Report: A summary document that cc&@s planned
income/expenses with actual figures.

<
o Budget Template: A pre-structured format, usudly in Excel, used for
recording and organizing budget data. \/O

« Budgeting: Planning expected income anc%@)%‘nses for a future period.

o Business Analysis: The practice of @a sing data and processes to
improve efficiency, effectiveness, and sion-making.

o Business Experiment: A structur .d@e'st like A/B testing) to measure the
impact of changes in processes&&oducts or strategies.

e Capacity Planning: The @e ss of ensuring a business has the right
resources (workforce, e nt, facilities) to meet demand.

e Cash Flow Statemen(,(a( report that shows how cash moves in and out of
a business.

e Change Mana ent: Structured approach to managing people and
processes é inng business improvements.
e

. Comp Report: A document prepared to show adherence to financial

z§ ns and standards.
identiality: Protecting private or sensitive business information from
authorlzed access.

Cost Report: A report showing various cost categories (fixed, variable,
direct, indirect) for business operations.

o Cost Variance: The difference between actual cost and budgeted cost.
o Credit Risk: Risk of loss when a borrower fails to repay a loan.

o Customer Acquisition: The process of gaining new customers.
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&

Customer Retention: The ability of a company to keep existing customers
over time.

Customer Service KPI: Indicators that measure customer support
performance (e.g., response time, customer churn rate).

Customized Distribution: Tailoring the way reports are shared depending
on the audience (e.g., summary for executives, detailed for analysts).

Daily Sales Summary: A brief report highlighting total sales, key res,
and updates for management.

Data Accuracy: Correctness and precision of data collectedo\\’

Data Analysis: The process of collecting, cleaning, @}Q}pretmg, and
reporting data to support business decisions. <

Data Cleaning: The process of correcting obremovmg inaccurate,
incomplete, or irrelevant data.

Data Completeness: Ensuring all requcés> data is collected without
missing information. @

Data Integrity: Maintaining the a,c@acy, consistency, and reliability of
data over its lifecycle. QJ&

Data Validation: Technique t&&éd in Excel or MIS to ensure data entered
is correct and logical.

Data Visualization: T g\)l&se of charts, graphs, and visuals to present data
insights effectlvely S

Data-Driven D qﬁlons Choices made by management based on analysed
evidence fro \éﬁ and experiments.

Demand \l:ors Variables such as price, competition, seasonality, and
custo preferences that influence demand.

@mtlve Analysis: Summarizes past data to understand what
ened.

iagnostic Analysis: Examines data to understand why something
happened.

Distribution Channels: Methods of sharing reports (e.g., email, shared
drives, cloud-based platforms).

Error Checking: Identifying and correcting mistakes in data or
calculations.
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Experiment Execution: The process of running a planned business
experiment and collecting data.

Experiment Metrics: Quantitative measures used to evaluate the
outcomes of an experiment.

Financial KPI: Metrics that measure financial health (e.g., profit margin,
revenue growth).

Financial Management: The process of planning, organizing, con@ng,
and monitoring financial resources to achieve business goals., S

Financial Modelling: Using spreadsheets or software t@}e’present a
company’s financial performance and future projection N

Financial Planning and Analysis (FP&A): A progess that includes
budgeting, forecasting, and analysing financial datato support strategy.

Financial Risk: Potential loss in business du&‘)c%’ factors such as market
changes, credit default, or operational failusd)

Financial Statements: Reports showing)a company’s financial position
and performance; main ones are Ba’beynce Sheet, Profit & Loss Account,
and Cash Flow Statement. 'i,‘\

Forecasting: Predicting futul;?gﬁancial outcomes based on current and
historical data.

Gross Profit: Revenue rﬁéms the cost of goods sold (before overheads and
taxes). ,(,(D'

Hypothesis: An as¥umption or prediction that can be tested through
experiments. t},

Income a}?, xpenditure Budget: A financial plan showing expected
incomeand expenses over a specific period.

Ine@iency: Wasted resources, time, or effort in a process.

rpret Findings: Drawing conclusions from data analysis and

Q@Xplaining their meaning.

IRR (Internal Rate of Return): The rate at which the present value of
future cash flows equals the initial investment (break-even return rate).

Key Variables: Specific factors in an experiment that can change and
affect results.

KPI (Key Performance Indicator): A measurable value that shows how
effectively a business is achieving its objectives.
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KPI Dashboard: A visual display (charts, tables) of KPIs used to monitor
performance trends and patterns.

Management Reports: Structured documents that provide insights on
business performance for decision-making.

Market Risk: Risk of loss due to changes in market prices or interest rates.

Marketing KPI: Metrics to measure marketing effectiveness es?.g.,
customer acquisition cost, campaign ROI). "8

C

Mean: The average of a set of numbers. .
Median: The middle value in an ordered data set. 69

MIS (Management Information System): A systézl that collects,
processes, and provides information for managing a/g@ proving business
processes. Q)

Mode: The most frequently occurring value ilb’ia_,dataset.

Monthly KPI: Key Performance Indicators%acked on a monthly basis to
measure operational performance.

Net Profit: Profit remaining after@' expenses, taxes, and interest are
deducted. <

NPV (Net Present Value): T alue of future cash flows discounted back
to today’s value, minus i]%"fl investment.

Operational Efficien %The ability to deliver products or services in a
cost-effective and Zefficient manner.

Operational M cs: Quantitative measures used to track and assess the
performance ay-to-day business activities.

Opera@rﬁi Risk: Risk arising from failures in internal processes, people,
or sy S.

O@tions KPI: Metrics tracking efficiency of processes (e.g., production
ciency, defect rate).

Q Payback Period: The time it takes to recover the cost of an investment.

Performance Feedback: Information about how well a process or team is
performing, used to adjust.

Performance Indicators: Metrics used to measure the effectiveness of
processes.

Predictive Analysis: Uses data and models to forecast future outcomes.
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Prescriptive Analysis: Suggests actions or strategies based on data
insights.

Pricing: The process of determining the selling value of goods or services.

Process Mapping: Creating a flowchart or diagram to show the steps in a
business process.

Process Optimization: Improving business processes to in%ase
efficiency and reduce costs.

“,
Product Innovation: The creation of new or improved p%@;%s that
enhance competitiveness and growth. O

Profit & Loss Statement (Income Statement): A @gr't that shows
revenue, expenses, and profit or loss over a period. ¢,

Profitability Report: A report that shows wheth@ a company is earning
profit by analysing revenues and expenses. X,

Range: The difference between the highes@ca lowest values in a dataset.

RBI (Reserve Bank of India): The cen@l bank of India, responsible for
monetary policy and banking regu],at'b) .
N

Report Security: Ensuring repoqﬁvare accessed only by authorized users
to protect sensitive data. Q-

ROI (Return on Inves t): A measure showing the profit earned
relative to the amount jé&ested.

Root Cause Anal 'ﬁ, Identifying the underlying reason for a problem
using data. %

Sales Data: Ixifermation related to daily or monthly sales, such as number
of units s@, revenue, or customer purchases.

Sale : Indicators that track sales performance (e.g., sales conversion
r ’,\average deal size).

a;%les Volume: The total number of products or services sold in a given

eriod.

Scientific Method in Business: A structured approach of observation,
hypothesis, experiment, and conclusion applied to solve business
problems.

SEBI (Securities and Exchange Board of India): Regulator for securities
markets in India.
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o Statistical Tools: Techniques and formulas (mean, median, mode, range)
used to analyse experiment data.

e Tracking Delivery: Monitoring whether reports were successfully
delivered and accessed by stakeholders.

e Trend Analysis: Studying data over time to identify patterns, increases,
or decreases.

e Value Drivers: Factors that increase the value and proﬁtabﬂi@b'of a
business (e.g., customer acquisition, retention, efficiency, inno \@511).

o Variance Analysis: The process of identifying and explaimi \}iifferences
between planned and actual results. N

» Variance Report: A report highlighting deviations between planned and
actual results, usually formatted for clarity.

o Variance: The difference between actual and k&f&geted figures (positive or
negative). O

e Visual Dashboards: Graphical interfa(@ (charts, graphs, KPIs) used to
monitor and present performance data,

e Volume Forecasting: Estimati “the future demand for products or
services based on historical a arket data.
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<

ABBREVIATIONS

%: Percentage
X: Indian Rupee (Currency Symbol)

AlI: Artificial Intelligence
ANOVA: Analysis of Variance (statistical test to compare multiple groups)

API: Application Programming Interface @b’
B2B: Business to Business ,\G}"
BCBS: Basel Committee on Banking Supervision NO

BFSI: Banking, Financial Services, and Insurance Q\}

BI: Business Intelligence (as in Power BI) «QQJ

BV: Budgeted Value \,O

COGS: Cost of Goods Sold %O\’

CORREL: Excel function to calculate c<@el tion between two variables
CRM: Customer Relationship Mana ent

CSAT: Customer Satisfaction Sc%@,\’

CTR: Click-Through Rate (c c& + visitors)

CV: Cost Variance X,

CVP: Cost—Volume—Pr,Q,fa,’

DDDM: Data-Driy, Qjecision Making
PAT: Profit Aﬂ%ﬁax

EAT: Earﬁfggs After Taxes
EBITQ@nings Before Interest and Taxes
E@\DA: Earnings Before Interest, Taxes, Depreciation, and Amortization

o&P: Enterprise Resource Planning

ERP: Enterprise Resource Planning
ESI: Employees’ State Insurance

ETL: Extract, Transform, Load

EVA: Economic Value Added

FP&A: Financial Planning and Analysis
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GDP: Gross Domestic Product
GST: Goods and Services Tax

HR: Human Resources
ID: Identifier (e.g., visitor ID, transaction ID)
IRR: Internal Rate of Return

KPI: Key Performance Indicator b’
KPI: Key Performance Indicator \(,\’6
MIS: Management Information System N&’\%
MS Excel: Microsoft Excel
NGO: Non-Governmental Organization <
NPA: Non-Performing Asset ~O
NPS: Net Promoter Score X,

NPV: Net Present Value
P&L: Profit and Loss (Account / Statemgnt)

PAT: Profit After Tax . (0.

,&'\/
PF: Provident Fund \,@
POS: Point of Sale (b'

Power BI: Microsoft BuS{&css Intelligence Tool
Q1: Quarter 1 (’(b.,

R?: Coefficient of determination (regression output)
RBAC: Role-B é Access Control

RBI: Reseﬁ‘%&Bank of India

RCA‘:ﬁ)t Cause Analysis

R@Return on Assets

o@E: Return on Equity

ROI: Return on Investment
SAP: Systems, Applications, and Products (in Data Processing)

SEBI: Securities and Exchange Board of India
SLA: Service Level Agreement

SMART: Specific, Measurable, Attainable, Relevant, Time-bound
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e SQL: Structured Query Language

e SUM: Summation (Excel function)

e SUMIFS: Summation with Multiple Criteria (Excel function)
o TDS: Tax Deducted at Source

e UPI: Unified Payments Interface
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