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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.

_—
A




MIS DATA ANALYST - FINANCIAL SERVICES GRADE-XI

MODULE FOR GRADE XI

JOB ROLE:

MIS DATA ANALYST
FINANCIAL SERVIC§§

(QUALIFICATION PACK: Ref. Id. B%@Q4101)

O
\\

O
SECTOR: BANKING, FINAN SERVICES AND
INSURANC(g FSI)

oAt S 3
NCEERT

PSS CENTRAL INSTITUTE OF VOCATIONAL EDUCATION
(a constituent unit of NCERT, under MOE, Government of India)
Shyamala Hills, Bhopal- 462 002, M.P., India
http://www.psscive.ac.in



http://www.psscive.ac.in/

MIS DATA ANALYST - FINANCIAL SERVICES

First Edition

July, 2025

PD ....

© PSSCIVE, Bhopal

National Council of

Educational Research and Training 2021

GRADE-XI

/ALL RIGHTS RESERVED 2024\

this page,

1 No part of this publication may be
reproduced, stored in a retrieval
system or transmitted, in any form
or by any means, electronic,
mechanical,
recording or otherwise without the
prior permission of the publisher.

(1 This book is sold subject to the
condition that if shall not, by way
of trade, be lent, re-sold, hired out
or otherwise disposed of without
the publisher’s consent, in any
form of binding or cover other than
that in which it is published.

"I The correct

any

indicated by a rubber stamp or by
a sticker or by any other means is

and

price of this
publication is the price printed on

photocopying,

revised price

should be/

. {g incorrect
N unacceptable.
Q} \
\

& Publication Team
%\9. Head, Publication
Division
S
Chief Editor

Q Chief Business
NS

Manager

%C)\ Chief Production
<o)

Officer (In charge)

Q Editor

Production Officer



MIS DATA ANALYST - FINANCIAL SERVICES GRADE-XI

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 %—ne
panchakoshas, creating a solid foundation for further learning. | éQ

High-quality vocational textbooks play a vital role in bridging p@cal skills
and theoretical knowledge. 0‘

These textbooks must balance direct instruction with(pportunities for
hands-on experience, helping students to apply what t learn in real-life
settings. The National Council of Educational Resear nd Training (NCERT)
is providing such high-quality teaching-learning.r rces. A team of experts,
educators, and practitioners have collaborate develop these vocational
textbooks to ensure students are Well—prf@’ed for the demands of their
chosen fields. . (&

The textbook on MIS Data Analyst — F@ncial Services introduces students to
essential concepts in the banki ancial services, and insurance sector,
with a strong focus on data ma ment, analysis, and reporting. It aims to
equip students with practi kills, such as using Excel for financial data
management, organisin validating datasets, creating MIS reports, and
developing interactive ﬁj boards, 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 @raoy, data privacy, ethical practices, and attention to
detail, which at'e grucial in financial data handling and decision-making.

In additio %thooks, it is important to encourage students to explore other
learninesvources, such as financial journals, industry reports, and live data
anal rojects. Teachers play a vital role in guiding students as they apply
t arning to real or simulated financial datasets.

[ am 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
July, 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 &fsion-
making, including forecasting, process improvement and KPI monit&g.

The course ensures that students understand how data sup@s\ strategic
decision-making across financial services by integrating th cal concepts
with practical application. Through case studies, handg?pn projects, and
report simulations, learners gain real-world insights intc\)QJerational metrics,
profitability analysis, dashboard creation, and auto d MIS reporting.

The textbook for the job role of ‘MIS Data Ana §D- Financial Services’ has
been developed to impart knowledge and ski@t ough the hands-on learning
experience, which forms a part of experiegtial/learning. Experiential learning
focuses on the learning process for an &ividual. Adequate care has been
taken to align the textbook’s con@st with the National Occupational
Standards (NOSs) for the job role s%,\that the students acquire the necessary

knowledge and skills as per performance criteria mentioned in the
respective NOSs of the Q ication Pack (QP). The textbook has been
reviewed by experts to e hat the content is not only aligned with the

NOSs but is also of hig%\iality.

This textbook cove@e comprehensive Module 1: Banking Sector and Role
of MIS Data Anﬁg, odule 2: Excel for Financial Data Management, Module
3: Data Organization and MIS Report, Module 4: Advanced Excel for Analysis

and Dashpb s, and Module 5: Automation and Presentation of Reports. It
is desi éd to equip learners with the foundational and advanced skills
requi or data analysis and reporting in the Banking, Financial Services,

aﬁ%surance (BFSI) sector. Beginning with an overview of the BFSI industry,
th€ textbook introduces the role of MIS (Management Information System)
and the responsibilities of a data analyst, along with essential knowledge of
data privacy and regulatory frameworks. Students are trained in using Excel
for managing financial data, covering everything from basic formulas and
charts to look up and logical functions.

ii
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The textbook further explores techniques for organizing data, creating MIS
reports, and visualizing data using Pivot Tables.

Advanced Excel tools for dynamic reporting and dashboard creation are also
included. Finally, the textbook covers automation using Macros and VBA,
along with techniques for presenting professional analytical reports. With a
blend of theoretical understanding and hands-on application, this textbook
serves as a valuable resource for students aspiring to work as MIS Data
Analysts in the BFSI domain. 6

Dr. Pravin Narayan Ma Q)ni
Associate Professor,
DBC 3& CIVE.

%
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MODULE 1: BANKING SECTOR AND ROLE OF MIS
DATA ANALYST

The Banking, Financial Services, and Insurance (BFSI) sector plays a very
important role in a country’s economic development by ensuring the efficient
flow of money, financial stability, and risk management. It acts as the
backbone of modern economies by mobilizing savings, facilitating
investments, offering credit, and providing protection against unforeseen
events through insurance. Over the past few decades, India’s BFSI sectorfhas
witnessed remarkable growth, driven by reforms, digitization, and fi @ncial
inclusion initiatives. Institutions such as the Reserve Bank of | & (RBI),
commercial banks, Non-Banking Financial Companies ( s), and
Insurance companies together form a strong and intercmﬁv)ed financial
ecosystem that supports individual, corporate, and nation ancial needs.

In recent years, the BFSI sector has undergone a digitaTQansformation with
the emergence of UPI, FinTech companies, mobile’@jking, and Al-driven
financial services, making financial products accessible, secure, and
efficient. Alongside this transformation, the r data in decision-making,
customer insights, regulatory compliance@qd operational efficiency has
grown significantly. This has led to a rl‘@ demand for skilled professionals
who can manage, interpret, and analys€ data using Management Information
Systems (MIS). X

As the BFSI sector continues to ve with rapid digitization and data-driven
operations, the role of MIS Data, Analysts has become increasingly vital. These
professionals support busif€ss functions by transforming raw data into
actionable insights, ge ing accurate reports, monitoring Key Performance
Indicators (KPIs), efi$uring regulatory compliance, and enabling informed
decision—makin@a@ss banking, financial services, and insurance domains.

This module jis ided into four sessions. Session 1 covers the basics of the

BFSI sector financial institutions, and recent trends. Session 2 explains
the con, and types of MIS, its role in different banking functions, and how
it s s operations, decision-making, reporting, and information flow

wi @ FSI organizations. Session 3 covers the role of an MIS Data Analyst
in{financial services and reporting KPIs to stakeholders. Session 4 focuses on
data privacy, ethics, and regulatory compliance in BFSI.
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SESSION 1: OVERVIEW OF THE BFSI SECTOR
INTRODUCTION TO BFSI

The BFSI sector encompasses Banking, Financial Services, and Insurance,
referring to the institutions that provide a wide array of financial products.
This includes everything from large universal banks offering a full suite of
financial solutions to specialized companies that focus on particular areas
like investment services, insurance, or digital payment systems.

In simple words, this sector includes a broad array of services from op éng
personal and business bank accounts and applying for loans to inv g in
mutual funds, retirement plans, and obtaining life and health‘\i@.lrance.
Ultimately, BFSI plays a vital role in enabling people to efﬁc@y manage
their finances, grow their assets, and protect their financi ure through

comprehensive risk management solutions. %4

The BFSI sector forms a very important part of any Ind'@q\Qconomy. It impacts
nearly every individual and business, playing QQ\essential role in daily
financial activities, wealth creation, risk prot @n, and overall economic
progress. Whether someone is opening a account, taking a loan,
investing in a mutual fund, or securing @uture through insurance, the
BFSI sector acts as a trusted partner in h%’ng people and businesses handle
their finances more efficiently and re@nsibly.

Over the years, the BFSI sector‘wmlved expressively. In the past, banking
and insurance were seen as slo oving, paperwork-heavy services that often
felt bureaucratic and intimidating. But today, digital technology, regulatory
reforms, and increased fi cial awareness have transformed the landscape.
What once required sta%ing in long queues can now be done with a few taps
on a smartphone. e importantly, BFSI is no longer just about storing
money—it’s a]@( nabling growth, supporting dreams, and ensuring

financial We@ g
N

QC.)

Financial Services

Fig. 1.1: The Triangle of BFSI

1. Banking: Banking is the core of the BFSI sector. It involves accepting
deposits, providing loans, and enabling money transfers. Banks help

2
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people save their money safely, offer credit for personal and business
needs, and support everyday transactions through ATMs, UPI, and mobile
banking. Public sector banks, private banks, and rural banks together
form a strong network that supports the country's financial needs and
economic development.

This sector not only provides a safe place for people to keep their money
but also fosters financial inclusion by granting access to credit for
individuals who might not otherwise qualify.

2. Financial Services: Financial services refer to a wide range of non-
banking services that help people manage, invest, and grow their money.
These include mutual funds, stock broking, credit rating, insurance
brokerage, and wealth management. Financial service providers, such as
NBFCs and investment firms, play an important role in creating financial
awareness and offering customized financial solutions to individuals and
businesses.

3. Insurance: Insurance is an essential part of the Q@I sector that provides

financial protection against unexpected risks “and losses. It helps
individuals and businesses manage uncer es related to life, health,
property, vehicles, and travel.
There are two main types of insur @ life insurance, which offers
financial security to a person’s f@ after their death, and general
insurance, which covers health, icles, travel, and property. Companies
like LIC, HDFC Life, New I Assurance, and ICICI Lombard help
individuals and businesses &?ge uncertainty and gain peace of mind.

OVERVIEW OF THE INDI& NKING SYSTEM

The Indian banking sy@m the backbone of the country’s economy. It helps
people and busines save money, borrow loans, transfer money, and also
supports the grow; @of the nation by funding various development activities.
All banks in In@)vork under the rules set by the Reserve Bank of India (RBI),
which acts e central authority to regulate and monitor their activities.

The R \ve Bank of India (RBI) is India's central bank and the bedrock
of it{;gncial system

%eserve Bank of India (RBI) was established in 1935 and is the central
bank of India. It has many important roles. It issues currency notes (except
X1 coins and notes), controls inflation, and manages interest rates in the
country. It also takes care of India’s foreign exchange reserves and works as
a bank for the government and for all other banks in India. RBI makes rules
to ensure that all banks work safely and fairly.
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TYPES OF BANKS IN INDIA

India has a well-structured banking system to serve the different needs of
people in urban and rural areas. All banks in India are regulated by the
Reserve Bank of India (RBI). Broadly, banks in India are divided into two main
categories i.e. Scheduled Banks and Non-Scheduled Banks.

Scheduled Banks are simply banking that are included in the Second
Schedule of the Reserve Bank of India Act, 1934.These banks must follow the
rules and regulations made by the Reserve Bank of India (RBI). They must
also maintain a certain amount of money as reserves with the RBI. Sch ed
Banks are eligible to borrow money from RBI and take pgr%Qh the
clearinghouse (a system where banks settle payments between o\\another).
These banks are considered safer and more trustworthy. Sch c@d Banks in
India encompass a wide range of financial institutions, including major public
sector banks like the State Bank of India (SBI), 1eadin&§ate sector banks
such as HDFC Bank and ICICI Bank, and also Regio ral Banks (RRBs).
This classification signifies their inclusion in ths\§econd Schedule of the
Reserve Bank of India Act, 1934. §O
c

Non-Scheduled Banks are not listed in the nd Schedule of the RBI Act.
These banks are usually small, local bank\a d do not follow all the rules set
for scheduled banks. They cannot bog money from the RBI for regular
banking operations and are not alléyéd to be part of the clearinghouse.
Because they are smaller anc@ regulated, they are less secure than
scheduled banks. They still offeér basic banking services like accepting
deposits and giving small 10@ but on a much smaller scale.

Most banks that peopleﬁ& fall under the Scheduled Banks category. Below
are the major types pf batiks in India:

1. Commercial_BéGtks: Commercial banks are profit-making institutions
that provi;ée@rvices like accepting deposits, giving loans, and offering

credit a bit cards. These banks can be public, private, or foreign.

e Pagblic Sector Banks are owned mainly by the Government of India.
mple: State Bank of India (SBI), Bank of Baroda.

Q-% Private Sector Banks are owned by private companies and individuals.
Example: HDFC Bank, ICICI Bank.

o Foreign Banks have their head offices outside India but operate in the
country. Example: Citibank, HSBC.

2. Regional Rural Banks (RRBs): RRBs were created to serve the rural
population, especially farmers, small businesses, and poor people. These
banks provide essential financial services, such as savings accounts and
small loans, primarily to customers in rural and semi-urban areas. These
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banks are jointly owned by the Central Government, State Government,
and a sponsoring Public Sector Bank.

Example: Maharashtra Gramin Bank, Prathama UP Gramin Bank etc.

3. Cooperative Banks: Cooperative banks are owned and run by their
members, who are usually small farmers, local businesses, or traders.
These banks are based on the principle of mutual help and mostly provide
short-term credit. Cooperative banks operate in both rural and urban
areas. They are of two types: b

e Urban Cooperative Banks: Work in towns and cities \QQ
e Rural Cooperative Banks: Provide services to farmers and vi{@rs

4. Small Finance Banks: Small finance banks are created ovide basic
banking services to the under-served sections of society§\ such as small

farmers, street vendors, and small businesses. The ept deposits and
provide loans, just like regular banks, but f(g\c@ more on financial
inclusion. X,

Example: This category specifically inclu %stitutions like AU Small
Finance Bank and Equites Small Financ@ank.

5. Payments Banks: Payments banks special banks that offer basic
banking services like accepting d its (up to 2 lakhs per customer),
online payments, and mobile ts, but they cannot provide loans or
credit cards. They are mean ake banking easier for people who don’t

have access to full-servic %n S.
Example: Paytm Pa@cs Bank, India Post Payments Bank, Airtel

Payments Bank. %

ROLES OF RBI,,g&%MMERCIAL BANKS, NBFCS, AND INSURANCE
COMPANIES A~

-

The financial ecosystem in India comprises several key players, including the
Reserve Bank of India (RBI), Commercial Banks, Non-Banking Financial

Companies (NBFCs), and Insurance companies. Each of these entities plays
a distinct and crucial role in facilitating economic growth, ensuring financial
stability, and providing various services to individuals and businesses.

N

1. Reserve Bank of India (RBI)

The RBI, set up in 1935, is the central bank of India and the highest
authority in the financial system. It manages the supply of money, sets
interest rates, and controls inflation to keep the economy stable. It is the
only institution allowed to print Indian currency and also regulates the
flow of foreign currency.
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Apart from this, the RBI monitors and regulates all banks to ensure they
follow rules and protect depositors’ money. It also manages the
government’s finances by issuing bonds and maintaining accounts. In
short, RBI acts as the “guardian” of India’s money and ensures that the
financial system runs smoothly.

2. Commercial Banks

Commercial banks are the banks we commonly use, such as SBI, HDFC,
and ICICI. Their main job is to accept deposits from people and businesses
and provide interest on them. They also give out loans for homes&s,
education, or business purposes, which helps individuals achi%&e\goals
and supports economic growth. \\

Besides lending and saving, banks provide services lik@b\ve banking,
bill payments, money transfers, credit/debit cards,, and investment
options. They are an essential part of daily life becau@%l

spending, and borrowing money safe and convem&@

ey make saving,

3. Non-Banking Financial Companies (NBFC O\'

NBFCs are financial institutions that f n like banks in many ways
but do not have a full banking licen is means they cannot accept
normal savings deposits, but they shk%omde loans for vehicles, housing,
education, and small businesse n serving customers in areas where
banks may not be available.

They also offer financial ﬁcts like leasing, hire purchase, mutual
funds, and wealth mana@ ent services. Because NBFCs are less strict
than banks in their edures, they are able to provide quicker, more
flexible services. Th lay an important role in reaching more people and
supporting econ%xt development.

4. Insurance (@%)ames

Insuran ompanies provide financial protection against risks like
acci § illness, death, or property damage. Customers pay a small
re amount called a premium, and in return, the insurance company
compensation when an insured event occurs. This helps people avoid

1g financial losses in difficult times.

Different types of insurance include life insurance (supporting families
after a death), health insurance (covering medical bills), vehicle insurance
(covering car damage/accidents), and property or business insurance.
Some policies also combine protection with savings. In this way, insurance
companies act as a safety net, helping people and businesses manage risks
and feel secure.
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RECENT TRENDS IN BFSI

The Banking, Financial Services, and Insurance (BFSI) sector in India has
been undergoing significant transformations, largely driven by technological
advancements, changing consumer behaviors, and regulatory reforms. Below
are some of the most notable trends shaping the industry:

Digital Banking

Digital banking has significantly streamlined and accelerated banking
processes for everyone. Now, people can do most of their banking thr@gh
their phones or computers. You can check your balance, transfer m pay
bills, or even apply for a loan without going to the bank! Some ﬁon’t
even have buildings; they are called neo-banks, and they wor y online
through apps. Banks also use technology to understand wh omers want
and give them personalized offers. This makes banking élg
helpful for each person. Q

1. Unified Payments Interface (UPI) \O

Unified Payments Interface (UPI) has trans@d the way money is sent
and received in India. Developed by the ]@i al Payments Corporation of
India (NPCI), UPI enables instant monegk nsfers through mobile phones.
There is no need to visit banks or car,@eash and the system works 24/7,
including holidays.

\Q)

UPI is simple to operate e@&n basic smartphones, making digital

payments accessible to a population and strengthening financial

inclusion. It is now Wldf@ sed for payments such as groceries, mobile

recharges, online s % g, and many other services, often by simply
X

rter and more

scanning a QR co

2. FinTech Innov ns

FinTech sia@ for Financial Technology, and it means using technology

to make ncial services better. New platforms now help people borrow
mon line (called lending platforms) or invest using smart computer
o3¢ s called robo-advisors. These tools suggest where to invest money

d on your goals and budget. There’s also something called blockchain,
a secure way to share information, which is slowly being used in banking.
Some individuals are also exploring cryptocurrencies like Bitcoin, although
these remain largely unregulated in India. In the insurance world,
InsurTech companies make it easier to buy policies online and get claims
processed quickly.

3. Regulatory Changes

As new financial tools grow, the government and regulatory bodies such
as the RBI and IRDAI ensure that systems remain safe and fair. Rules are

7
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created to protect personal data and safeguard money in online
transactions. One major development is Open Banking, which allows
companies to build apps that connect with banks (with customer
permission) to provide better money management options. These measures
balance innovation with security, ensuring protection while enabling the
benefits of digital finance.

PRACTICAL EXERCISE

Activity 1: Digital Banking Tool Demo. 6
Materials Required: \QQ

« Smartphones or tablets (if available) \\%

o Printed screenshots of banking apps (UPI, mobile wallets) 0\,0

e Mock account information
Procedure: \Q®

1. Begin with a discussion on what digital bankin@heans and why it is
important for people who can't easily access

2. Show how mobile banking or UPI works u printed examples or demo
apps (login screen, money transfer, QR @3 payment, etc.).

3. Explain how these tools help people i ral areas or without access to
physical banks. K\

4. Demonstrate what happens wh(g%eople don’t have digital access, how
they face delays, travel cost%~

5. Let students interact with %@) rinted /digital examples and ask questions.

6. End with a short rec out how these tools make banking more

inclusive. B\
2

7. Student will prep port and submit it to the teacher.

ck of information.

Activity 2: Chart@ation on BFSI Institutions and their Functions.

Materials R?;Qd:
. Chart@ T or whiteboard
e M g)s or pens

. %‘erence notes or textbooks on BFSI
Igcedure:
1. Divide students into small groups.

2. Each group lists key BFSI institutions such as RBI, Commercial Banks,
NBFCs, and Insurance Companies.

3. Discuss and write down the main functions of each institution (e.g., RBI
regulates money supply, banks provide loans, NBFCs offer credit,
insurance companies manage risk).

8
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. Groups create a visual chart organizing institutions and their roles clearly.

4
5. Each group presents their chart to the class.

6. Discuss the key points and clarify any doubts.

7. Submit chart to the teacher to display in the class.
Activity 3: Presentation on Recent Trends in BFSI.

Materials Required:

o Computer/Laptop 6
e Access to internet or textbooks (for research) . (;QQ)
o Presentation tools (PowerPoint, chart paper, or whiteboard) \Q\

e Markers or pens QQ

Procedure: \QQ

1. Divide class into small groups of 3-4 students. \O

2. Assign each group to research one or more r cgn) rends in BFSI, such as:

a) Digital Banking

b) UPI and Mobile Payments \©
c) FinTech Innovations ‘\‘@

d) Financial Inclusion Q)K

e) Cybersecurity ; (5\'

f) Regulatory Changes
3. Each group will research@ir assigned topic.
4. Each group will pre@g short presentation covering:

e Explanation ofébe trend
o Its impac& stomers and the BFSI sector
case studies

e Examples
5. Each will give presentation to the class.

6. Te will evaluate presentation and provide feedback.

~

@er all presentations, conduct a brief Q&A session to encourage
discussion.

8. Summarise about how these trends are shaping the future of BFSI.
9. Presentation will be submitted to the teacher.
CHECK YOUR PROGRESS

A. Fill in the Blanks
1. The full form of BFSI is , Financial Services, and Insurance.
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2. In India, the main body that controls and regulates banks is the
3. Banks that give services like savings accounts, loans, and credit cards
to the public are called banks.
4. The RBI is also known as the bank of India because it controls
money flow and interest rates.
5. Companies that offer financial services but don’t hold a banking license
are called .
B. Multiple Choice Questions b
1. What does BFSI stand for? \QQ)
a) Bank Funding and Security Institution \\(O
b) Banking, Financial Services, and Insurance 0\.0
c) Banking for Savings and Investments Q
d) Business, Finance, and Stock Insurance %]

2. Which organization acts as the central bank of,{@ia’?

a) SBI

W\
b) HDFC éo
©

c) RBI

d) ICICI AN
Q0

3. What is the main role of NBFC,S\'Q

a) Printing currency §(b
b) Managing foreign ex% ge

c) Providing ﬁnancial@ ices without being a bank

d) Issuing gover\zp?ﬁ bonds
4. UPI is an exa e ‘of which trend in BFSI?

a) Insura e{&gulation

b) Foreigh trade
) Dl@’ banking
d S@ h withdrawal services

5.®1at is the main job of insurance companies?

QQ)

a) Take deposits

b) Provide loans

c) Offer protection against risk
d) Regulate banks

C. State whether the following statements are True or False
1. The RBI, which stands for Reserve Bank of India, is the central

authority responsible for controlling the country's money supply and
regulating banks.

10
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. Commercial banks are not allowed to give loans to companies or

businesses, and they only serve individual customers.

. UPI (Unified Payments Interface) is a digital system that lets people

easily send and receive money using their mobile phones without
needing to go to the bank.

Insurance policies are only meant to provide protection for life-related
events and cannot be used to cover health expenses or damage to

property.

. NBFCs (Non-Banking Financial Companies) are allowed to gake

deposits in savings accounts from the public just like regular l\)i\ S.

D. Match the following

Column A Column B OQ\.Q
N\
1 PAN Card A Helps manage mon@sks
5 UPI B Identity proof \n'@lred for tax-related
purposes o
3 NBFC C Centra@ﬁk of India
AN . . .
4 | Insurance D Fjlh%lal services without banking
,&@“
5 RBI @‘ Digital payment method

E. Short Answer Questio

—_

5.

. What does BFSI for and what are its main components?

2. Mention any t %C

3.

4. How do th€three components of BFSI (Banking, Financial Services, and

ent digital trends in the BFSI sector.
What is the roles of the RBI in the Indian banking system?

Insur%e work together to enhance financial well-being?

Name\tWo specific types of financial services that NBFCs often provide
t derserved sectors.

xplain the functions of Commercial Banks, NBFCs, and Insurance

F. (Lpo% Answer Questions
Q1. Explai i

2.

3.

Companies in the BFSI sector. Give one example for each.

Describe how digital banking and platforms like UPI are helping in
financial inclusion in India. Why are these trends important in today’s
economy?

Beyond regulating monetary policy, what other key roles does the
Reserve Bank of India (RBI) play in the Indian banking system?

11
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4. How is the Indian banking system actively promoting financial
inclusion, and what is one notable initiative mentioned?

G. Check Your Performance

1. Imagine you live in a remote village with no nearby bank branch.
Explain how digital banking tools like UPI and mobile wallets can help
you manage your finances and why this is important for financial
inclusion.

2. The Reserve Bank of India (RBI) plays a crucial role in regulating\the
banking system. Describe two key functions of RBI and how they i@ict
commercial banks and NBFCs in India. . éQ

N\

AS)
QO
%

12
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SESSION 2: MIS IN BFSI

In the dynamic BFSI (Banking, Financial Services, and Insurance) sector, the
symbiotic relationship between organizational structure and Management
Information Systems (MIS) is crucial.

ORGANIZATIONAL STRUCTURE IN BFSI

The organizational structure of institutions within the BFSI (Banking,
Financial Services, and Insurance) sector is designed to support efficiency,
compliance, and service delivery. The implementation of Manage t
Information Systems (MIS) further enhances decision-making, op tonal
efficiency, and strategic planning. Below is an overview of Kk@ typical
organizational structures in BFSI, along with the role of MIS. ‘Q

AN\
The organizational structure in the Banking, Financial Services, and

Insurance (BFSI) sector is crucial for its efficient functioning. In India, this
structure typically includes various levels, starting from top management, like
the CEO and board of directors, down to middle management, such as
department heads, and then to operational staff. Each level plays a specific
role: top management sets the strategic direction, middle management
implements policies, and operational staff handles day-to-day tasks.

-

In the BFSI (Banking, Financial Services, and Insurance) sector, organizations
often have a hierarchical structure. This means that there are different levels
of authority, starting from the highest-ranking officials like the CEO, down to
various teams and employees. The following points will help elaborate and
highlight the key aspects of EE}lel structure.

\

1. Hierarchical Structure: This is the way organizations are arranged, with
clear lines of authority. The top-level management makes important
decisions, while lower levels follow these directives.

2. Functional Divisions: BFSI companies are divided into different
functional areas, each specializing in a specific aspect of the business,
such as Eanking, finance, or insurance.

e Financial Services Division: This helps to focuses on offering various

Cilnancial products, like loans and investment options, to help

Qgcustomers manage their money.

e Insurance Division: Enables in providing insurance products to protect
people and businesses against potential risks, like accidents or natural
disasters.

3. Regional and Branch Structure: Many BFSI companies operate through
branches across different regions. Each branch serves local customers and
helps the company reach a wider audience.

4. Regulatory Compliance and Risk Management: Since the BFSI sector is
heavily regulated, organizations must follow strict rules set by the

13
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government. They also have dedicated teams to manage risks and ensure
that they operate safely and responsibly.

MANAGEMENT INFORMATION SYSTEM (MIS)

MIS play a crucial role in the Banking, Financial Services, and Insurance
(BFSI) sector, where efficient decision-making is paramount. MIS
encompasses the processes and technologies that gather, process, and
analyze data to provide timely and relevant information to management. This
enables organizations to streamline operations, enhance customer service,
and improve compliance with regulatory requirements. By integrating v&s
data sources, MIS helps in the identification of trends, risk assess , and
performance evaluation, ultimately facilitating strategic p ng and
operational efficiency. By leveraging these systems, BFSI inst \&? can stay
competitive, respond swiftly to market changes, and make i 1n rmed decisions
that drive growth and sustainability. \Q

Components of MIS \O
[ V3

A Management Information System (MIS) is a comprehensive framework that
integrates various elements to provide managers with timely and accurate
information for effective decision-making. These components work together to
collect, process, store, and disseminate data, ensuring that leaders have the
necessary insights to make informed ch01ces

The components of MIS: Th \nqponents of MIS (Data, Information
Processing, Information Tech , People, Procedures, and Feedback)
collectively work to tran raw data into actionable information,
supporting organization &msmn -making and continuous improvement.
(Fig. 1.2)

Information
Technology

A\

Feedback

\
Qg‘ People

Fig. 1.2: The Components of MIS

¢ Data: Raw facts and figures from various sources, like numbers and
text.

e Information Processing: Organizing and analyzing data to create
useful information.

14
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e Information Technology: Tools and systems, like computers and
software, used to manage data.

e People: Users of the MIS, including managers and employees who
interpret information.

e Procedures: Rules and steps to ensure data is collected and processed
correctly.

e Feedback: Information about how well the system is performing, used
for improvements.

Types of MIS Q)é

MIS are not a single; it is a monumental entity but rather a co]@on of
specialized systems designed to meet distinct information ne %cross an
organization. Fundamentally, they can be categorized into ty; uch as:

MIS types span from Transaction Processing Systems (T@) handling daily
operations to ERP, SCM, and CRM systems integr\@ng core business
functions, and MRS, DSS, and EIS providing stru\@lred, analytical, and
strategic insights for various management levels. @g 1.3)

Enterprise Resource Transaction
Planning Systems @ Processing Systems

Supply Chain Tvpes of Management
Management Systems H yR’"S Reporting Systems

S\_/

Cu o% O i
Rel 5% ip Decision
ems

Managemen Support Systems
X4
: Executive

& Information Systems

Fig. 1.3: The Types of MIS

) ansaction Processing Systems (TPS): These systems handle daily
Q%transactions like sales and withdrawals, ensuring accurate records.

e Management Reporting Systems (MRS): Compile data into reports for
managers to understand business performance.

e Decision Support Systems (DSS): Assist in decision-making by
analyzing data and providing options based on forecasts.

e Executive Information Systems (EIS): Provide top executives with
easy access to key information through user-friendly dashboards.

e Customer Relationship Management Systems (CRM): Manage

customer interactions and data to improve service and sales.

15
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e Supply Chain Management Systems (SCM): Oversee the flow of goods
from suppliers to customers, managing inventory and distribution.

e Enterprise Resource Planning (ERP) Systems: Integrate various
business processes into one system to improve efficiency and data
sharing. These systems help organizations operate more efficiently and
make informed decisions!

FUNCTIONAL AREAS

1. Retail Banking: The domain of retail banking, alternatively ter&ed
consumer banking, is dedicated to furnishing banking solutiogs,for
individual patrons, distinguishing itself from services o d to

*

businesses. Its portfolio of provisions extends to deposit acc \é (savings

and checking), personal credit facilities (loans and mor@, payment
instruments (credit and debit cards), and wealth managemient products.

2. Corporate Banking: Corporate banking serves t ancial needs of
businesses, from small-scale enterprises toglarge multinational
corporations. It provides specialized financial sgrvices such as business
loans, credit facilities, treasury and cash ma ment, trade finance, and
corporate investment services.

3. Risk Management: Risk management'\@ves identifying, assessing, and
mitigating financial risks that an (\f@anization may face. Banks must
manage several types of risks t ancial institutions need to manage
carefully. Credit risk refers to hance that a borrower might not repay
their loan. Market risk inVG& the possibility of financial loss due to
changes in market co ions like interest rates or stock prices.
Operational risk come m internal issues such as system failures or
human error. Lastly{liguidity risk is the risk that a bank or company might
not have enougl’ﬁ{[@ldﬂy available cash to meet its short-term financial
commitments. Q

Effective @ anagement practices ensure that a bank remains stable
and ca pt to changing economic conditions while protecting its assets

and @%ation.

4. @pliance: Compliance means following all applicable laws, regulations,

Qa internal guidelines that govern how banking activities are carried out.
This ensures financial institutions conduct their operations responsibly
and comply with established authoritative guidelines. This functional area
ensures that the bank operates within the frameworks defined by
governing bodies and laws, such as anti-money laundering (AML), know
your customer (KYC) regulations, and consumer protection laws.

5. Investment Banking: Investment banking focuses on providing financial
services related to capital markets and helping organizations raise funds.
Investment banks facilitate mergers and acquisitions (M&A), underwrite

16



MIS DATA ANALYST - FINANCIAL SERVICES GRADE-XI

new debt and equity securities, and assist companies in issuing IPOs
(initial public offerings). They also offer advisory services on financial
restructuring, valuation, and asset management.

6. Treasury and Cash Management: The treasury department is responsible
for managing the bank's liquidity, funding, and investment portfolios. It
oversees cash flow, manages currency exposure, and invests excess funds
in safe and liquid assets. Treasury functions also involve optimizing
interest income, managing banking relationships, and ensuring adequate
liquidity to meet obligations. Effective cash management strat@es
enhance a bank's operational efficiency and profitability. %)

7. Wealth Management: The core of wealth management involves @ering
extensive financial solutions to high-net-worth clients and families.
It involves services such as investment advice, estat phnning, tax-
efficient strategies, and preparing for retirement to lp individuals
manage and grow their wealth effectively, tax optimiz&l, and retirement

planning. \O

ROLE OF MIS IN OPERATIONS, DECISION-MA AND REPORTING
Role of MIS in Operations

MIS plays an important role in the smoo&@nctioning of an organization’s
daily activities. It acts as the central g em that collects, processes, and
shares vital information to suppogtZbetter decision-making and efficient
operations. By automating routin %&{s and providing real-time insights, MIS
helps organizations improve p Qctivity, reduce waste, and stay organized.
Below is some important rol@&MIS in day to day operations of the business:

e Supports organizati managing routine work effectively.

Collects, processéé,and shares important business information.

Reduces m work by automating data entry, report creation, and
transaction trecking.

Track ‘h& use of people, machines, and materials to help minimize waste.
« K rack of important numbers to assess performance and progress.
. ws managers to spot issues early and take corrective action promptly.

e Makes it easier for different teams to share information and coordinate
tasks.

e Improves the overall speed, efficiency, and structure of business
operations.

Role of MIS in Decision-Making
MIS plays a vital role in improving the decision-making process of an

organization. It collects and analyses large amounts of data, providing timely
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and accurate information to managers. This helps organizations make
informed, smart, and future-ready decisions. Below is some important role of
MIS in decision-making of the business:

e Provides the right information at the right time.

e Acts as a Helpful Guide for Managers i.e. collects, studies, and presents
real-time information about business performance.

e Identifies Patterns and Trends: Helps analyse sales trends, customer
behaviour, and potential problem areas.

e Supports Forecasting and Future Planning i.e. uses past data E%@redict
future outcomes, helping in better preparation. N

e Assists in Operational and Strategic Decisions i.e. guideQ}éisions such
as stock ordering, market entry, and resource allocatiO@

e Enables Faster and Better Decisions: Helps mana%gmake quick, data-
driven decisions with confidence. L\

e Supports Big-Picture Planning: Provides in@ for major initiatives like
product launches or business expansion

e Helps Organizations Stay Smart and petitive i.e. ensures businesses
adapt to changes and make inform ecisions to stay ahead.

Role of MIS in Reporting (bsS'Q)

One of the key functions of M $ reporting. MIS provides accurate, timely,
and customized reports tha p different levels of management, teams, and
even external agencies to informed, monitor progress, and make effective
decisions. Below is so mportant role played by the MIS in the reporting:

e Provides Relevn&nformation for Decision-Making: Delivers accurate and
necessary iation to managers, team leaders, and stakeholders.

° Create@orts tailored to specific needs such as financial summaries,
prog ‘S§ eports, and performance dashboards.

o M% ors Company Performance: Helps visualize how well the organization
erforming through clear and concise reports.

e Ensures Legal and Regulatory Compliance i.e. produces reports that meet
industry rules and legal requirements, especially in sectors like banking
and healthcare.

e Tracks Key Performance Indicators (KPIs): Compares actual results with
company goals to monitor progress and identify areas for improvement.

e Supports Timely and Effective Communication i.e. ensures the right
information reaches the right people at the right time.
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e Keeps Everyone Informed and Aligned: Helps all stakeholders understand
company performance and direction.

e Maintains Transparency and Accountability: Provides clear reporting that
promotes responsibility and informed decision-making across the
organization.

INFORMATION FLOW AND HIERARCHY IN BANKS
INFORMATION FLOW

In banks, information flow refers to the movement of data and infor n
between different levels and departments within the organization. A r and
efficient information flow is crucial for operational effectiven&imely
decision-making, and customer service. The flow often involve eral steps,
from data collection to dissemination, involving vario stakeholders
throughout the hierarchy.

Information flows within an organization either vert{?ly (up and down the
hierarchy) or horizontally (between peers and depai('m nts at the same level),
while external flow involves communicatio% th entities outside the
organization, like customers or regulators. .1.4)

Types of Information Flow: Below are types of information flow in the
bank/business (Fig. 1.4):

C) TYPES OF
INFORMATION
FLOW

Fig. 1.4: Information Flow

1. Vertical Flow: This refers to the flow of information between different
hierarchical levels. For example, instructions and reports move down from
top management to operational staff, while performance reports and data
from operations move up to middle and top management.

2. Horizontal Flow: Information can also flow laterally between different
departments within the same level of hierarchy. For example, the risk
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management department may share insights with the compliance
department to ensure adherence to regulations and effective risk
assessment.

3. External Flow: Banks interact with external entities such as regulatory
bodies, clients, and partners. Information flow to and from these entities
is vital for compliance and service enhancement. This includes regulatory
reporting, customer feedback, and market trends.

HIERARCHICAL STRUCTURE IN BANKS

The hierarchy in banks can generally be categorized into three main S:
top management, middle management, and operational staff. Every %@has a
unique function in how information is disseminated. \Q\\

In a bank, there are three main levels of management (i.e. \hanagement,
Middle Management, and Operational Staff) each plays a% portant role in
making the bank run smoothly. Q

At the top, we have leaders like the CEO and CFQ\,:@O make big decisions
about the bank’s future, such as expandin o) new cities or changing
important policies. They depend on summarie d reports to plan wisely.

In the middle are the managers and de a@ient heads who oversee areas
like customer service, loans, and risk @agement. They collect information
from the staff below them, analyse it é’h send important insights to the top
leaders. They also help make sur r teams are working toward the bank’s
goals.

At the bottom level are the@%rational staff, like people working at bank
branches, in IT, or in cgg@er care. These employees handle the bank’s day-
to-day work by helpirig/customers, processing transactions, and solving
problems. They us %gital systems and tools to make quick decisions and
send beneficial 4 ation up the chain.

improving®

PRAél—bAL EXERCISES

%ty 1: Exploring the Components of an E-Commerce Platform.

All three le:j@work like a team to make sure the bank runs well and keeps

Materials required:

¢ Internet-enabled devices (laptop/tablet/smartphone)
e Pen and notebook or worksheet

e Projector (optional, for demonstration)

e component checklist (optional)

Procedure:
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1. Briefly explain what an e-commerce platform is and Give a real-life
example (e.g., Amazon or Flipkart). Describe how users interact with such
systems.

2. Divide students into small groups of 4-5 students.

3. Ask each group to open an e-commerce website or app on their device and
explore it.

4. Provide instructions to identify and note down the main components they
observe. These may include:

e Home Page 6
e Search Bar %)
e Product Listings ‘\\(';Q
e Product Details Page A\®)

e Add to Cart / Wish list Q\)'

e Checkout System %)

e User Login/Signup \Q

e Payment Gateway \O

e Order Tracking 0\'

e Customer Support Chat é

e Reviews & Ratings @

5. Each group map the components to uggineeds (e.g., “Search Bar” — helps
find products quickly). They can fil 21s on a worksheet or draw a diagram.
6. Facilitate a discussion by askin ach group:
e Which component is mos@@ntial for a good user experience?
e What challenges mig %user face if any component is missing?
7. Each student writes th%é tified components neatly in thier notebook or
worksheet. B\
8. Submit write up g& teacher.

Activity 2: Gro @écussion on Role of MIS in Operations, Decision-Making
and Reporting.

Material ired:

N\

o W 'beard /Flip Chart or Blackboard
J ers/Chalk
andouts or Printed Notes on MIS Concepts (optional)
e Notebooks and Pens
e Projector/Screen for brief introduction (optional)
e Timer or Stopwatch

Procedure:
1. Divide the class into small groups of 3-4 students per group.

2. Assign discussion points or topics to each group such as:
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a) How MIS supports Operations
b) Role of MIS in Decision-Making
c) MIS and Reporting for Management

3. Groups discuss their assigned topic.

4. Encourage sharing of real-life examples (e.g., e-commerce platforms,
banks, schools, etc.).

5. Each group presents key discussion points to the class. 6

6. Teacher writes main points on the board. \QQ)

7. Ask few students to summarize the session. ‘\(0

8.

Teacher summarize the role of MIS in streamlining oper@, improving
decisions, and generating reports for effective managen'én .

Activity 3: How Banks Use MIS to Approve Loans. \Q
Materials required: \\.

O

e Chart papers or blank sheets for group wor

e Markers or pens for writing

e A simple role card or case handout dgscribing a basic loan process in a
bank (e.g., a customer applying for f{\@ne loan)

e A classroom projector or board %¥

Procedure: @rb

1. Start with a short expla n of what MIS is and how banks use it for
example, to collect c @ner details, check credit history, approve loans,
and monitor repayn@t.

2. Divide students iﬁﬁo small groups of 3—4 student per group.

3. Assign each 6 the task of role-playing how a bank uses MIS in loan

reates a mini-presentation (on chart paper or orally) showing
elps: Collect customer data, check credit score/history, speed
approval, Generate reports for the bank manager

group present their findings in simple language, using examples like
Qa person applying for a car or education loan.

6. Teacher will evaluate the group and each student performance.

7. Ask few students to summarize the session.

8. Each student writes their learning or what they understood.

9. Submit write up to the teacher.

Activity 4: Follow the Data — A Look Inside a Bank's Information Flow.
Materials required:
e Plain A4 sheets or chart paper
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Pencils or pens
Markers for labelling, and a basic scenario or flow description (e.g., a
customer applying for a savings account or loan).

Procedure:

1.

w

O X Noo

Briefly explain what a Data Flow Diagram (DFD) is i.e. a simple drawing
that shows how data moves between people, systems, and departments in
a bank.

. Present a simple scenario: A customer visits a bank to apply for a 1

The bank collects the form, sends it to the loan department, checks@ dit
history, gets manager approval, and stores the data in the systgl%o

. Divide the class into small groups of 4-5 students. \\
Ask them to:
e Identify the main entities (Customer, Bank Clerk, L Department

Manager, Database)

e Draw arrows to show how data flows betwee&@em (e.g., loan form,
approval request, credit report)

e Provide the image for each arrow with W%Qata being transferred

Each group can explain the flow of data class.

Ask few students to summarize the se

Teacher will provide concluding rem .

Each student writes their learni what they understood.

Submit write up to the teache fb

CHECK YOUR PROGRES&
A. Fill in the Blanks

1. In banks, the %\' function of MIS supports daily tasks like
customer tra tions and account management.

2. One key cor&@‘nent of MIS is the , which stores and retrieves
organiz al data.

3. Corp; banking focuses on serving large enterprises.

4. C iance ensures that banks follow all relevant and

e

nal policies.
report helps bank managers in making strategic

Q dec131ons

B. Multiple Choice Questions

1. What does MIS help organizations primarily with?

a) Social media marketing
b) Manual record-keeping
c) Decision-making and operations
d) Entertainment services
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2.

3.

4.

5.

Which of the following is a functional area in banking?

a) Manufacturing
b) Retail Banking
c) Event Planning
d) Agriculture

The component of MIS responsible for processing data into information
is:

a) Hardware b
b) Database \QQ)

c) Software . \(O

d) Processing Unit Q\.Q\
Information in banks flows through a structured Q .

a) Entertainment system \QQ

b) Hierarchy

c) Website \\O

d) Advertisement

Which of the following refers to mana@ the risk of borrower default?
a) Liquidity Risk @
b) Credit Risk Q}\
c) Market Risk (5\.

d) Operational Risk

C. State whether the folloggﬁ statements are True or False

1.

4.

nly by IT departments and not by other

MIS systems are u
departments in ao‘;?%
In retail bankl% IS helps track individual customer transactions and

preferences
Credit ri \’efers to the possibility of a system failure in bank
oper S.
MI ports can assist in forecasting, budgeting, and compliance

ing in banks
%@cision—making in banks is supported by data and reports generated

.

through MIS.
atch the Column

Column A Column B
1 MIS Report A Ensures legal and regulatory adherence
2 Retail Banking B Used for loans, savings, and deposits
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3 Corporate C Supports daily operational tasks
Banking
a Compliance D Data summary used for analysis and
planning
5 Operations E Handles business-level financial services

E. Short Answer Questions

1.

6.

How does MIS benefit both the top-level and operatlonanrel
management in a financial institution?

. Besides providing financial protection against unforesee &&ts how

do some insurance products also serve as an investme ortunity?
In the Lending/Loans department, how does MIS ass t in evaluating
loan applications and managing risks?

How does the Compliance department use ME\% ensure the BFSI
organization follows all regulations and ruleg%

What kind of information does MIS provid e Marketing department
to help them attract new customers or r new products?

How does MIS support the Financ@ounts department in tracking
money, managing budgets, and c«r@ g financial reports?

F. Long Answer Questions

1. Define Management Info on System (MIS). Explain its key
components and descré ow it supports a bank's day-to-day
operations and long planning.

2. Discuss the role of@m various functional areas of banking such as
Retail Banking orporate Banking, Risk Management, and
Compliance. L§§‘examples to illustrate your points.

3. Explain how §lfS enhances operations, decision-making, and reporting
in a fina Vﬁ’mstltutlon. Describe the flow of information within a bank
and @t supports managers at different levels.

G. Chec ur Performance
1. ider a small business owner operating in a tier-2 city. Explain how
% e increased flexibility and specialized loan offerings of Non-Banking
Q Financial Companies (NBFCs) might be more beneficial for their
business growth compared to traditional public sector banks.
2. Beyond providing risk coverage, how do insurance companies

contribute to the overall financial stability of individuals and the
economy, particularly through their investment-linked products and
promotion of savings?
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SESSION 3: MIS DATA ANALYST IN FINANCIAL SERVICES

Data Analyst plays an important role in helping banks and financial
companies make smart decisions by turning complex data into useful
information. Their job is to gather and study data and turn it into clear
insights that help improve business performance, support planning, and
make daily operations more efficient.

JOB DESCRIPTION AND KEY DELIVERABLES
Job Description 6

In the financial services world, an MIS Data Analyst looks at differe ‘Qets of
data to help leaders make better decisions. This job needs ne who
understands how to manage and analyse data, knows financial
products, and is comfortable working with numbers and tooé (Fig. 1.5)

Job Summary

The job summary includes information like job title,
department, division, importance of the job, job
relationships, job duties and responsibilities, etc

Skills Required

Some skills are required for a particular job like
communication, teamwork, problem-solving, initiative

and enterprise, planning and organising, self-management,
learning, technology knowledge etc.

Qualification

These qualifications include: work experience, skills,
specific knowledge, education level and type, professional
licenses, personal qualities and attributes, languages,
physical abilities etc.

Fig. 1.5: Job Description

The a(%gst works with many teams across the BFSI sector which includes
B g, Financial Services, and Insurance to solve problems using data and
ke work smoother and faster.

An MIS Data Analyst is like a behind-the-scenes superhero who helps a
company make smart choices using numbers. First, they collect and organize
information from both inside the company like sales and customer orders and
from the outside world, like news about the market. They make sure
everything is neat and accurate. Then, they study the numbers using math
and computer tools to spot patterns, like why something sold really well last
month or why sales suddenly dropped. To help others understand what they

26



MIS DATA ANALYST - FINANCIAL SERVICES GRADE-XI

find, they turn all that data into colourful charts and simple reports that
managers can look at quickly. They also work with different teams, like
finance and marketing, to explain what the numbers mean and help them
make better decisions. These analysts are always watching important
performance numbers, called KPIs, to see how the company is doing—and if
something's off, they come up with ways to fix it. Best of all, they keep learning
new tools and tricks so they can stay ahead and help the company grow
smarter and faster.

Key Deliverables b

An MIS (Data) Analyst in a bank or finance company is like a “data tr ator.”
They take mountains of tricky numbers and turn them into clear.8teries that
help bosses make smart choices about money, loans, and iny, &k:ts. To do
this job well, they need three big super-skills: Q

e Knowing how data is stored and moved around (so‘@%hing gets lost or
mixed up).

e Being great at spotting patterns in numbers (that’s the analytical part).

e Understanding how money products work@:e savings accounts, credit
cards, or the stock market). @

A Data Analyst in a finance company pl \a key role in converting large sets
of numbers into useful insights tha port decision-making. One of the
main responsibilities is preparin ar reports that track performance on
a weekly or monthly basis, sua&s identifying whether sales and revenues
are rising or falling. *

Data Analysts also desi shboards, which display real-time information
through charts and gr@ls, allowing managers to quickly monitor business
performance. Whensépeciﬁc issues arise, such as a drop in profits, they
conduct ad—hoc@%sis to investigate the reasons behind the change.

To ensure agéuracy, analysts perform data quality checks and correct errors
in datase,Q hey also prepare presentations and visual reports to
comm 1\te findings clearly to company leaders, often supported by charts
and @maries. In addition, they maintain documentation that explains how
t ta was collected, processed, and analysed.

Finally, Data Analysts continuously look for process improvements,
suggesting new methods or tools that can save time, enhance accuracy, and
improve overall efficiency. In this way, they act as an essential link between
raw data and smart business decisions.

ESSENTIAL TOOLS FOR FINANCE AND BANKING ANALYSIS

To work well in finance and banking, the right tools are very important. Tools
like Excel help in doing calculations and making financial plans. SQL is used
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to get and manage large amounts of data. Dashboards and data visualization
tools like Power BI or Tableau make it easy to see patterns and trends in data.
Risk management tools and regulatory databases help banks follow rules and
avoid losses. Also, financial news websites help professionals stay updated
with the latest changes. All these tools help in making smart and safe financial
decisions. (Fig. 1.7)

Data Visualization
Tools
Risk Management

Software
ESSENTIAL TOOLS
FOR FINANCE AND
BANKING ANALYSIS

Financial News Dashboards
Platforms

Regulatory 0 @ Financial Modeling
Databases @ Software
.\(0,\
Fig. 1.7: Essentials Tools for{fihance and Banking analysis

The following points help us un@nd the concepts more clearly:

Excel

1. Excel (Electronic X-Cellence in Computing and Easy Learning): Think
of Excel as a smart digital notebook that helps to work with numbers. It’s
great for organizing data in rows and columns, doing calculations, and
even spotting futl’l{g trends.

~

Example: A bank can use Excel to track how much money it made from
different types of loans. It can quickly calculate totals, compare profits,

and create a pie chart to see which loan performed best.
N

2. SQL (Structured Query Language): SQL is a language used to
communicate with large databases. It helps in finding, organizing, and
Q'analysing the required data.

In BFSI, it’s used to pull out important financial data, analyse patterns,
and create reports. It can also combine data from different sources so that
everything stays up to date.

3. Dashboards: Dashboards help turn complicated data into simple visuals
like charts and gauges. They show key information in a quick and clear
way.
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Tools like Tableau, Power BI, or Google Data Studio let users build
dashboards to track performance in real time, making it easier to respond
to changes or make fast decisions.

4. Financial Modelling Software: These tools go beyond basic spreadsheets.
They are designed to test different financial scenarios like what would
happen if interest rates went up or if customer demand dropped.

Example: A bank analyst might use this software to model how a new
housing policy could impact the bank’s home loan business over the next

few years, adjusting assumptions and seeing different possible outcomes.
™

5. Data Visualization Tools (e.g., Tableau, Power BI): These tools are like

artists for data — turning numbers into pictures. Instead of staring at long

tables of data, users see graphs, charts, and maps that help them

understand what's happening at a glance. &

Example: A bank might use Tableau to map where new credit card
applications are coming from, showing which cities or states have higher
or lower interest. \ @)

6. Risk Management Software: Since banks take on many risks (like loan
defaults or market crashes), this software helps them detect and prepare
for potential problems. i\®\

Example: Before giving a business loan, a bank can use risk software to
check the company’s financial background and estimate how likely it is
they will repay the loan, s&gesting ways to reduce the risk.

\

7. Financial News Platforms (e.g., Bloomberg Terminal, Reuters): These
platforms provide real-time updates about stock markets, economic
events, and company news. They are like specialized news channels for

finance professionals.
~\~
Example: A trader might use Bloomberg to track how a company’s stock
price reacts after a news story breaks, helping them decide whether to buy
or se(ll quickly.
)]
8. Regulatory Databases: Banks have to follow many rules and laws. These

databases store all those regulations in one place and help ensure the bank
Qstays compliant.

Example: If there is a new rule about customer privacy, the compliance
team checks the regulatory database to understand the rule and update
the bank’s practices accordingly.
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KPIS, REPORTS, AND COMMUNICATION WITH STAKEHOLDERS IN BFSI
KEY PERFORMANCE INDICATORS (KPIs)

Key Performance Indicators, or KPIs, are like scorecards that help banks and
insurance companies check how well they are doing. They are used to
measure things like profits, customer happiness, and how smoothly services
are running. Below are the KPIs used for Banks and Insurance Companies.

1. Net Interest Margin (NIM): Net Interest Margin shows how much profit a
bank makes from lending money after paying interest to deposito@A

higher NIM means the bank is using its funds smartly and earni ore
from its core business. X2
2. Return on Assets (ROA): Return on Assets tells how w bank or

insurance company is using its resources like buildings@pment, and
cash to make profits. A higher ROA means the company@ fficiently using
its assets to generate income.

3. Loan-to-Deposit Ratio (LDR): This ratio compagés how much money a
bank gives as loans to the amount it receives eposits from customers.
It helps check if the bank is lending resp@?y while keeping enough
funds for safety. Q

4. Customer Satisfaction Score (CSAT e Customer Satisfaction Score
measures how happy customers ar \@ the bank or insurance services.
It reflects their experience With\@aff behaviour, problem-solving, and
overall service quality. (b

5. Claims Processing Time ( (ﬁsurance Companies): Claims Processing
Time tracks how fast insurance company settles claims. Quick
processing builds trus&\&‘ld shows the company cares about its customers
during emergencies.

6. Non-Performin ets (NPA) Ratio: The NPA Ratio shows the percentage
of loans wh@ rrowers have stopped making payments. A lower NPA
ratio means bank has healthier loans and better financial stability.

7. Cost-t% me Ratio: This ratio compares the bank’s expenses to the
inco é\l
r g efficiently, keeping costs low while earning well.

8. ention Rate (Insurance): Retention Rate measures how many

chstomers renew their insurance policies. A high retention rate means
customers trust the company and are satisfied with its services.

earns. A lower Cost-to-Income Ratio indicates the bank is

So, KPIs are like traffic lights for any business as they signal when things are
going great or when something needs fixing.

REPORTS

In banks and insurance companies, reports are like important progress cards
that help everyone understand how the business is doing. These reports are
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used to share useful information with managers, workers, and sometimes
even the government. They show what’s working well, what needs to improve,
and how to plan for the future. There are different types of reports for different
needs such as:

1. Financial Statements: Financial Statements show the overall financial
health of the company. They include details like how much the company
owns (assets), how much it owes (liabilities), profits earned, and how
money flows in and out of the business.

2. Management Reports: These reports help managers track how di@Qnt
departments, such as loans, sales, or customer service, are pe HQ‘ming.
They support smart decision-making to improve daily operations and
efficiency.

3. Risk Assessment Reports: Risk Assessment Repo sQact like early

warning tools. They identify potential problems suc market changes,
bad loans, or other risks. They also ensure the cq@any is following legal
rules and guidelines. O\,

4. Market Analysis Reports: Market An@%is Reports study what
competitors are doing and identify mar]@ trends. They help businesses
discover new opportunities to growfgmprove services, or launch new
products. ‘Q\

information to help people un and the present situation, fix problems,
and make plans for the futu

COMMUNICATION WI‘I% AKEHOLDERS

Reports in the BFSI sector are es§®l tools. They provide clear and accurate

In banks and financial cdmpanies, it is very important to communicate clearly
with people wh re about the business. These people are called
stakeholders. I %hple words, stakeholders are the people or groups who are
affected by gf/interested in the company. This includes investors, customers,
governm egulators, and business partners. Following point should be
taken c@ hile communication with the stakeholders:

1. r communication: It helps stakeholders understand what the
company is doing. When they feel informed and included, they are more
likely to trust and support the business.

2. Ways to Communicate: Companies use emails, meetings, newsletters,
and online sessions to share updates. These updates can include company
performance, new policies, or future plans.

3. Custom Communication for Different Groups: Different groups care
about different things. For example, investors want to hear about profits,
customers care about service quality, and regulators focus on rule
compliance. So, companies prepare custom messages for each group.
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4. Collecting Feedback: Companies also ask for feedback using surveys or
suggestion platforms. This shows that the company listens to people’s
opinions and wants to improve.

5. Being Honest and Transparent: The most important part of
communication is being honest, even when there are problems. Sharing
challenges and risks builds trust and strong relationships with
stakeholders.

PRACTICAL EXERCISE 6
Activity 1: Be the Data Analyst for a Day. <

N

e Laptop or desktop with Microsoft Excel / Google Sheet 0\,0

e Sample financial data sheet (e.g., loan details, custerr satisfaction
ratings, revenue figures) %]

e Printed handouts of KPI definitions (Net Interest Mé\ggu, ROA, etc.)

e Chart paper and markers (for group presentations
e Projector or screen (optional, for showcasin%@hboards)

Procedure: @

Materials Required:

1. Begin with a discussion by explainitg\who an MIS Data Analyst is and
how they support financial orgar%ations by working with data to make
better decisions.

2. Distribute Sample Data Pr € students with a simple Excel or Google
Sheets file that inclu Q%iake but realistic financial data like loan
amounts, deposit figu stomer feedback scores, etc.

3. Provide hand out et explaining basic KPIs like Net Interest Margin,
Return on Ass s, oan-to-Deposit Ratio, and Customer Satisfaction
Score. Explaiﬁfgach one with simple examples.

4. Ask stude o calculate at least 2-3 KPIs using the sample data. They
can us ic Excel functions (like SUM, AVERAGE, etc.) to find results.

5. Stu should then write a brief report highlighting what the numbers

s?@ or example, whether the bank is performing well or if there’s a

lem area that needs improvement.
roup Presentation: Divide students into small groups.

7.° Each group presents their findings and suggests one improvement based
on their analysis. They can use chart paper or digital slides.

8. Discuss the activity as a class. Talk about how real analysts use similar
techniques and tools (like Excel, SQL, and dashboards) to help banks
make important decisions.

9. Prepare report or write up on learnings and

10. Submit report or write to the teacher.
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Activity 2: Presentation on Job Description and KPIs.

Materials Required:

Laptop/Desktop with Presentation Software (e.g., PowerPoint)
Projector and Screen/Smart Board

Sample Job Description Templates (Printed or Digital)
Sample KPIs for Different Roles (Printed or Digital)
Whiteboard /Flipchart and Markers

Handouts/Notes b
Timer/Stopwatch for Presentation Timing \QQ)
Internet Access (optional, for examples or references) ‘\('Q

Procedure: $Q

. Divide class into small groups of 3-5 students per grou Q
. Assign each group a specific job role (e.g., Sales Exe‘@tlve, Data Analyst,

Customer Support, Teacher, etc.). \O
. Each group prepares a short presentation thatintludes:
e Job Title and Department @
¢ Key Roles and Responsibilities (Job\Q cription)
e Required Qualifications and Skills @
e 4-5 relevant KPIs for the role \Q)
. Each group presents their J scription and KPIs.

5. Other groups and teache@ovide feedback and suggestions.

. Teacher summarize oints:

e Importance of¢dlear job descriptions
e How KPIs a '@With job expectations and organizational goals
e Real-life ples from industries

. Ask stu s to share how clear JDs and KPIs can help improve

pro \iv1ty and accountability in their own workplace.

student writes their learning or what they understood.
mit write up to the teacher.

Activity 3: Preparing a sample report format for a financial metric.

Materials Required:

Laptop/Desktop with MS Word or MS Excel

Projector/Smart Board (for demonstration)

Sample Financial Data (e.g., Sales Revenue, Profit Margin, Expenses)
Handouts with Key Financial Metrics definitions

Whiteboard /Flipchart and Markers
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e Templates for Report Format (optional)
e Calculator (optional)

Procedure:

1. Teacher explains what financial metrics are (e.g., Revenue, Profit Margin,
ROI, Cost of Sales, etc.). Discuss the importance of clear, concise

financial reporting for managers and stakeholders.

2. Displays a sample report format, highlighting key components such as:

e Report Title

e Period of Reporting

e Financial Metric(s) being reported

e Data Table or Summary

e Graphs/Charts (if applicable) Q
¢ Interpretation or Comments Section \QQ

Divide class into small groups of 3-5 students p@roup.

4. Assign each group one financial metric @Monthly Sales Revenue,

Profit Margin %, Cost Breakdown).

5. Groups use provided data to create%@nple, clear report format that

includes: K\‘@
e Title of the Report

e Time Period Covered (b

e Data Table with figure

e Visual Element (e.g K chart, pie chart)

e Short Interpret (1-2 lines)
6. Each group pre!ént their sample reports.

Teacher her groups provide constructive feedback on format

clarlty, nce of data, and presentation style.
8. Sum@mes best practices for financial reporting:

ep it concise and visually clear

% Highlight trends and key figures
Q Use visual tools for better understanding

e Provide brief insights for decision-makers
9. Each student writes their learning or what they understood.

10. Submit write up to the teacher.
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CHECK YOUR PROGRESS
A. Fill in the Blanks

1.

2.

3.

4.

An MIS Data Analyst helps financial institutions make decisions by
analysing and interpreting
One of the key responsibilities of an MIS analyst is tracking
to measure business performance.

is a common tool used by MIS analysts to create
spreadsheets, reports, and dashboards.
In the BFSI sector, MIS analysts often work with departments SLéé’as
finance, compliance, and : A Q)

. Dashboards help visualize complex data using elements h{% charts,

graphs, and . $Q

B. Multiple Choice Questions Q

1.

2.

3.

QQ)

4.

What does MIS stand for? %)

xO

b) Management Information System 0\.

a) Management Integrated Software

c) Marketing Information Structure
d) Monetary Insight System \

Which tool is commonly used g\ S Analysts for data analysis and
reporting?

a) Photoshop @fb
b) Excel

c) AutoCAD %\,

d) Canva Q’\\,

What is g %@che main roles of an MIS Data Analyst?
advertlsmg scripts
&Alysmg market trends
@ anaging HR payroll

d) Filing legal documents

Which of the following is a Key Performance Indicator (KPI) in financial
services?

a) Customer birthday count
b) Product colour preference
c) Net Interest Margin

d) Employee shoe size
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5. What does a dashboard help visualize in MIS reporting?
a) Employee birthdays
b) Data and performance metrics
c) Office seating arrangements
d) Social media posts

C. State whether the following statements are True or False
1. MIS Data Analysts work only with marketing teams in a ﬁnat&al
organization. Q)
2. Dashboards are used to present data in a visually under dable

format. \Q\\

3. Excel cannot be used for financial analysis.
4. A high Return on Assets (ROA) means the Company 1slemg its assets
efficiently.
5. One of the responsibilities of an MIS Data Ana@t is to predict future
business trends using data. \
D. Match the following O
Column A @ Column B
0\(‘ -
Net Int t Margi
1 (NeIM) neres argm\'@&\ Helps manage money risks
i
2 Excel B Used for presenting KPIs visually
o)
Cust t ti
3 ustonier S&C on C Profit from interest income
Score %
4 Power&@ D Tool for creating financial reports
's}} Assessment )
5 E Helps evaluate potential threats
~N port

E. S]@\f{&nswer Questions
%Who is an MIS Data Analyst and what do they do in the financial sector?
QQ. What is the importance of KPIs in financial services?
3. Explain any two common tools used by MIS Data Analysts.
4. What is a dashboard, and why is it used?
5. Name any two departments an MIS analyst might collaborate with in a
bank.
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F. Long Answer Questions

1.

Explain the role of an MIS Data Analyst in the financial services
industry. What are their key responsibilities, and how do they
contribute to organizational success?

. Describe the importance of using tools like Excel, Power BI, and SQL in

the daily tasks of an MIS Data Analyst. How do these tools help in
analysing and presenting financial data?

. What are Key Performance Indicators (KPIs) in financial services'r’

Choose and explain any three KPIs used by MIS Data Analysts
describe why tracking them is important for a bank or %@amal
institution.

. Imagine you are an MIS Data Analyst in a bank. The @agement

wants to improve customer satisfaction and reduce gﬂ processing
time. How would you use data to help solve this pro ? Explain the
steps and tools you would use.

G. Check Your Performance
1. A bank has seen a drop-in customer satlsfat;'\én scores over the last

2.

two months. The MIS analyst is asked t the cause. What kind of
data should the analyst look at, and ith KPI might help solve this
issue?

A financial institution wants to ‘& which type of loan is bringing in

the most interest income. Ho n an MIS Data Analyst present this
information, and what t might they use to make it easy to
understand?
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SESSION 4: ETHICS, DATA PRIVACY AND REGULATORY
ENVIRONMENT

In today’s digital world, the Banking, Financial Services, and Insurance (BFSI)
sector deals with massive amounts of sensitive customer information every
day. This includes personal details, bank account information, income
records, insurance data, and more. That’s why it is extremely important to
handle this data with care, responsibility, and according to the law.

The reasons why Data Confidentiality, Ethical Practices, Data Privacy, énd
Regulatory environment or Compliance are essential in the BFSI s are
outlined below: ‘\%

Ethics in BFSI: The Banking, Financial Services, and Insuranc&k‘sn sector
depends greatly on customer trust. People expect ban nd financial
institutions to act honestly and fairly. That’s why ethics@lay a major role.
Ethical practices include being open about how things work, explaining
financial products clearly, and avoiding any action$that could confuse or
harm customers. It also means giving loans re () ibly, treating customers

with fairness, and making sure all communi€ation is truthful. Inside the
organization, ethics also involve strong in@al rules, accountability, and
avoiding conflicts of interest. . (&

Data Privacy: In BFSI, keeping cu té\er data safe is extremely important.
Banks and financial companies ag.sdle sensitive information, like personal
and financial details, which m them a common target for hackers. To
protect this data, they must strong security systems. There are also rules
like the GDPR (General rotection Regulation) and national laws that
say how this data sho@ e collected, stored, and used. It is important for
companies to ask c mers for permission before using their data, be clear
about how it's u @and keep it safe from unauthorized access. Protecting
customer data lds trust and shows a company’s commitment to privacy.

Regulato% vironment: The BFSI industry is closely watched by
regulat No make sure everything runs fairly and securely. In India, the
Rese@@ank of India (RBI) looks after the banking system, Securities and
E nge Board of India (SEBI) manages the stock market, and Insurance

latory and Development Authority of India (IRDAI) regulates insurance
companies. These organizations set rules that all financial institutions must
follow like doing audits, reporting activities, and following fair practices.
Following these rules is important, because breaking them can lead to heavy
fines, loss of reputation, and losing customer trust.
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DATA GOVERNANCE PRINCIPLES

In the BFSI sector, managing data properly is extremely important because
the information handled is sensitive and valuable. Data governance means
making sure data is available, accurate, secure, and used responsibly. Below
are the key principles that help guide good data governance:

1.

9.
4
10

Data Quality: Good decisions depend on good data. This means the
information should be correct, complete, consistent, and reliable.
Regular checks and cleaning of data help keep it accurate S’Id
trustworthy. 2
Data Stewardship: Every important set of data should have eone
responsible for it called as a data steward. These individuqlb\he p make
sure the data is well-managed, safe, and follows the rul

Data Privacy and Compliance: Customer data mifst be handled
carefully. BFSI organizations must follow privacy (like GDPR) and
protect customer information. This includes havin@c ar rules about how
data is collected, stored, and used. X,

Data Security: Protecting data from hackers @ unauthorized access is a
top priority. This means using tools l@ cryption, limiting who can
access what, and conducting regular § ity checks to keep information
safe. .

Data Accessibility: While data gl\st be protected, it also needs to be
available to the right peopl a&@e right time. Clear access rules help

employees use data effecti ithout risking security.
Data Lifecycle Manag nt: Data has a life, from when it is created to
when it is no longer n . Organizations must decide how long to keep

data and when t@ chive or delete it to stay organized and follow
regulations. X
Integration nteroperability: Data should be able to move smoothly
between s@ms. This means using common formats and processes so
that di nt departments and software tools can easily share and use
the s& data.

parency and Documentation: Clear records of how data is

%1 dled, such as policies and procedures, help everyone understand

eir roles and responsibilities. Transparency builds trust and ensures
everyone is on the same page.

. Continuous Improvement: Data governance isn’t a one-time task. It

should evolve and improve regularly based on feedback, new technology,
and changing laws. Regular updates help organizations stay ready for
future challenges.
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REGULATORY GUIDELINES IN BFSI

Banks and financial companies must follow important rules to keep the
system safe, protect customers, and stop crime. Three key guidelines are:

1. KYC - Know Your Customer

KYC means banks must verify the identity of customers before opening an
account or giving financial services (Fig. 1.8).

e They check documents like Aadhaar, PAN Card, or Passport to confirm
who you are. %

e It helps stop fraud, identity theft, and misuse of banking servi¢es.

e Banks also update KYC details regularly to keep records co Pect.

Example: If you open a bank account, the bank will ask @ur ID proof,
address proof, and photo. o,

€

&

\
(b Fig. 1.8: Know your Customer

\
2. Anti-Mor&;; undering (AML)

AML m&s elp stop criminals from using banks to hide money earned
thro@»illegal means. (Fig. 1.9)

%%anks monitor large or suspicious transactions (e.g., sudden huge cash
deposits).

e If something looks unusual, they must report it to government agencies
like FIU-IND (Financial Intelligence Unit — India).

e Employees are trained to spot suspicious activities and follow the law.

Example: If someone tries to deposit 350 lakhs in cash without a clear
reason, the bank investigates and reports it.
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Fig. 1.9: Anti-Money Launderi@

3. Data Protection L

Banks handle sensitive customer informatio%cg they must keep it private

and secure. (Fig. 1.10) @

e They use strong security systemsr& protect data from hackers and
misuse. Q\

e Customers’ personal and 1®cial details should only be used with
permission.

e Following laws like th dian Data Protection Act or GDPR (for global
companies) builds ¢ mer trust.

Example: Your ban@etaﬂs or personal information cannot be shared or
used for market@without your approval.

Fig. 1.10: Data Protection
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These guidelines i.e. KYC, AML, and Data Protection which help ensure that
banking is safe, fair, and trustworthy for everyone.

ETHICS IN FINANCIAL DATA HANDLING

Handling financial data means dealing with sensitive information like bank
account numbers, transaction history, income details, and personal records.
It is very important to handle this data with honesty, care, and responsibility.
Below are the major points of Ethics in Financial Data Handling:

e Protect Privacy: Always keep customer information private and ré(er

share it without permission.
e Be Honest: Financial data should never be changed or r@d for
personal or company benefit.

e Follow Rules: Handle data according to laws and con@g policies to
avoid mistakes or legal issues.

e Prevent Misuse: Do not use financial data to cheat\@ampulate records,
or mislead customers.

e Build Trust: When data is handled ethically tomers trust banks and
financial companies more. é

Example: If you work in a bank, you cann\@k at someone’s account details
out of curiosity or share that information/ith anyone. You must only use the
data for work purposes and with prop@\ ermission.

Ethical handling of financial data s customer trust, protects privacy, and
ensures fairness in the ﬁnanc& ste

PRACTICAL EXERCIS

Activity 1: Group discG;)Sfon on ethics in data usage.
Materials Require@ls\

o Whiteboard@pchart and Markers

e Small Sli heets with Discussion Questions or Scenarios (optional)
e Note and Pen
e Ti topwatch

t displaying key ethics principles (optional)
Igcedure
Divide the class into small groups of 4-6 students each.
2. Give each group a situation or question to discuss, such as:

e Is it okay to use customer data for marketing without permission?
e What should you do if you see a co-worker sharing private data?
e How can misuse of data affect customers?

3. Each group discuss the topic among themselves.
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© ® N o g ok

Encourage everyone to share their thoughts and examples.
One member from each group notes down the key points.
Each group shares their discussion highlights with the class.
Teacher adds additional points or corrects misconceptions.
Summarize the importance of ethics in data usage.

Each student writes their learning or what they understood.

10. Submit write up to the teacher. 6

Activity 2: Identify and present risk areas and solutions for dat ‘(ﬁgglacy

breach. \\
A\®)

Materials Required: QQ‘

Whiteboard /Flipchart and Markers (%)
Printed Handouts or Slips with Possible Risk ExaméT@ (optional)
Notebook and Pen L\

Chart showing Data Privacy Principles (optio @\'
Timer/Stopwatch

Procedure: \©

1.
2.

ok

o

Divide the class into small groups o{’&% students per group.
Assign each group the task to thb&@of possible risk areas for data privacy
breaches in banks or financiallistitutions.

. Groups discuss and list at%ej t 3 risk areas where data privacy could be

compromised (e.g., we asswords, phishing emails, unauthorized
access). For each ri%}&ea, they suggest simple solutions or preventive
steps.

Each group pre \é their identified risk areas and solutions to the class.
Teacher proyi feedback and adds additional important points.

Each st t writes their learning or what they understood.

7. Subpai ite up to the teacher.

Aci@ 3: Create a Privacy Policy Poster.
IQt rials Required:

Chart paper or A3 sheets
Markers, pens, crayons
Sample privacy policies

Procedure:

1.
2.

Divide class into small groups of 3-5 students per group.
Assign each group the task of creating a fictional bank or mobile app.
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3. Ask them to design a poster for that bank/app’s privacy policy. Their
poster should include:
e What personal data is collected (e.g., name, email, phone number, bank
account details)?
e Why the data is collected and how it is used?
e Who can access the data (e.g., staff, partners, etc.)?
e How users can manage their data (e.g., opt-out options, data deletion)?
4. Once the posters are ready, each group presents their privacy policy to the
class and explains the choices they made.
5. Facilitate a short discussion comparing the posters and highlighf{é&ood
practices in privacy policy design. ‘\\('Q
6. Each student writes their learning or what they understood.\Q
7. Submit write up to the teacher. QQ
CHECK YOUR PROGRESS \QQ)
A. Fill in the Blanks \O
1. ensures that customer info ) ion is kept safe from
unauthorized access.
2. Informed must be taken be@ collecting or using someone’s
personal data. . @\
3. Ethical practices in BFSI promc@ﬁ\ and build customer trust.
4. The law that protects digi% ersonal data in India is called the
Act §
5. Using sensitive custome ta to exploit them is considered
behaviour.
B. Multiple Choice Q §&ns

1. What is the mé@purpose of data privacy laws?

a) To inc @business profits
b) To advértise customer data
c) To tect individuals' personal information

dd\ share data freely with partners
%ﬂch of the following is an example of unethical data handling?

Q a) Asking for user consent

b) Protecting customer data with encryption
c) Selling user data without informing them
d) Giving users access to their data

3. What does KYC stand for in the BFSI sector?

a) Know Your Code
b) Know Your Customer
c) Keep Your Card
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d) Keep Your Consent

4. Why is regulatory compliance important in financial institutions?

a) To reduce employee workload

b) To protect the environment

c) To follow legal rules and protect customers
d) To avoid paying taxes

5. What is the first step in ethical data collection?

D

a) Selling the data

b) Encrypting the data \Q
c) Collecting as much data as possible '\(9
d) Gaining informed consent from the customer \Q

C. State whether the following statements are True or €

1. It is ethical to sell customer data without their knowlédge. (True/False)
2. The purpose of regulatory compliance is to ensg\&afety and legality.

(True/False) L\
3. All customer data collected must be r&ssary for the service.

(True/False) é
4. Data privacy laws do not apply to mo@ banking apps. —(True/False)
5. Regular employee training is imp@amt for ethical data handling. —

(True/False) ‘Q\

D. Match the Column \Q)
O
Column A Column B
S
1 Data Privacy {’\\'} A | Following legal requirements
0
2 Ethics in Finéuce B | Asking users for permission
0.\
Regul v
3 gl a. C | Avoiding misuse of customer data
Cor{@nce
A\\‘ Right t trol 1
4 Q‘))nsent D ! ig . o contro persona
C information
[ 4
QS Confidentiality E | Keeping customer data protected

E. Short Answer Questions

1.

gk owbd

What is meant by data confidentiality? Why is it important in banking?
How does informed consent protect users in the digital world?

List any three ethical practices a financial institution should follow.
What is the role of regulatory compliance in the BFSI sector?

Why is it important for financial institutions to train employees on data
ethics?
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F. Long Answer Questions

1.
2.

3.

4.

Describe the key principles of ethical data handling in the BFSI sector.
Explain the importance of regulatory compliance with reference to
Indian laws like KYC and the Digital Personal Data Protection Act.
Discuss how financial institutions can balance customer service and
data privacy.

What steps can an organization take to ensure responsible use of
customer data?

G. Check Your Performance b

1.

A customer reported suspicious activity on their bank accou: \@lt the

bank failed to respond for two weeks, leading @Q\}ontinued

unauthorized transactions. 0.

e Discuss the importance of responsibility and e@ountability in
handling customer complaints related to data hes.

e Explain what ethical actions the bank shou ave taken, and how
timely communication can protect both thg'&stomer and the bank’s

blic backlash.
e Evaluate the ethical and regu mistakes made by the bank in
this scenario.

e What immediate steps @hld a financial institution take after
discovering a data bre@

S

reputation. O
. After suffering a data breach, a banl;@lﬁed informing its customers,

which led to multiple fraud cases a\
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MODULE 2: EXCEL FOR FINANCIAL DATA
MANAGEMENT

Let’s say your weekly pocket money is being tracked. The amounts spent on
various items like snacks, transportation, and other items might be written
down. But what if the total amount spent, or the category in where most
money has been spent, needed to be quickly seen? This is where excel can be
used.

Excel is a tool that can be used to perform the daily tasks easily and ently.
For example, grades and total marks scored by students can eas;j tracked
and seen. When working on a school project, tasks can be organized, timelines
can be set and progress can be tracked easily. Simple cal¢@lations can be
done, data can be arranged, and results can be show%@’aking everything

easier. O

Microsoft Excel is a popular and powerful tool worldwide to arrange,
store, use and interpret information. Excel 4 part of Microsoft Office
software, which is widely used by students@)r ers and businesses around
the world. Information is stored in the forn\o rows and columns which helps
understand, store and represent data imdifferent types of reports.

An excel file can store different typ %’f data, like, numbers, texts, words or
dates. The data can be sorted, @ged and mathematical operations can be
performed on them to interpsget*the data. Excel also helps to make data
visually attractive through rts, tables and different types of graphs.

Using excel regularly l@%‘. save time and organize data. Instead of papers
and notebooks, exceldnables users to store information in form of worksheets
on a single Workbx@‘which helps to make quick decisions.

This module 4 ided into four sessions. Session 1 deals with the basics of
excel. An in' uction to the excel interface will be given, showing how data
can be \red, edited and saved. Session 2 covers basic formulas and in excel
to p simple calculations like adding numbers, finding averages and
P tages. Session 3 focuses on data presentation and how to create basic
cHart using excel. Finally, Session 4 covers with the important lookup and
logical functions which helps to find and organize information more easily.
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SESSION 1: EXCEL INTERFACE AND BASIC OPERATIONS

Excel is a software which is developed by Microsoft which was first launched
in the year 1985 for Apple Macitosh followed by a release of Windows version
in the year 1987. Excel has gone through many updates and versions during
the years and is one of the most used software across the world which has
features that makes the day-to-day tasks easier. Excel is used for data
analysis, financial calculations and creating charts and reports.

Excel is a software that uses spreadsheets to organize data which can in
any form like numbers, texts, dates or logical values. These data@ypes

influence how excel handles and interprets data, impacting cal tions,
formatting and more. \Q
EXCEL USER INTERFACE QO

The Excel user interface is the part of Excel that display@@@i provides access
to all the tools and features of the program. Understa,r;@n the interface plays
an important role in using the features effectively, and organizing data. The
Excel user interface is designed to provide quick &dcess to tools, enable data
entry, and perform calculations in a clean a@ mple worksheet.

To better understand Excel, it is important\ learn about the different parts
of the interface. The interface includes ents such as cells, rows, columns,
workbook, worksheet, ribbon, and ula bar, which facilitate interaction

with data and the use of Variouw.
Opening a new Excel Workb
Opening a workbook on t chl is a simple process, and it can be done in a

few easy steps. The ste r opening a new workbook are as follows:

Step 1: Open Exce \‘The excel icon on the desktop should be clicked or the
earched in the start menu on windows.

word “Excel” ca
Step 2: Credting a new workbook
0 ' User

iness Personal Planners and Trackers Lists Budgets Charts, Calendars ‘Switch account

Click on Blank Workbook to open a new Excel
Workbook

We don't have any featured templates right now.

i use the search box o find a specilic template.

(@ Open Other Workbaoks

Fig. 2.1: Creating new workbook
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Once the excel program has been loaded, the option to open a blank workbook
will be visible on the screen. This option can be selected to open a new
workbook. (Fig. 2.1)

Opening an existing excel workbook

To open an already saved excel workbook the following steps has to be
followed:

Step 1: Open Excel - The excel icon on the desktop should be clicked or the
word “Excel” can be searched in the start menu on windows. é

Step 2: Click on “Open Other Workbook” — On the bottom left harﬁ@%e of
the screen an option to “Open Other Workbook” is available. Upo‘% lecting
this a list of available files will be displayed and the desired file @ be chosen
from this list and opened. (Fig. 2.2 and 2.3)

Sarch o canfire: inps pul Ll

Suqaibed mmarchar: Heanem  Femomal Plnrarcerd Tndarr L Budqeh Charis | Celndsn T

Wi o't Drame arry Frsatymesd kot right nisa

lick here to open existing excel files on your
1 Cpars O Wen kb desktop.

>
Fi&gz.z: Opening an existing excel workbook

You can check the file that you want to open from
Open the list displayed

2ol 7 — - £

LU e Today
ﬁ. Conpre v Shdenty el with stazgesi]
b necoap

25 TRRTEE 1045

- drelimae - Persomal
LT siughsiad e i Len clay

a Feart disease Ld 111

B el

Fhaminly sperding Wizraask
[STETIEETEY
Rannly Sper ding
Luzumans

Fr=al

e

Cro.ments Pending

Do pape = P b i v = T Dl
is Week

Learerdlocatian_luncli2h

Lwsasge = e 1 s = e Sk e

uz (2R

[ERE

:_‘is-:O’I o

2R BB R B

Fig. 2.3: Opening an existing excel workbook
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Workbook and Worksheet

A workbook in Excel is a file used to store work. Inside a workbook, multiple
worksheets can be created. Each worksheet functions like a page where data
can be entered and stored. A workbook can be compared to a notebook that
contains many pages, with each page representing a worksheet.

For example, imagine tracking your pocket money for every month. You can
start keeping a track of your spending in a workbook called “Monthly
Spending” and inside this workbook you can have several sheets iike
“January”, “February” for tracking your expenses on a monthly basis@éer
to the image below for better understanding. . éQ

. nocA N = Wrap Texa B o e o %i““"_““""?v jo)
M v 81U 208 ook« § -6 2 9T S o T D o TR
clipboard 3 Fant ] mmer 3 Humbar 3 stylos calls editing
cs = ,J‘;
A ] c o E F <] H 1 J K L M N a P aQ 5
Workbook

EEEEEs

3
10
11
12
13
1]
15
16
7

12 Worksheets
20
21

22

| January | February | March | April | r;, 4
~
% .4: Workbook
Cell: A cell is the smallest of an Excel worksheet. It is a small box that
holds data. Data can % tered in the form of letters, numbers, dates, or
formulas in a cell. Eacli”Excel cell is like a blank space, ready to store any
kind of data. Eve§ has its own name or “address,” which is a combination

]
]
b+

|

of a column let nd a row number.

BIU-Hr &~A- o o [MergediConter - § ~% 3 %328 Conditional o
Cell Address
Font lignment 5 Husmber

Name Box -

sheeti | @ ‘
Ready B @ - 1 + 00

Fig. 2.5: Cell
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For example, refer Fig. 2.5, the first column is labelled “A” and the first row
is labelled “1” and where the meet is called “A1”. The combination of the
column letter is called a cell address. In this case, “Al1” is the cell address for
the first cell on you excel worksheet. Likewise, all the cells on excel worksheet
will have a different cell address depending on the column and row number
you can easily identify them with the help of the name box.

Row: A row is a horizontal line of cells on the excel worksheet. Each row is
identified by a number, which starts with 1 and increases as you move down
the worksheet. Like cells, rows can also hold different types of data, incl g
numbers, texts, dates and formulas. \Q

For example, let’s take the data of weekly expenses. Rows can ‘Qb\k\ggd to list
the items that money was spent on each week. 0.

Item Expense |

1
nacks Y
3 Transporation &0
4 Games a0
5 Others 100
5 Row
7
[

| Sheett | ~”
’b Fig. 2.6: Row

Each row holds in ation about one item, and more rows can be added to
track addition ms. In this way, rows are used to organize and store
individual p@s of information.

An Exc \(%’ksheet can hold up to 1,048,576 rows, allowing large amounts
of d be managed and organized easily. With rows, data can be easily
ha@ and analyzed, whether for school projects, personal budgets, or other

rors

Column: A column is a vertical line of cells in an Excel worksheet. Each
column is identified by a letter, starting from A and continuing across the
worksheet. Columns are used to organize data from top to bottom, making it
easier to manage and read. An Excel worksheet can have columns ranging
from A to XFD.

For example, weekly expenses are being tracked. Columns are used to list
the types of expenses and the amounts spent:
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Fig. 2.7: Column S‘)

In this table (Fig.2.7), Column A is used for Items, and Colprmn B is used for
Amount. The names of the items (such as snacks, tran§@rt, and others) are
stored in Column A, and the amounts spent are stor@n Column B.

Each column is used to store one type of informatfori, and more columns can
be added to track additional categories, suc ates or payment methods.
In this way, columns are used to separate i rganize different types of data.

An Excel worksheet can hold up to 16, columns, allowing large amounts
of data to be easily separated an naged. With columns, data can be
organized, sorted, and analyse iciently, whether for school projects,

personal budgets, or other task

Ribbon: The ribbon in ex @Qﬁs the main tool used to access the various
features and comman ’éhe software. It is located at the top of the excel
window and divided ;Q:c several tabs. The ribbon is designed to make excel

a}é&vmg users to quickly find and use the tools needed to
s. (Fig. 2.8)

easy to navigate,
perform variou “

Ribbon

Sheet1

Fig. 2.8: Ribbon
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The Ribbon in Excel is the primary tool for entering and formatting data.
Before performing specific tasks, it is essential to understand how Excel
handles various data types such as numbers, text, dates, and logical values.
Once data is entered, Excel provides a range of tools to edit and format it
effectively. These include adjusting alignment, applying basic text formatting,
and organizing data to ensure clarity. The Ribbon combines all the tools
required for these tasks, making it convenient to apply changes and format
data. Understanding how to navigate and use the tools on the Ribbon enables
efficient work with Excel and helps keep data organized and presentableb

The ribbon is divided into several tabs which makes it easier to ac@@ the
various tools available. The main tools include (Fig. 2.9): ‘\\(ﬂ

e Home: Most commonly used tab. It includes basic ands for
formatting and editing.

e Insert: Used to add objects to worksheet. %

e Page Layout: Helps adjust the appearance of the&@&sheet for printing.

e Formulas: Contains tools for working with formg'l s and functions.

e Data: Used for working with large amount%@ta.

¢ Review: Tools for checking and protecti ksheet.

e View: Adjusts how your worksheet loo 1—@Vthe screen.

e File Tab: Also called Backstage VIC‘Q%IS is the area used to manage files

@nd

such as opening, saving, pr1nt1n sharing.

1
2
i Ribbon

o
&(b Fig. 2.9: Ribbon Tabs

performin ific tasks. Each tab contains several groups with different

Each of the erbon tabs has specific purpose and includes tools for
comma gnd icons. In some groups, not all commands are visible due to
spac itations. However, options can be accessed by clicking the small icon
wit downward arrow in the corner of the group. This icon is called the

alog Launcher”, and when clicked, it opens a new window showing

additional commands for that group.
DATA TYPES IN EXCEL

Excel data types are the different kinds of values that can be entered in
Microsoft Excel. The four main types of data are Text, Number, Logical
(TRUE/FALSE), and Error. Each type is used differently, making it important
to understand their functions. Data types may also change automatically
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when data is imported or exported, so checking the data after transferring is
essential.

1. Number Data: Number data includes any type of numeric value, like small
numbers, large numbers, money amounts, percentages, dates, and times.

Remember: Some numbers represent quantity (like price), while others
represent time or dates. The correct format must be used so that Excel
interprets the data properly.

Examples of Number Data: 6
e Marks or percentages (e.g., 85%) ‘QQ)

e Total amount (e.g., X5000) \\‘b

e Dates (e.g., 01/07/2025) $Q

e Time (e.g., 10:30 AM) Q

e Phone numbers

2. Text Data: Text data includes words, letters, nu \Qtreated as text, or
symbols. Text cannot be used for calculatlon is often applied for
headings, labels, or descriptions. éo

Examples of Text Data:

e Names (e.g., “Shlok Kamane”) | @\
e Addresses ‘K\

e Labels like “Total Sales” or nue”

e Dates or numbers typed @Xt format

Note: If Excel doesn’t rec@ze your entry, it may automatically treat it as

text. \\'}

3. Logical Data (T &r FALSE): Logical data means the value is either
TRUE or FALSE- is often used to test conditions and make decisions
inside form

Exampl Logical Tests:

a) ek if marks are greater than 50 — Result: TRUE or FALSE
b) logical functions like:

Q e« AND: Checks if all conditions are TRUE
e OR: Checks if at least one condition is TRUE
o XOR: Exactly one condition should be TRUE
e NOT: Reverses the condition (TRUE becomes FALSE, and vice versa)

Example: =AND(A1>50, B1>50) — Returns TRUE if both values are above
50.
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4. Error Data: Sometimes, Excel shows an error message when something
goes wrong. Errors indicate mistakes in formulas or data and help in
identifying and correcting them. Common Error Messages in Excel are as:

Error What it Means Example
SNAME? Typo or missing quotes in | =SUMM (A1:AS5) instead of
formula SUM
#DIV/0! Dividing a number by zero =A1/0 6
)
. NN
#REF! Invalid cell reference Referring to a delb@ cell
(deleted cells) \Q
o
#NUM! Wrong number or result too Large Calc@ation beyond limit
large
- O
#N/A Ve}lu.e not  available  or Lglg}p fails to find a value
missing A
9
@ ‘Adding text t bers b
) ing text to numbers by
#VALUE! W data t fi
rong data type in O}”nsJ{ mistake
o\
A3
I t 11 y@g
#NULL! n,c 01trec e @ c o Wrong range in a formula
missing separa

BASIC FORMATTING 6\\ K

Formatting in Excel m \ghanging the appearance of data to make it look
neat, easy to read, érofessional. In simple words, it involves modifying
the appearance of c%‘to improve readability and visual appeal. This includes
changing font , sizes, colours, alignments, and adding borders and fill
colours.

Insert  Pagelayout  Formulas  Data  Review  View  Developer  OfficeTab  Acrobat  Power Pivat

what you
¥ Cut o o o = E Tn Bx =2 1 AutoSum - A
Calibri - oA A == - = Wrap Text General - L:—‘ D Pl | o EI Y #n
P tD 2 Copy - M e C d' | F ‘)t C‘\’\ Eart Dazl'et Format Bl Szrt& Find & Cr(jt
aste B IU-|3t. . === == Merge & Center - |E5 - % 2 | %8 & onditional Formatas Cel nser elete Formal 0 in reate
- ¥ Format Painter L = g > ormatting ~ Table = Styles~ i - - - € Clear~ Filter Select~  aPDF
Clipboard IF Font i Alignment [~ Number a % Cells Editing Adobe A, A
Al A 3 IS
0 Sample v x
A B C D E F G H | J K L M N 0 P Q R S T 4
]

Fig. 2.10: Basic Formatting Options
1. Font Formatting

Font formatting provides options to change the appearance of text within
a worksheet. This includes altering the font type, size, colour, and applying
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formatting such as bold, italic, or underline. In other words, it changes the
appearance of text (words or numbers) in an Excel worksheet. Font
formatting makes data easier to read, visually appealing, and more
professional. Below are the basic formatting options available in Excel:

Feature Description Use Example
From the toolbar, Use Calibri for
Change the style
Font Tvpe of the letters or select font (e.g., simple lo imes
yp Arial, Calibri, Times | New R
numbers.
New Roman). for ports
t
. Make the text Choose size number q ease size to
Font Size ) ake headings
bigger or smaller. | (e.g., 10, 12, 14, @
stand out.
()
7 [ Use red f
Use the fontieolor S¢ r,e o
Change the color . warnings, green
Font Color option ( color
of the text. for correct
unde@e).
answers.
S
- U : .
Bold Makes text thlcker ick B icon or press Make titles bold:
and darker to el + B Student Marks
(Ctrl + B) stand out. & ' Sheet
i Slants th
Italic tha:;ls e Click I icon or press | Italicize comments
(Ctrl + 1) é Ctrl + L. or instructions.
Underline %@% a line under | Click U icon or press | Underline
(Ctrl + U) > e text. Ctrl + U. important points.

(<

Stnke@ough

Draws a line
through the text
to show deletion.

Right-click > Format
Cells > Font >
Strikethrough.

Use to mark
incorrect values:
Old Price

Igportance

Makes the worksheet look neat and organized.

Highlights important information such as totals, headings, or warnings.
Helps readers understand the data quickly.

Exercise: Open a blank Excel sheet and type the following in Al to A4:

Student Name
Total Marks
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e Grade
¢ Remarks

Now:

e Make “Student Name’ bold.

e Make “Total Marks” italic.

e Underline “Grade”.

e Change the font colour of “Remarks” to blue.

e Increase the font size of all headings to 14. b

Z
2. Alignment . (';Q

Alignment means how text or numbers are positioned insidQ?%ell. Good
alignment makes Excel sheet neat, easy to read, and prof; @ al.

The Alignment group allows to adjust the alignment Qftext within cells,
such as aligning it to the left, center, or right. It é@; includes tools to
control the text orientation and wrap text within &ell. The text in a cell to
appear centered, the Center button in the Ali@lent group can be used.
This will align the text in the middle of t%cell, both horizontally and

vertically. @

a) Horizontal Alignment (Left, Ceﬁer, Right): Aligns the text or

numbers left, center, or right j e the cell.
.

o
Select the cell —» Go @@ Home tab — Click on Left, Center, or
Right align icons
N

k4

\
Example: If you@ite “Total Marks” in a cell:

. skc'e Align — Text sticks to the left side.
-(ss‘lenter Align — Text stays in the center.
Qﬁ Right Align — Text moves to the right side.

b) Verti %Alignment (Top, Middle, Bottom): Positions the text at the
t@ iddle, or bottom of the cell (especially useful if the row height is

ge)-
Q% Select the cell - Go to Home tab — Look for Vertical Alignment
options (Top, Middle, Bottom)

c) Wrap Text: If text is too long to fit in a cell, “Wrap Text” makes it appear
on multiple lines within the same cell, ensuring that all content is
visible.

Select the cell — Click Wrap Text from the toolbar
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Example: Without Wrap Text — Only part of the sentence shows.
With Wrap Text — Entire sentence appears, even if it takes more
lines.

d) Indent: Adds space before the text inside the cell to make it look neat.

Select the cell — Click Increase Indent icon from the toolbar

e) Merge & Center: Combines multiple cells into one big cell and c&rs
the content. It is commonly used for headings. N
Select the cells to merge — Click Merge & Center from t:kfe'-foolbar

\N¥
Example: To create a big title across columns A, BQ}% C:

e Type “Student Performance Repor%@Al

e Select Al to C1 o

e Click Merge & Center — Né%»your title is centered
across all three Columns%o

f) Orientation (Text Rotation): Rota& tilts the text inside a cell. It is
useful for column headers when. space is tight.
Select the cell — Go to Oriemtation icon in the toolbar — Choose

options like Angle Co tgclockwise, Rotate Text Up, etc.

o

—~
Example: If your gﬁérs are taking too much space, rotate them
e.

diagonally to save
N
3. Number Formattin@

Number Forma; % changes how numbers look in your worksheet,
without cha their actual value. It helps make data easier to read and
understapd. Wumber group contains tools for formatting numbers in
variou %s, including currency, percentage, decimal places, and more.
This$\§ particularly useful when needed to display data in a specific

n er format.

General (Default): This is the default format in Excel, where numbers
appear exactly as typed. No special symbols or formatting are applied.

e Number: Format numbers as currency, percentages, dates, times,
fractions, scientific notation, etc.

Select cells — Go to Home tab — Select Number format from the
drop-down list
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e Currency: Display numbers with currency symbols such as %, $, €, etc.
and appropriate decimal places. It is used when dealing with money-
related data like prices, earnings, or expenses.

Example: Type 5000 — It shows as 35,000.00 (if Indian Rupee is
selected)

« Percentage: Display numbers as percentages. In short, it converts
numbers to percent format. Multiplies by 100 and adds % symbol. It
always enters percentages as decimals if not formatting immediate&

=

Example: Type 0.75 — It shows as 75%. A Q)
Type 1 — It shows as 100% \(\\\(o
\N¥
o« Date/Time: Format numbers to represent dates and s in various

ways. It changes numbers to dates or time formats.@xcel stores dates
as numbers behind the scenes, but formats\Qhem as readable
dates/times. \O

Example: éo

« Date Formats: Type 01/07/E025 — Shows as 01-Jul-2025
(01/07/2025, 1-Jul-2025, ‘J@ 1, 2025, etc.)

e Time Formats: Type 9@—» Shows as 9:30 AM (9:30 AM, 15:45
(24-hour clock), etc. \fb

Exercise: Open Excel type the following in column A:

. 50&@
e

< 500
e 01/01/2025
\Q\Iow, apply these formats:
% « Make 5000 appear as currency.
% e Make 0.85 show as a percentage.
Q e Add commas to 7500.
e Format 01/01/2025 as a date.
4. Other Formatting Options
These tools help make worksheet organized, attractive, and easier to read.

e Borders: It adds lines around cells or groups of cells and helps separate
different sections of worksheet.
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Example: Put borders around a table of student marks to make it neat.

Select the cells — Go to Home tab — Click on the Borders icon —
Choose options like:

e All Borders
e Outside Borders

e Thick Box Border

AN
e Fill Colour (Cell Shading): It adds background colour to c@ to
highlight them and makes important information stand out., (;Q

Example: Use yellow fill colour for headers, or gree\@r passed

students. Q

Select the cells — Click the Fill Colour icon (pais&cket) — Choose
your colour @)
ha\

e Cell Styles: Ready-made styles that quic Q\i'pply multiple formatting
options (font colour, fill, borders) at on@ 1s useful for titles, headings,
or emphasis.

AN

R
Select the cell - Go to Home t XoClick Cell Styles — Choose styles
like:

C
e Title @
e Heading 1 *
e Good, Bad, @qm
e Input \%

o Condition éormatting: Conditional Formatting automatically

changes appearance (such as colour) of cells based on their values.
It he highlight important data, trends, or errors, making your
w eet easier to understand.

mple: Automatically highlight marks below 40 in red.

QgFormat Painter: It copies formatting from one cell to another quickly
and saves time when the same style in multiple places.

Example: You formatted one heading (bold, blue, 14 size) — Use
Format Painter to apply that to other headings.

1. Select the cell with the desired formatting.

2. Click the Format Painter (paintbrush icon) in the toolbar.
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3. Click on the cell or range where you want to apply the same
formatting.

Exercise: Open excel sheet and type following data (Fig. 2.11).

A B C D
Name Marks Grade
Armnav 93 A S
Bharati 85 B \Z
Ram 92 A
Varun 85 B
Sonali 97 A+

\.J
Fig. 2.11: Sample dat
Task to perform:

e Add borders around the table.&\®
e Fill the header row with yei@ colour

L 4

] O 1 5 W Mo =

e Use Cell Style: Headin r the header row
e Use Format Painter &o apply the same style to another heading
elsewhere

SAVING AND OPENIN&RKBOOKS

In Excel, file is call Workbook, and each workbook can have many sheets
(like pages in a
existing files

To Save Workbook

It is important to know how to save your work and open

Follo '@steps to be followed for to save a new workbook.

S @: After the work has been completed, click on the File tab (top-left

é corner).

Step 2: From the options that appear, Save As should be selected.

Step 3: Choose the location where the file should be saved must be chosen
(e.g., Computer, Desktop, Documents or another folder).

Step 4: A name for the file must be entered in the File Name box.

Step 5: Select the file type (Excel Workbook (*.xlsx) — Default format

Step 6: Excel 97-2003 Workbook (*.xls) — For older versions)

Step 7: Click Save
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To Save an Existing Workbook: If the workbook has already been saved
before, clicking on the Save button/icon in the Quick Access Toolbar (at the
top-left) will save the changes made OR Press Ctrl + S on the keyboard.

To Save in a Different Format:

Step 1: If the workbook needs to be saved in a different format (for example,
as a PDF), the File tab should be clicked, and then Save As should
be selected.

Step 2: The required file format can then be chosen from the available 6
options.

It is recommended that work is saved frequently to prevent datj @ being

lost. Excel also provides an AutoSave feature for cloud-base s, which
saves work automatically as changes are made. Q
Opening an Existing Workbook %)

Following steps to be followed for opining an ex1st1ng\;@ book.
Step 1: Click the File tab. O

Step 2: Click Open. %

Step 3: Browse computer or recent files. \©

Step 4: Select the workbook want to (q

Step 5: Click Open.
p p A \(b
Did you know? N
Excel’s interface might simple at first, but it is packed with powerful
tools to make your w asier and faster! For example, Excel can handle

over a million rowsk&nd more than 16,000 columns in a single worksheet.
That’s a lot of @' The Ribbon in Excel isn’t just a navigation tool; it is
designed to ou time by grouping similar functions together, whether it’s
formatting; @ertmg charts, or performing calculations. Also, did you know
that yo freeze panes in Excel to keep your headers visible while scrolling
thro arge datasets? This feature is incredibly helpful when you'’re

%g with long lists. Excel even lets you format numbers as currency with
Qs one click and automatically adjust cell sizes to fit the data. With these
tools, you’re not just organizing data; you're setting the foundation for
efficient data analysis and presentation.

PRACTICAL EXERCISE

Activity 1: Familiarize with the Excel interface and its various components.
Materials Required:

e Computer or Laptop with Microsoft Excel installed
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e Printed/Displayed diagram of the Excel interface (optional)
e Practice worksheet (blank Excel workbook)

Procedure:

1. Gather in the computer lab.
2. Open a new Excel workbook.

e Launch Microsoft Excel on computer
e Open a new blank workbook

3. Identify Components: Students will explore and point out the follc\)&@g on

their screen .
N
O
Component Description
Q\‘r
Title Bar Displays the name of the worklg(o@ (e.g., Book1).
~
Ribbon Contains Tabs with gro@ of tools and
commands. 0\.
Tabs Home, Insert, P gayout, Formulas, Data,
Review, View, et\
\V
Quick Access | Located at’\é% top-left; contains Save, Undo,
Toolbar Redo bu&@ .
Name Box Shg&\le cell address (e.g., Al).
| h fi la of th 1
Formula Bar a %ﬁp ays the contents or formula of the selected
Worksheet 4 Main area where you enter data (Rows &
Columns).
tol
V
Coh.zn’r@ Vertical sections labelled A, B, C, etc.
S
@ Horizontal sections labelled 1, 2, 3, etc.
‘ g
Q:Cell Intersection of a Row and Column (e.g., B2).
At th h iff h heet1
Sheet Tabs t the bottom, shows different sheets (Sheetl,
Sheet2, etc.).

4. Quick Tasks
e Click on different Tabs (Home, Insert, etc.) to see the groups of tools.
e Click inside different cells (like Al, B2) and notice the address in the
Name Box.
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e Type your name in a cell and check the Formula Bar.

e Locate the Sheet Tab, rename Sheetl to “Practice”.

e Use the Save icon on the Quick Access Toolbar to save your workbook.
5. Conduct discussion with the class considering the following questions.

e What happens when you click different Tabs?

e How can you tell which cell is currently active?

e Where do you type or edit data for a cell?
6. Ask 2-3 students to summarize the discussions.

Activity 2: Practice data entry and basic formatting in Excel. Q)b
Materials Required: . \Q

q \\C'g
e Computer or laptop with Microsoft Excel installed 0\9

e Practice worksheet (Excel file or blank sheet)
e Instructions sheet (can be printed or shown on scree\ré@

Procedure: \O
1. Gather in the computer lab. O\.

2. Open a new Excel workbook. é

3. Enter the data as below: @

e In cell Al, type: Student Name . Q\
Q
e In cell B1, type: Math Marks \Q)

e In cell C1, type: Science @2@3

e In cell D1, type: Totaltarks

A2 B2¢X| C2
Arnav AZ@‘ 85
Bharatj 033 90
Varu&/ 67 72
Somal | 95 98

4. &c%ormatting as below:
% old the header row (Al to D1)
Q Apply a yellow fill colour to the header row

[ ]
e Change the font size of the header row to 14
e Center-align all the text in columns A to D
e Add borders to the entire table (Al to D5)
e Format numbers in columns B, C, D as Number with 2 decimal places
e Use Merge & Center on cells A6 to D6 to add a title: "Student
Performance Report"
5. Save the workbook with the name: BasicFormattingPractice.xlsx
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6. Show to the teacher for review and feedback.

CHECK YOUR PROGRESS

A. Fill in the Blanks:
1. A cell in Excel is identified by the combination of a column

and row .
2. A worksheet in Excel is similar to a of a notebook.
3. The part of the Excel interface that helps to access all tools and features
is called the . 6
4. Excel allows users to store different types of data like g, ,
, , and . X2)
5. The Excel worksheet can hold up to rows andr\\\

columns. QQ\J

B. Multiple Choice Questions (MCQs): o
1. What is the function of the "Ribbon" in Excel? O
a) It stores your data \O
b) It allows access to Excel's features ané@fmands
c) It controls the printing settings
d) It tracks changes in the worksheet@
2. What is the default format for nu@ks in Excel?

a) Currency \Q)
b) Text &
c) General

d) Percentage 6*

3. Which part of th@cel interface helps you enter data or formulas into
a cell?

&
a) Form r
b) Rib o‘g

c) St Bar

db%rkbook

%@Dw can you quickly center-align text in Excel?

a) Use the Insert Tab

b) Use the Center button in the Alignment group
c) Use the Font group

d) Use the Page Layout Tab

5. What does the "Find & Select" option under the Editing group do?

a) It copies data
b) It locates and selects specific data
c) It sorts data alphabetically
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d) It deletes selected data

C. State whether the following statements are True or False

1.
2.

3.

4.

Excel can only store numerical data and not text or dates.

The “Page Layout” tab in Excel is primarily used for formatting and
printing.

In Excel, a workbook can contain multiple worksheets, but each
worksheet can only hold 100 rows.

The “Home” tab in Excel contains frequently used commands for
formatting and editing.

. Excel allows users to track changes and add comments in Q&red

worksheet. .
&

D. Short Answer Questions

ah b=

What is a workbook in Excel, and how does it differ fr?hé‘worksheet?
Explain the difference between a row and a column in BExcel.

What is the purpose of the “Insert” tab in Excel? \Q

What is the function of the “Formula Bar” in ?

Explain the significance of the “Cell” feature”in Excel and how it
contributes to organizing data. é

E. Long Answer Questions

1.

4.

Explain the key features of the Excel“mterface, including the Ribbon,
Formula Bar, and Worksheet, a@desoribe how they help users in
managing data. <

. Describe how the “Cell” %‘@Xé in Excel works and explain how cell

references are used to perform calculations.

. Discuss the different ponents of the Excel interface, including the

Ribbon, Formula nd Worksheet, and explain how they contribute
to data managen@t and analysis.

Describe how% “Ribbon” and the tools within the “Home” tab assist
users in f Q@ting, editing, and organizing data in Excel.

F. Check Your'‘Pérformance
1. You to do data formatting.

E@r the Data:

%% Open a new Excel workbook.

e Enter the following data into the worksheet:

Item Amount Date

Snacks S50 01/02/2023
Transport 100 02/02/2023
Books 200 03/02/2023
Movies 150 04/02/2023
Clothes 75 05/02/2023

Format the Data:
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2.

QQ)

S

e Bold the headers in row 1 (Item, Amount, Date).
e Center-align the data in columns A, B, and C (for Item, Amount,
Date).
e Format the Amount column to display numbers as currency ().
e Format the Date column to display dates in dd/mm/yyyy format.
e Save the file as “Weekly Expenses”.
In a new worksheet, enter the following:

Al Bl C1
Name Age  Date of Birth Q)b
Then, enter this data: . éo
N
A2 B2 C2 ‘Q
Rahul 24 01-07-2000 0‘

e What data types have you entered in columns A, B, and C?

Q
xO

In the same worksheet: O\.
e Make the headers (Row 1) bold an@l ease font size to 14.

e Edit the value in B2 to 25.

e Apply a yellow fill colour to the\k{e der row.

e Center-align the contents in ‘Nmns A to C.

e Change the number for A&f B2 to show 2 decimal places.
e Format the Date of iﬁ(cm to display as “01-Jul-2005”.
Saving and Openin Kbooks

e Save your wm%ook with the name “ExcelPracticel.xlsx” on your
desktop

e Clos %fg

o n Excel and open the saved file

S
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SESSION 2: BASIC FORMULAS AND FUNCTIONS IN
EXCEL

In Excel, formulas and functions are tools that make it easier to perform
calculations and manage data. A formula is a way to do simple maths
calculations within Excel, such as adding numbers, subtracting, multiplying,
or dividing. For example, if you want to add up a list of numbers, you can
write a formula in Excel to automatically calculate the total.

Functions, on the other hand, are pre-made formulas that perform @re
complex calculations, like finding the average of a group of nu , or
identifying the highest or lowest value in a list. These functions agﬁinto
Excel, so you don’t have to write them from scratch. \Q

Using formulas and functions helps work faster, especially v@e dealing with
large amounts of data. Instead of doing calculations by @#and or manually
typing in the results, Excel can perform the calculations\QJtomatically.

INTRODUCTION TO EXCEL FORMULAS \\

In Excel, formulas are used to perform calculatiohs automatically on data.
Formulas start with an equal sign (=) fo@ved by the calculation to be
perform. Excel uses operators to carry gut basic mathematical operations.
These operators are symbols that repgagent different types of calculations,
such as addition, subtraction, multh&@ation, and division.

o

The most commonly used oper in Excel are:
For Addition (+), Subtractior&X Multiplication (*) and for division (/).

Below are examples of (ha hese operators can be used, based on a simple

dataszt. Q’\\,
C i :
onsider &(b

Item Quantit Price
& y
C)\A Apple S 20

S
QC.)

Banana 7 15

Orange 4 30

1. Addition (+)
This operator is used to add two or more numbers together.

For example, to add the quantities of apples, bananas, and oranges, the
formula would be:

=B2 + B3 + B4
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This adds the values in cells B2, B3, and B4, giving the total quantity of
fruits.

Result: 5 (Apple) + 7 (Banana) + 4 (Orange) = 16
2. Subtraction (-)
The subtraction (-) operator is used to subtract one number from another.

For example, to find the difference in price between apples and bananas,
you can subtract the price of bananas from the price of apples.

To subtract the price of bananas from the price of apples, the fo@gla

would be: =C2 - C3 X2
This subtracts the value in C3 (Banana Price) from C2 (App@ ce).
Result: 20 (Apple) - 15 (Banana) = 5 Q

3. Multiplication (*) \QQ

The multiplication (*) operator is used to multiplya@) numbers.

For example, if you want to find the toté (Cost of apples (where the
quantity is multiplied by the price), you

operator. @

an use the multiplication

To calculate the total cost of apples,{s@ formula would be: =B2 * C2
This multiplies the quantity of s (B2) by the price of apples (C2).
Result: 5 (Quantity of Apple@O (Price of Apple) = 100

4. Division (/) 6\\
The division (/) ope 1s used to divide one number by another.

For example, if want to find out the average price per fruit for apples,
divide the total price of apples by the quantity.

the formula

To calcul tée average price per apple, the formula would be: =C2 / B2
This d@es the price of apples (C2) by the quantity of apples (B2).

R : 20 (Price of Apple) / S (Quantity of Apple) = 4

% FUNCTIONS

In Excel, functions are pre-built formulas that allow users to perform various
calculations without needing to manually write out the calculations.
Functions like SUM, AVERAGE, COUNT, MIN, and MAX are particularly
helpful for analysing and managing data quickly and accurately. These basic
functions can be used to calculate totals, averages, counts, and other
important values. Understanding how to use these functions is essential when
working with data, especially when handling multiple numbers or a large
dataset.
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Now explore how to use basic Excel functions using an example related to
marks. Both basic arithmetic operators and functions like SUM, AVERAGE,
COUNT, MIN, and MAX can be used to calculate total marks, average,
percentage, and other important values for student data.

Student Name | English Maths Science | History
Arjun 70 75 80 85
Disha 60 65 55 70 S
\Z

Maya 90 85 80 9&(’9

S
Deepak S5 S0 60

(7Q
Vidya 80 85 90 “) 100
Q

Method 1: Using Basic Operators for Calculations\'o

To calculate the total marks for each student, t @operator can be used. For
Arjun, the total marks are calculated as foll@s.

e Formula: =B2 + C2 + D2 + E2
e This adds the marks from all four s&@cts for Student A.

The total marks for Arjun would beé'ig)+ 75+ 80 + 85 =310.

To calculate the percentage, divige the total marks by the maximum possible
marks (in this case, 400 for6 bjects, each out of 100):

e Formula: =F2 / 400 ’@
e For Student A, t centage is: (310 / 400) * 100 = 77.5%

Method 2: Usin é ctions
n

SUM: The S ction is one of the most widely used functions in Excel. It
adds up all numbers in a selected range of cells. This is particularly useful
for calc ing the total of a set of values, such as total sales, total expenses,
or to arks.

I? given data set follow the steps below to find the total marks of Arjun
sing the sum function.

Step 1: Formula: =SUM (B2:E2)

Step 2: This formula automatically adds up the marks in cells B2 to E2 (the
1marks for all 4 subjects). The total marks for Arjun will be
automatically calculated as 310.

Step 3: Double click on the corner of the cell and the same function
will be performed for all the other students.
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AVERAGE: The AVERAGE function is used to calculate the average value of
a range of numbers.

Step 1: To calculate the average marks for each student:
Formula: =EAVERAGE (B2:E2)

Step 2: This formula will calculate the average of the marks for Student A
across all 4 subjects. The result for Student A would be:
(70 75+80+85)/4="T77.5
Step 3: Double click on the corner of the cell and the same function Q)b
will be performed for all the other students. ‘\\(Q

COUNT: The COUNT function is used to count the number of in a range
that contain numbers.

To count how many subjects are being considered for ea@@tudent:

Step 1: Formula: =COUNT (B2:E2) \O
Step 2: This formula will count how many numbexs- (marks) are in the range
B2 to E2, which will return 4 (since re are 4 subjects for each

student). @

Step 3: Double click on the corner of t@ell and the same function
will be performed for all the\@%er students.
MIN: The MIN function is um%{g' find the smallest value in a range of

numbers. To find the lowest marks scored by each student in the subjects:
Step 1: Formula: =MIN 2)
Step 2: For Student s function will find the lowest marks among the

four subjecﬂ%\ﬁO, 75, 80, and 85). The result will be 70, which is the
minimur{(&ore.

Step 3: Do%}@lick on the corner of the cell and the same function
@ e performed for all the other students.

MAX; MAX function is used to find the largest value in a range of
nu S.

’IQﬁnd the highest marks scored by each student in any subject:

Step 1: Formula: =MAX (B2:E2)

Step 2: For Student A, this function will find the highest marks among the
four subjects (70, 75, 80, and 85). The result will be 85, which is the
highest score.

Step 3: Double click on the corner of the cell and the same function

will be performed for all the other students.
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AutoSum: The AutoSum function in Excel is used to quickly add up a range
of numbers. Instead of manually typing the SUM function, AutoSum is used
to automatically select and sum a group of numbers. This feature is especially
helpful when large datasets are worked with, as it saves time and minimizes
errors.

In the following dataset, the AutoSum function can be used to calculate the
total sales:

Item | Quantity Sold | Price per Item | Total Sales Q)b
Apple 5 20 100 4
Banana 7 15 105 \(\\\
Orange 4 30 1205
Mango 6 25 Al\ﬂ)

Grapes 8 18 \(\@44

- -

To calculate the total sales, the following steps shoui@e followed:

The cell below Grapes' total sales (for example, g&hould be selected.
& be clicked.

Excel will automatically highlight the (‘:@\DQ to D6 (representing the total
sales for each item). If the selection is cOxrect, Press Enter key.

The AutoSum button (}) in the Home tab s

Result: The sum of 100 + 105 4020 + 150 + 144 will be automatically
calculated, and the total sales wil\be shown as 619 in cell D7.

CELL REFERENCES 6*

In Excel, cell reference %i&used to point to specific cells or ranges of cells,
allowing data from &art of the worksheet to be used in formulas and

functions. These rences are crucial for performing calculations and
organizing dat they help Excel understand where to get the information
from.

There a ﬁo types of cell references in Excel: relative and absolute. Each
type es differently when formulas are copied or moved within the
WO et.

’l@ following data set is used to understand the different types of cell
references.

Item Price (%) Quantity | Tax Rate (%)
Apple 50 2 10
Banana 30 3 12
Orange 40 1 15
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1. Relative Cell Reference: A relative reference is the most common type of
reference. When a formula is copied or moved, the reference changes based
on the new location of the formula. This is helpful when performing
calculations on different rows or columns without having to manually
adjust the references.

Calculate the total price for each item,
Formula: = Price * Quantity

this can be done using relative references, which change as the formL@is

copied down. \QQ

Formula for Cell E2 (Apple): =B2 * C2 NS
Where, 0\.0
B2 is the Price (R50 for Apple) @Q
C2 is the Quantity (2 for Apple) \Q

When this formula is copied down, Excel aut(xé\'tlcally adjusts the cell
references for each row.

Result for Apple (Fig. 2.12): = 50 * 2 = 10
199)

A B C D E
1 Item Price () Quantity Tax Rate (%) |Total Price
2| Apple 50 2 10 =B2*C2
3 | Banana 30 3 12
4 | OQOrange 40 1 15
5

Fig. 2. lz%ss'culatwn Total Price using Cell Referencing

2. Absolute Refer%e An absolute reference locks a specific cell, so the
reference do change when the formula is copied or moved. Absolute
reference created by adding dollar signs ($) before the column letter

and roQ ber (e.g., $AS$1).
Ste l\Usmg an Absolute Reference for a Fixed Tax Rate

is example, let’s assume that the Tax Rate (10% for Apple) is the same

Qfor all items and is stored in cell D1. This is a scenario where absolute

references are useful, as the Tax Rate needs to remain fixed while copying
the formula to other rows.

The formula to calculate the Total Price with Tax is:
= (Price * Quantity) + ((Price * Quantity) * Tax Rate / 100)

However, in this case, the Tax Rate will always be in cell D1, so instead of
using a relative reference to D2 (which would change when copied), use
absolute references to keep the tax rate fixed.
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Formula (Fig. 2.13): = (B2 * C2) + ((B2 * C2) * $D$1 / 100)
Where,

B2 is the Price

C2 is the Quantity

$D$1 is the absolute reference to the Tax Rate (fixed at D1)
Explanation of Absolute Reference:

$D$1 is an absolute reference because both the column (D) and the@w

(1) are locked with dollar signs ($). This means that when the f a is
copied to other cells, the reference to D1 will stay fixed. ‘\(Q
A\
A B C D E F

1 Item Price () Quantity 10 |Total Price

2 Apple 50 2 =(B2*C2)+(B2*C2)/$D$1

3 Banana 30 3

4 Orange 40 1

5

Fig. 2.13: Absolute references to the tax rate fixed
Step 2: Applying the Formula for All Itb@@
Let’s now apply the formula for ea%\em in the dataset:
For Apple (in E2): (b,
= (B2 *C2)+ (B2 *C2)* 1/ 100)

This formula calculates ﬂ)tal price with tax for Apple using the price in
B2, quantity in C2, @» e tax rate in D1.

Result: (50 * 2) +%-O *2)*10 / 100) =100 + 10 =110
For Banana ), the same formula is used:
= (B3 @3) + ((B3 * C3) * $D$1 / 100)

The \m la automatically adjusts the Price and Quantity values for
B , but the Tax Rate still refers to $D$1 (which remains fixed).

ult: (30 * 3) + ((30 * 3) * 10 / 100) =90 + 9 =99
For Orange (in E4), the formula is the same:

= (B4 * C4) + ((B4 * C4) * $D$1 / 100)
Result: (40 * 1) + (40 * 1) * 10 / 100) =40 + 4 = 44
Step 3: Apply formula for all items (Fig. 2.14)

Now that the formula is in E2 (for Apple), it can be dragged down to apply
to E3 (Banana) and E4 (Orange). Even though the formula is copied to
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other rows, the Tax Rate reference ($D$1) stays fixed and does not change,
because it is an absolute reference.

A B C D E F G H
1 Item Price () Quantity 10 Total Price
2 Apple 50 2 110 =(B2*C2)+(B2*C2)/$D$1
3 Banana 30 3 99  =(B3*C3)+(B3*C3)/$D$1
4 Orange 40 1 44  =(B4*C4)+(B4*C4)/$D$1
5
Fig. 2.14: Absolute references to calculate Total Price
N\
Did you know? @K)

Excel isn’t just for storing data, it can help to analyse, calculate, a @ganize
it automatically! For example, the SUM function adds up riy)ers in a
selected range in seconds, and the AVERAGE function can you quickly
find the mean of your data. Excel’s ability to work with relgtive and absolute
references means, it can copy a formula across a rangé@ cells and adjust
the calculations dynamically. Absolute references Zo@specific data points,

such as tax rates or constants, so they don’t chan, hen it copies formulas.
With these tools, it can save lots of time and n re manual calculations for
large data sets!
©
PRACTICAL EXERCISES .&\
Activity 1: Basic Arithmetic Opera%& and Functions.
Materials Required: Computer aptop with Microsoft Excel installed
Procedure: 6

1. Enter the following @()rksheet starting from Cell Al:
1

A B C D
1 Item Quantity Price Total Cost
2 Apple 5] 40
3 Banana 7 10
4 |Orange 4 30
5

2. Calctilate Total Cost for Each Item

an Cell D2, type: =B2 * C2, Press Enter.
Copy the formula down for Banana and Orange (D3 and D4).

3. Calculate Total Quantity and Total Sales
In any empty cell (for example, B6), calculate total quantity: =SUM (B2:B4)
In another empty cell (for example, D6), calculate total sales: =SUM
(D2:D4)

4. Calculate Average Price
In any empty cell (for example, C6), calculate average price per item:
=AVERAGE (C2:C4)
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5. Save the workbook with the name: “Fruit Sales Analysis.xlsx”
6. Show to the teacher for review and feedback.

Activity 2: Using Functions for Student Data.
Material Required: Computer or Laptop with Microsoft Excel installed
Procedure:

1. In a new Excel worksheet, type the following starting from Cell A1:

A B C D E
Student English Maths Science History b
1 Name @
2 Arjun 70 65 80 85 \Q
3 Disha 60 68 55 70 ‘\%
4 Maya 90 95 80 95 Q
5  Deepak 55 80 60 45 Q
6 Vidya 80 70 90 100 Q
2. Calculate Total Marks for Each Student %)
In Cell F1, type Total Marks. @)

In Cell F2, enter the formula: =SUM (B2:E2b\.
Copy the formula down for all students_( o Fo).
3. Calculate Average Marks for Eacl3 W@nt
In Cell G1, type Average Marks. K\
In Cell G2, enter the formulansAVERAGE (B2:E2)
Copy the formula down c&l students.
4. Find the Highest an est Marks
In Cell H1, type @fest Marks.
In Cell H2, e@'the formula: =MAX (B2:E2)
In Cell Il@%e Lowest Marks.
In Ce , enter the formula: =MIN(B2:E2)
C@both formulas down for all students.
.%)unt the Number of Subjects
Q In Cell J1, type Subjects Count.
In Cell J2, enter the formula: =COUNT (B2:E2)

Copy the formula down for all students.

o

Save the workbook with the name: "Student Marks Analysis.xIsx"
7. Show to the teacher for review and feedback.
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CHECK YOUR PROGRESS
A. Fill in the Blanks

1.
2.
3.

4.
5.

A formula in Excel begins with the sign.

The formula =B2 + C2 uses the operator to add two values.
The function in Excel is used to calculate the average of a
set of numbers.

The function is used to find the highest number in a range.
The formula =B2 * C2 is an example of using the operator
in Excel. @8

B. Multiple Choice Questions (MCQs) A Q)

1.

5

Which of the following functions is used to add a range of f\ bers in
Excel?

a) AVERAGE <2<>

b) SUM %)

¢) COUNT QO

d) MIN

xO
. What is the result of the formula =B2*C2 é{@‘ls 5 and C2 is 20?

a) 25

b) 100 \5:)
) 15 .

C \@

d) 10

N
. Which operator is used for d}ﬁn in Excel?

a) *
b) + *
c) - \96

d) /

. What functionss\(l'%eturn the smallest value in a range of numbers?

a) MIN

b) MAX \

c) SU.

d) T

\@ of the following functions would you use to count the number of

a) COUNTIF

% merical values in a given range of cells?

b) COUNT
c) AVERAGE
d) SUM

C. State whether the following statements are True or False

1.
2.

3.

The formula =B2 + C2 adds the values in cells B2 and C2.

The AVERAGE function in Excel calculates the total of numbers in a
range.

The MAX function finds the highest value in a set of numbers.
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4.
5.

You must manually write out calculations for the SUM function.
The formula =COUNT (B2:B6) counts the number of non-empty cells in
the range B2 to B6, regardless of the type of data.

D. Short Answer Questions

1. What is the purpose of the SUM function in Excel?

2. Explain how the COUNT function works in Excel.

3. How does the AVERAGE function in Excel calculate the mean?

4. What is the difference between the MIN and MAX functions in Excel?

5. How do you use Excel to multiply two numbers? Provide an examp@

6. What is the role of absolute cell references in Excel? <

E. Long Answer Questions . (';Q

1. Describe the difference between a formula and a function i &cel. How
can both be used together to simplify calculations? PQ) e examples
for both.

2. How would you use Excel to analyse studen %formanoe using
functions like SUM, AVERAGE, MAX, and M Explain step-by-step
how each function can help evaluate studentdata.

3. What are the benefits of using relative a solute references in Excel
when performing calculations? Provi@e amples where each type of
reference would be useful.

4.

Explain how Excel’s AutoSum fe; e works and provide an example
where it can save time when W\ ng with large data sets.

F. Check Your Performance (b

1.

In a blank worksheet, e§te the following marks:

«

A B C D E
1  Student English | Maths | Science | History
2 Arjun 70 65 80 85

{U

Perfor ﬂ@)wing basic functions and cell referencing.

\Qn F1, type “Total Marks” and calculate total using:
(" =suM(B2:E2)

% e In G1, type “Average Marks” and use: =FAVERAGE(B2:E2)

QC.)

e In HI, type “Highest” and use: =MAX(B2:E2)
e InlIl, type “Lowest” and use: =MIN(B2:E2)
e In Jl1, type “Subjects Count” and use: =COUNT(B2:E2)
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SESSION 3: DATA PRESENTATION AND BASIC CHARTS IN
EXCEL

In Excel, data is often presented in tables and rows, but sometimes the
information can be difficult to understand just by looking at numbers alone.
This is where charts are used. Charts are powerful tools in Excel that allow
raw data to be transformed into a visual format, making it easier to interpret,
compare, and analyse. By using charts, trends and patterns in the data can
be seen more clearly, which helps decisions to be made more effectively. 6

ADVANCED FORMATTING OPTIONS %)

AN

Excel offers many advanced formatting techniques that help make@a easier
to understand and look more professional. These technique%@e used to
highlight important information, make the data more read , and improve
the overall appearance of worksheets. The three mostZuseful advanced
formatting techniques are Conditional Formatting, Number Formatting, and
Cell Styles. L\

N

1. Conditional Formatting O

Conditional formatting is one of the most/ppwerful tools of excel that helps
apply formatting based on the conditio at are defined. It automatically
adjusts the formatting when the validd in the cells meet specific criteria,
making it easier to spot trends, ox@?ers and important data points.

Excel offers several advan%(bo'ptions under Conditional Formatting,
including Highlight Cell ules, Top/Bottom Rules, Data Bars, Color
Scales, and Icon Sets. 8

It is necessary to ur@?'\ﬁand all the components of conditional formatting
by performing ceﬁ@n function on the data set given below:
[9.%

Py

Ite@\v Price () Quantity Total Sales ()
y4
A@ev 50 2 100
%Q) nana 30 3 90
Q Orange 40 1 40
Mango 60 4 240
Grapes 45 S 225

a) Highlight Cell Rules: The Highlight Cells Rules allow specific cells
to be highlighted when they meet certain conditions, such as when
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QQ)

values are greater than, less than, equal to, or between certain
numbers.

How to apply:

e Select the range of cells you want to format.

e Go to the Home tab and click on Conditional Formatting.

e Choose Highlight Cells Rules and select an option like Greater
Than, Less Than, or Between.

e Set the value or range and choose the formatting style éé
background color.

To highlight the Total Sales greater than 3200 follow@ following
steps:

Step 1:Select the cells in the Total Sales column@ @2 to D6).

Step 2:Click on Conditional Formatting — H&\Qght Cells Rules —
Greater Than.

Step 3:In the dialog box, enter 200 a ééscose a format (e.g., green
fill).

Step 4:The Mango and Grapes r@ will be highlighted in green,
since their sales are gre% than %200.

Also try: Highlight the Total éfes lesser than Z100.

b) Top/Bottom Rules: %p /Bottom Rules allow highlighting the
top or bottom Values inv'a range. This feature is useful for quickly
identifying the bes@w

How to App@'

o Seleqé‘he range of cells to apply the formatting.
o QQ Conditional Formatting — Top/Bottom Rules.

orst performers in a data set.

hoose an option like Top 10 Items, Bottom 10 Items, or Above
| Average.

) '» Set the number or percentage and apply formatting.

To highlight the top 2 sales, follow the following steps:

Step 1: Step 1: Select the Total Sales column (D2 to D6).

Step 2: Step 2: Click on Conditional Formatting — Top/Bottom
Rules — Top 10 Items.

Step 3: Step 3: Set the number to 2 and choose a format (e.g., bold
text and yellow fill).

Step 4: Step 4: The Mango and Grapes rows will be highlighted as
the top 2 sales.
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c)

d)

S
Qc.)

e)

Data Bars: Data Bars are used to display a bar within each cell,
representing the value relative to the rest of the cells. Larger values
are shown with longer bars, making it easy to compare values
visually.

How to Apply:

e Select the range of cells to be formatted.
e Go to Conditional Formatting — Data Bars.
e Choose a colour for the data bars (either gradient or solido @)

f)
To add data bars to the Total Sales column, follow the s e@ elow:

Step 1: Select the cells in the Total Sales column (D2 tQ\D6).

Step 2: Click on Conditional Formatting — Data BQ.

Step 3: Choose a colour (e.g., green fill with a gragtient).

Step 4: The cells will show a bar that represe& the value of total
sales, making it easy to see whichXit€éms have the highest
and lowest sales. @)

Colour Scales: Colour Scales apply%olour gradient to the cells

based on their values. A colour gr@ent is applied from one colour

to another, with the colours ‘re(%esenting the lowest, middle, and

highest values. \\
%)
N
How to Apply: (b'
e Select the ra f'cells to apply the formatting.
e Go to Conditi Formatting — Colour Scales.
e Choose ur scale, like green to red or blue to white.

To apply a%,{o}our scale to show the performance of sales, follow the
steps H€EIo

S : Select the cells in the Total Sales column (D2 to D6).
C) 2: Click on Conditional Formatting — Colour Scales — select

a colour scale, like green to red.

Step 3: Cells with higher sales (e.g., Mango and Grapes) will be
shaded green, and cells with lower sales (e.g., Orange) will
be shaded red.

Step 4: This helps easily identify the best and worst performing
sales figures visually.

Icon Sets: Icon Sets are used to display icons (like arrows, traffic

lights, stars, etc.) in cells based on the value in each cell. This is

useful for showing trends like growth, decline, or status visually.

How to Apply:

81



MIS DATA ANALYST - FINANCIAL SERVICES GRADE-XI

e Select the range of cells to apply the formatting.

¢ Go to Conditional Formatting — Icon Sets.

e Choose the preferred icon set (e.g., 3 Arrows, 3 Traffic Lights,
etc.).

To apply icons based on the sales values follow the following steps:

Step 1: Select the cells in the Total Sales column (D2 to D6).

Step 2: Click on Conditional Formatting — Icon Sets — select 3
Arrows.

Step 3: Excel will automatically assign green (up arrow) igh
sales, yellow (side arrow) for moderate sales, an& (down
arrow) for low sales.

e Mango and Grapes would receive a gre gow (because
their total sales are high).
e Orange would receive a red arroQQsince its sales are

low). \O

2. Number Formatting N

O
Number Formatting in Excel is used to co ﬁow numbers are displayed.
Numbers can be shown in different for such as Currency, Percentage,
Decimal Numbers, Date, and more: &)per number formatting ensures
that data is presented clearly an@}onsistenﬂy, especially when dealing
with financial data, percenta@ large datasets.

Let’s explore the different types of number formats that can be applied to
data, using the followingé&mple dataset:
A\

&

NJ"
Item @ﬁce (}) Quantity Total Sales ()

Apple " 50.45 2 100.9

PP O{D
Bangna 30.99 3 92.97

X\
@mge 40.5 1 40.5

ch- Mango 60.75 4 243

Grapes 45.25 5 226.25

Below are the different types of number formatting:

a) Currency Formatting: Currency Formatting is used to display
numbers with a currency symbol (like, $, €) and two decimal places.
This format is commonly used when working with financial data such
as prices, salaries, or sales figures.
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b)

QC.)

d)

Steps to apply currency in the data set:

Step 1: Step 1: Select the range of cells containing the numbers (e.g.,
the Price () or Total Sales (%) columns).

Step 2: Step 2: Go to the Home tab.

Step 3: Step 3: In the Number group, click on the Currency button
(}) from the dropdown menu.

Step 4: Step 4: The numbers will now be displayed with the currency
symbol.

Result: The Price (%) and Total Sales () columns will display valu@%(e
350, 230, 240, 260, and 45 for prices, and 2100, 390, 240,‘2%@0, and
%225 for total sales. \\

Percentage Formatting: Percentage Formatting is?sQ to display
numbers as percentages, meaning the value is mu]@; ed by 100 and
followed by a percent sign (%). It is commonly used@ calculating profit
margins, growth rates, and other percentage- h@d data.

Steps to Apply Percentage Formatting: O\'

Step 1: Select the range of cells t @ ntains the decimal numbers
or results to be converte percentages (e.g., Tax Rate or

Profit Margin). (b
Step 2: Go to the Home ta Q}
Step 3: In the Number , click on the Percentage button (%).
Step 4: The number w displayed as a percentage.

Decimal Formattin ecimal Formatting allows control over the
number of decim ~&es displayed for a number. This is useful for
presenting num with a specific level of precision, such as in
measurementé{\calculatlons or any other data requiring decimal
values.

Steps t @y Decimal Formatting:
S@ Select the range of cells containing numbers (e.g., Price (%) or
Total Sales ()).
%Glep 2: Go to the Home tab.
Step 3: In the Number group, click on the Increase Decimal or
Decrease Decimal buttons to adjust the number of decimal
places shown.

Results: If the Total Sales () for Apple is calculated as 100 but displayed
with two decimal places, it will appear as 100.00.

Date and Time Formatting: Date and Time Formatting is used to
display dates and times in a variety of formats. This is helpful when
tracking events, deadlines, or project timelines.

Steps to Apply Date and Time Formatting:
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Step 1: Select the cells that contain the date or time values.
Step 2: Go to the Home tab.

Step 3: In the Number group, choose Short Date or Long Date from the
dropdown.

Step 4: Excel will display the date in your chosen format.

e Short Date will display as 03/12/2023.

e Long Date will display as Monday, December 3, 2023.
3. Cell Styles in Excel Q)é

Cell Styles (Fig. 2.15) in Excel are predefined sets of formatti ‘thlons
(such as font, size, colour, and borders) that can be applied t qulckly
and consistently. They eliminate the need to manually Q\b individual
formatting settings like font style, color, or alignment Il Styles are
helpful in maintaining a consistent look across a sheet, especially

when working with large datasets or creating proﬁ@ional reports.

Excel provides many built-in cell styles, and u can also create custom
styles to meet their specific needs.
~
Good, Bad and Neutral
Normal Bad Good Neutral

Data and Model

|C5 culation ||| | explanatory... Followed Hy... Hyperlink
| Linked Ce MNote Warning Text

Titles and Headings
HeadinE 1 Heading2 Heading 3 Heading 4 Title Total
Themed Cell Styles

20% - Accentl  20% - Accent2  20% - Accent3  20% - Accentd  20% - AccentS  20% - Accent6

40% - Accentl  40% - Accent2  40% - Accent3  40% - Accent4  40% - AccentS  40% - Accentb

rceris——Jceeria——

Mumber Format
Comma Comma [0] Currency Currency [0] Percent

Uj Mew Cell Style...
|i| Merge Styles...

Q% Fig. 2.15: Cell Styles
Components of Cell Styles
A Cell Style can include a combination of the following formatting options:

e Font Type (e.g., bold, italic, underline)

e Font Size (e.g., large or small)

e Font Colour (e.g., red, green, blue)

e Fill Colour (e.g., light yellow, blue, grey)

e Borders (e.g., no borders, thick borders, dashed borders)
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e Text Alignment (e.g., center, left-aligned, right-aligned)
WORKING WITH TABLES

Tables in Excel helps to organize data efficiently. When data is converted
into a table, Excel offers many powerful features that allow you to sort,
filter, and perform calculations easily. Tables provide a structured way to
store data and make worksheets more readable and manageable.

A Table in Excel is a range of data that is formatted to make it easier to

manage. Tables automatically include special features such as: b

e Headers for each column (;QQ)

e Automatic filtering and sorting options N

e Total Row for calculating sums, averages, and Qq @ statistical
measures

e The ability to automatically expand when new ro%@e added
Following are the steps to create a table: \O
Step 1: Select Your Data Range 6\'

Select the data range to be conyveérted into a table (including
headers). For example, if you % data from A1l to D6, select this

range. {\Q

Step 2: Insert Table \Q)
Go to the Insert ta he ribbon and click on the Table button
in the Tables gr: Qg

Step 3: Confirm Ta@nge

In the ;i e% Table dialog box, Excel will automatically detect

your range. Make sure the box that says My table has
headeks is checked, so the top row of the selection is used as the

@rs for the columns.
’% ick OK

%C) After confirming the range, click OK. Data will now be converted
% into a table, and Excel will apply a default table style.

QFilter and Sort

Step

Data can be sorted and filtered to organize and analyse it more effectively.
These features are useful when working with large datasets, as they help
data to be arranged in a specific order or allow certain data to be viewed
based on specific conditions.

1. Sorting Data
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Data can be sorted in ascending or descending order to make it easier
to analyse. Sorting can be done alphabetically, numerically, or by date,
depending on the type of data.

Steps to be following to apply Sorting:

A cell in the column to be sorted should be selected (e.g., Total Sales
).

Step 1: The Data tab on the ribbon should be clicked.

Step 2: Either Sort A to Z (for ascending order) or Sort Z to A&or

descending order) should be clicked. %)
If the Total Sales (%) column needs to be sorted in descendi@rder to
see the highest sales first: (Fig. 2.16) $Q

e Any cell in the Total Sales (%) column (e.g., D2) shéuld be selected.

e The Data tab should be clicked, and Soso@ to A should be
selected. @)

e The data will be sorted so that the hisét sales values, such as

Mango (R243.00), will appear at t :

A B c D E | F T G | H | U | J | kK | L | M |
Before Sorting Sort ? x
Price .
Item tt} Quantity | Total Sales R} 4L Add Level | X Delete Level ER) Copy Level Options... My data has headers
Apple 50.45 2 100.9 Column Sort On Order
Banana 30.99 3 92.97 Sortby | Total Sales () | |Values -~ | |Largestto Smallest -
QOrange 40.5 1 40.5
Mango 60.75 4 243
Grapes 45.25 S5 226.25
After Sorting
Price .
Item ) Quantity | Total Sales (I) camcat
Mango 60.75 4 243 T T
Grapes 45.25 5 226.25
Apple 50.45 2 100.9
Banana 30.99 5 92.97
Orange 40.5 1 40.5

A%
@ Fig. 2.16: Sorting of Data (Before and After)

2. Fi \Ang Data

4

ilfering allows data to be hidden temporarily based on specific criteria,
so only relevant data can be viewed at any time.

Steps to be following to apply Filtering:

Step 1: The table should be selected.

Step 2: The Data tab should be clicked, and the Filter button in
the Sort and Filter group should be selected.

Step 3: Once filtering is applied, drop-down arrows will appear
next to each column header.

Step 4: The drop-down arrow in the column to be filtered should
be clicked.
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Criteria for filtering should be selected (e.g., “greater than”, “less than”,
or selecting specific items).

If the Total Sales (%) values need to be filtered to show only values
greater than ¥100: (Fig. 2.17)

e The drop-down arrow in the Total Sales (%) column (e.g., D1) should

be clicked.

e Number Filters — Greater Than should be selected.
e In the dialog box, 100 should be entered, and OK should be c ll@c;;

Apple, Mango, and Grapes, will be displayed. Rows for

e Only the rows where Total Sales (%) are greater than X1
Ba&a and
N

Orange will be hidden. \Q
A\
e b o m e AN\T
l Sort Smallest to Largest | E F G H
1 l Sort Largest to Smallest
Sort by Coler l'_ Custom AutoFilter ? *
1 Show rows where:
MNumber Filters Equals... | fetalsalcat]
carch Does Not Equal... — is greater than o 100 w
(Select All) Greater Than... — o And [:] Qr
: ;2 ;? Greater Than Or Equal To... i b e
¥ 1009 Lezs Than...
i-[¥] 226,25 . ) IN__| Use 7 to represent any single character
] 243 ;E Than Or Egual Te... . (Z Use * to represent any series of characters
etween...
Top 10.. K\ Cancel
Above Average ) I I I I
Below Average
oK Cancel
Custom Filter...
N
aa\
A B C D
Price
Item Quantity | Total Sales ()
1 () - x
| ]
2 Apple 50.45 2 100.9
5 Mango 60.75 4 243
6 |Grapes 45.25 5 226.25
N

Fig. 2.17: Filtering of Data

Filtering helps in focusing on specific data without permanently altering
the worksheet. Multiple filters can be applied on different columns to
narrow down the data further.

BASIC CHART CREATION

Charts in excel is a tool that allow data to be presented visually, making it
easier to understand and analyse. Column, Bar, and Line charts are some of
the most commonly used types of charts in Excel. These charts allow trends
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to be identified, comparisons to be made, and data to be displayed in an easily

understandable format.

1. Column Chart: Column Charts are used to represent data with vertical
bars. Each bar in the chart represents a data point, and the height of the

bar shows the value of that data.
data across categories.

Steps to create column chart:

Column charts are often used to compare

Step 1: A range of data should be selected (for example, the Item and ’@tal

Sales () columns).

Step 2: The Insert tab on the ribbon should be clicked. éo

)

Step 3: In the Charts group, the Column or Bar Chart butm@}s ould be

clicked.

Step 4: From the dropdown, Clustered Column (the m(@?ommon type of

column chart) should be

selected.

Step 5: Excel will create a Column Chart based o&@e selected data.

h item.

Example: Sales data for different items ar; @Wn as below, a Column

Chart can be used to compare the sales for

Item

To&l\Séles ()

Apple

\Q, 100.9

1,
q

Banana 92.97
Orar@ 40.5
N
g0 243
@ A
K "Grapes 226.25

The chart& ] Vertlcal bars representing the total sales for each item,

%@6}
<Q

y to compare sales values. (Fig. 2.18)
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File Home Page Layout Formulas Data Review View Developer Office Tab Acrobat Power Pivot @ Tell me what you want to do...
= rls @ 5 al-l2-- e J[ ]: ]E i - Eas
St = A= fl mS = =

=R vp Mk i o e e &
PivotTable Rec.ommended Table  Pictures inine B .‘MyAdd-ins - E Recommended Line Column Win/ Slicer Timeline  Hyperlink

PivotTables Pictures &+ Charts Lass

Tables INustrations Add-ins \J:H_I:D \_B_H \_HH Sparklines Filters Links
Chart 2 < e 3-D Column
0= Sample * Jd]@ l@'@ l@'@ 4@@

A B c | D | E ||?%Dta . | 3 | k|
Total Sales

Item Q

1 )
3-DE
2 |Apple 100.9 .
3 |Banana 92.97 300 % % %
4 |Orange 40.5 S50
|l More Column Charts...
5 |Mango 243
6 Grapes 226.25 200
7 o
3 150
9
- 100
10
11 | 50
: n
13 0
147 Apple Banana Orange Mango Grapes
.

\JJ
Fig. 2.18: Column t

2. Bar Chart: Bar Charts are similar to %J n Charts but use horizontal
bars instead of vertical ones. They K@ seful when category names are
long or when comparing items W'gt\ rge differences in values.

Steps to create bar chart: P&(b'
Step 1: A range of data s 0%1 be selected (for example, the Item and Total
Sales (%) colum

Step 2: The Insert t the ribbon should be clicked.
Step 3: In the Chart§”group, the Column or Bar Chart button should be
clicked )

Step 4: Fro &e dropdown, Clustered Bar should be selected.
Step 5:&}\ will create a Bar Chart based on the selected data.

Use \ ta set of Column chart to create the bar chart.

T}%)ar chart shows (Fig. 2.19) the sales for each item he sales for each
will be represented by horizontal bars, making it easier to read when
dealing with long item names or if there are significant differences in sales.
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File Home Page Layout Formulas Data Review View Developer Office Tab Acrobat Power Pivot Q Tell me what you want to do...
. 3 @ T == &
Store = | N [ 2] ET = = [S=2]
5 B B okds @ 12 . 7 B B q2 (5
PivotTable Rec.ommended Table  Pictures l'.Jnlme i 3 My Add-ins - E Recommended Line Column Win/  Slicer Timeline Hyperlink — Text
PivotTables Pictures @+ Charts Loss Box
Tables Illustrations Add-ins Sparklines Filters Links
Chart2 &2 I 3-D Column

oy 8 19 81

0 Sample * |
A B C | b | E ||®0B J K L
Total Sales
Item

1 R)

2 [Apple 100.9 o e

3 Banana 92.97 BB

3-D Clustered Bar

4 Orange 40.5 orope: [ 9

5 Mango 243 —| = Compare values across a few

6 | Grapes 226.25 vango [ " 9
7 Use it when:

- = The chart shows duration. C

8 | Orange - « The category text is long.

9 |

10 —

1

12 appie ()

13

14_ 0 50 100 150 200 250

. \
Fig. 2.19: 3-D Clustered gbhart
3. Line Chart @

Line Charts are used to display trends r time. They are especially useful
for showing how data changes acr Qa continuous variable like months,
years, or any other time-related ‘%é

Steps to create line chart: @
Step 1:A range of data %%uld be selected (for example, the Month and

Sales Data ?&ﬁ\s).
Step 2:The Insert t n the ribbon should be clicked.
Step 3:In the C t’\‘s group, the Line Chart button should be clicked.
Step 4:Fro dropdown, the desired type of line chart, such as Line

Wi arkers, should be selected.
Step 5; 1 will create a Line Chart based on the selected data.

S
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Page Layout Formulas Data Review View Developer Office Tab Acrobat Power Pivot

- | & sion & = - I2- - -
5 o e - U2 B is- '
PivotTable Recommended Table | Pictures Online [“ofdiiins © Recommended ! LR TRV A0 Lina_Calymn Win, 3
PivotTables Pictures @i+ 7 ' Charts 2-D Line Loss
Tables lllustrations Add-ins \i\/ ‘ ‘ V » | «lines
/ /‘ ‘-'.’ ., .'F
Chart 2 - A : el -l
Line
I Use this chart type to:
- » Show trends over time (years,
07 sample * months, and days) or categories.
3-C
- = - = E 5 Use it when: 7K
1 Months Total Sales {?] l< » The order of categories is
- important.
2 January 10000 2 » There are many data points.
3 |February 65000 2-DArea
4 |March 75000
5 | April 81000 }w"‘q ’\—I
6 May 92000 o
o
7
g Total Sales ()
g | 100000
10 80000 [#% More Line Charts...
11
5y 60000 [o)}
12 40000
13
14 20000
15 0
16 January February March April May
o o
17 -

AN
Fig. 2.20; e Chart

The line chart shows (Fig. 2.20) 1@& sales changed over the five months.
The months are placed on t@xis, and the sales values on the Y-axis.
A line is drawn to connect, the data points, making it easy to visualize
trends (e.g., sales incre from January to May).

A
Did you know? %

&
Excel’s charts ar%%‘t just for making data pretty. They can help you
understand a &nalyse data much faster! For example, the Conditional
Formatting@l allows you to highlight key data points based on specific

criteria, thg trends and outliers stand out. Excel also provides Data Bars,
Colour{Saales, and Icon Sets to visualize data’s performance. These tools help
to i ify areas needing attention or improvement. And when it comes to

?e nting data, charts like bar charts, line charts, and pie charts allow you
td compare values and spot trends easily, so decision-making process is
quicker and more effective!

PRACTICAL EXERCISES
Activity 1: Conditional Formatting.

Material Required: Computer or Laptop with Microsoft Excel installed

Procedure:
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1. Enter the Following Data in an Excel worksheet starting from Cell Al,

enter:
Item Price (%) Quantity Total Sales (%)
Apple 50 2 100
Banana 30 3 90
Orange 40 1 40 b
%)
Mango 60 4 240 . \CDQ
NN
Grapes 45 5 22(‘5) Q
2. Apply Conditional Formatting as below: (%)
a) Highlight Total Sales Greater than 3200: \Q
e Select cells D2 to D6 \\
e Go to Home tab — Conditional Form g — Highlight Cells Rules
— Greater Than @
o Enter 200 . ‘0\

N
Choose a formatting style (’e\@g green fill)

b) Highlight Total Sales Less& 2100:

Select cells D2 to 6%
Go to Conditio rmatting — Highlight Cells Rules — Less Than

Enter 100 \%
Choose a&f&matting style (e.g., red fill)

) Apply%a{@%ars for Visual Effect:

cells D2 to D6

Cﬁo to Conditional Formatting — Data Bars

g

Choose a colour gradient or solid fill

3."Save the file with the name as “Conditional Formatting Exercise.xlsx”
4. Show to the teacher for review and feedback.

Activity 2: Creating Basic Charts.

Material Required: Computer or Laptop with Microsoft Excel installed

Procedure:

1. Enter the Following Data in an Excel worksheet starting from Cell Al,

enter:
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Item Total Sales (%)
Apple 100
Banana 90
Orange 40
Mango 240 6
Grapes 225 \QQ)
W
2. Create Charts \Q
a) Bar Chart: QQ
e Select the range A1:B6 \QQ
« Go to the Insert tab \O
o Click on Bar Chart — Choose Clusterg@ar
b) Pie Chart: @
o Select the range A1:B6 ‘0\
e Go to the Insert tab Q)K\

e Click on Pie Chart —» C J&S’e 2-D Pie
e Add a title to the chaﬁt: Total Sales by Item"
c) Line Chart:
o Select the ran%’kl :B6
e Go to the éert tab
. Ch% 1ne Chart — Choose Line with Markers

3. Save t kbook with the name as “Basic Charts.xlsx”
4. Sho e teacher for review and feedback.

C@bl{ YOUR PROGRESS

Fill in the Blanks
1. Conditional Formatting in Excel allows users to apply
on cell values.

based

2. A chart is best used to compare data across categories with

vertical bars.

w

4. To show the best-performing items visually, you can use
formatting with data bars.

93
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5.

The function in Excel is used to highlight cells based on
specific conditions.

B. Multiple Choice Questions (MCQs)

1.

Which of the following Excel charts is best for visualizing trends over
time?

a) Bar Chart

b) Line Chart

c) Pie Chart b
d) Column Chart %)

. What does the Top/Bottom Rules in conditional formatting a.l\ you to

do?
S

a) Sort data Q
b) Highlight cells based on a fixed range

c) Identify the highest or lowest values in a rangaog
d) Display data bars

. Which of the following conditional formx;t\lhg features helps in

comparing data values visually with col bars?
a) Icon Sets
b) Data Bars \©
c) Colour Scales {\‘@
d) Highlight Cells Rules <
. Which of the following cha @363 should be used to compare the sales
of different items in a sinngiew?
a) Pie Chart 6
b) Line Chart )

c) Column Char%
d) Bar Chart 5\

. Which of&@ollowmg chart types is best suited for comparing the

propo f different categories in relation to the whole?
a) hart
mn Chart
ie Chart
Bar Chart

QState whether the following statements are True or False

1.
2.

3.

Conditional formatting can only be applied to numbers in Excel.

In Excel, pie charts are useful for showing proportions and percentages
of a whole.

You cannot apply multiple conditional formatting rules to a single cell
in Excel.

A line chart is suitable for comparing data points across categories.

. You can apply multiple conditional formatting rules to a single cell in

excel, and all rules will be applied simultaneously.
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D. Short Answer Questions

1.

kb

What is conditional formatting in Excel, and how does it enhance data
analysis?

Why would you pie chart in Excel?

What type of data is best represented using bar chart?

How do data bars in excel help to visualize data?

What is the purpose of using data bars in excel, and how do they
enhance the visual representation of data?

E. Long Answer Questions

1.

. Describe the role of advanced formatting techniques
. Explain how Conditional Formatting in Excel

. Describe the process of creating an

ata
etter

N
i \%onditional

Formatting, Cell Styles, and Number Formatting én improving the
presentation of data in Excel.

Explain the process of creating a pie chart in Excel. What type
would you use a pie chart for, and how can it be customized
clarity?

&h be used to highlight

key data points, and give examples of how it*cari be applied to improve
data analysis. §

omizing a column chart in

nt items. What are some key

to make the chart clearer and

Excel to compare sales data for di
customization options you can
more visually appealing?

F. Check your Performance

You are provided with the“&owing sales data. Enter the data in Excel

1. 1
and perform the task owW:
o
Product Cate@y Units Sold | Unit Price () | Total Sales ()
Laptop R&onics S 40,000
¥
Headpho lectronics 10 2,500
a
Chairc)\ Furniture 15 3,000
P ad
%}? Furniture 8 5,000
Mouse Electronics 20 500
a) Calculate Total Sales: In the "Total Sales" column, use the formula:

=Units Sold * Unit Price.
Apply Conditional Formatting:

b)

e Highlight Total Sales greater than 330,000 with green fill.
e Highlight Total Sales less than 35,000 with red fill.
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)

d)

g)

h)

Use Number Formatting: Format Total Sales and Unit Price columns to
show currency (%) with 2 decimal places.
Apply Cell Styles: Apply a bold header style to the top row.
Convert Data to Table: Select the data range and insert a Table with
filters.
Sort and Filter Data:
e Sort the table by Category in alphabetical order.
e Filter to show only “Electronics” items.
Create a Chart:
e Insert a Column Chart showing Product vs. Total Sales.‘QQ
e Add a chart title: “Sales by Product”. ‘\%
Save the File as “Sales Data Analysis.xlsx”. $Q

<

Z
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SESSION 4: LOOKUP AND LOGICAL FUNCTIONS

Lookup and logical functions are tools that allow tasks to be completed more
efficiently by searching for specific values and performing calculations based
on certain conditions.

Lookup Functions are used to search for a particular value within a range of
data and return a related value. Large datasets are easier to work with when
these functions are used. For example, VLOOKUP () can be used to search for
data vertically in a table, while HLOOKUP () searches horizontally across r@s.

With Lookup Functions, searching for information is simplified, amﬁ&ues
can be retrieved automatically, reducing the need for manualo@ . This
feature is particularly useful in tables, where quick access to r d data is

often required. Q

Logical Functions are used to perform actions based g @ecific conditions.
The most common logical function, IF (), is used to che a condition is true
or false. Depending on the result, a specific value wil\Nbe returned for true or
false conditions. More complex decisions can %@ de by combining logical

functions like AND (), OR (), and NOT ().

Logical functions allow decisions to b% tomated based on multiple
conditions. They help to streamline c& ations and make analysis more
efficient by handling data-driven deg{;@p s without manual intervention.

LOOKUP FUNCTIONS &
1. VLOOKUP \\

The VLOOKUP functi Excel is one of the most widely used functions
to search for a val n a table and return a corresponding value from
another column e name VLOOKUP stands for Vertical Lookup, as it
searches for ﬁ%lue vertically in a table, looking down a column.

This fun@n is very useful when working with large datasets, where

specifi a points need to be found quickly. For example, you may have

a lis students with their names and marks, and you want to find the

%@s of a particular student without manually searching through the
Qe ire list.

The syntax of the VLOOKUP function is:
=VLOOKUP (lookup value, table array, col_index_num, [range lookup])

e lookup value: The value that is searched for in the first column of the
table.

e table array: The range of cells that contains the data (including the
column with the lookup value and the column with the data to return).
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e col_index_ num: The column number from which the matching value
will be returned (the first column is 1, the second is 2, and so on).

e [range lookup]: This is optional. TRUE (default) finds an approximate
match, and FALSE finds an exact match.

Let us understand with the help of an example, below is the data set of

student marks.

Sheet 1
S.N. A B
1 Student Name Marks
2 Jay 85
3 Manisha 92
4 Anant 78
5 Bhim 65
6 Lila 90 “(J
QO
Sheet 2 3&.\
S.N. A ﬁ
1 Student Name ,~ Marks
2 Anant ¢
3 Bhim .y
4 Jay -\~
5 ifa
6 ha

\
Now, the marks of the stud have been fetched in Sheet2 by applying the

VLOOKUP function.
Steps to find out the m%{
1. Lookup Value:

want to fin

N

s of Anant using VLOOKUP:

ookup_value will be Student Name e.g. “Anant” as we

marks.

2. Table Ar% he table_array will be the range that includes the Student

Name

arks columns. In this case, the table range is A2:B6.

3. Columnt Index Number: The col index num will be 2 because the Marks
n is the second column in the table.

ct Match: Use FALSE for the range_lookup argument to ensure an

exact match for Manisha’s name.

Formula: =VLOOKUP (“Anant”, A2:B6, 2, FALSE)

Once the formula is entered, Excel will look for Manisha in the Student
Name column (Column A). When it finds Anant in A3, it will return the
value in the second column (Column B), which is 78.

Result: The value 92 (Manisha's marks) will be returned by the formula.
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Now if we have to match the exact value (Marks of the Students) from another
excel file of sheet, then follow steps as below: (Fig. 2.21)

1. Lookup Value: A2 or A2:A6 — Student name(s) to be matched

2. Table Array: Sheetl! $A$2: $B$6 — The range containing the names and
marks from Sheetl (Select the range and press F4 to fix it with $ signs)

3. Column Index Number: 2 — Column number from the table array that
has the marks

4. Exact Match:

Enter FALSE or O to ensure only exact matches_are

returned @

~VLOOKUP (A2, Sheet1!$A$2:$B$6,2,0) ) é{\

A\

A B

Student Name Marks Student N Mark
udent Name arks

Anant =VLOOKUP( | | (Anant 3

Bhim A2,Sheet1! s Bhim 65

Lila 0) 5 Lila 90

Manisha 6 Manisha 92

* | 7
N\
Sheetl | Sheet2 & K Sheet] | Sheet2 @
Y

Enter VLOOKUP formu (5\'

e Place the ¢

(you

Click

las

Result after dragging Fill Handle

ig. 2.21: VLOOKUP
Once the VLOOKUP for@d in the first cell (e.g., B2) as shown in Fig. 2.21.
Next Step: Use thg@Handle

ent's name).

at the bottom-right corner of the cell with the formula
“+”

wi? ee a small
@ rag the fill handle down to cover all required rows (up to the

sign called the fill handle).

o é@ copies the VLOOKUP formula to all selected cells, fetching marks
all students in Sheet2 automatically.

leportance of VLOOKUP:

The VLOOKUP function is helpful for searching through large datasets to
find related information quickly. Instead of manually searching for data,
VLOOKUP allows it to be automated, saving both time and effort. It is
particularly useful in tasks like:

e Looking up prices in a product list.
¢ Finding scores in an exam results sheet.

e Searching for specific information in large records.
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2. HLOOKUP

The HLOOKUP function in Excel is similar to VLOOKUP, but it is used to
search for a value in the first row of a table and return a corresponding
value from another row. HLOOKUP stands for Horizontal Lookup because
it searches for data horizontally across rows, rather than vertically down
columns.

This function is useful when data is organized horizontally, such as in

situations where the headings are placed in the top row and the related

data is stored in rows below. 2
O\

A\
The syntax of the HLOOKUP function is:

AN
=HLOOKUP (lookup_value, table_array, row_index_num \%e_lookup])

with the lookup value and the row with th\@ta to return).
will be returned (the first row is 1, t cond row is 2, and so on).

approximate match, and FAL§]%\ViII return an exact match.
AN

e lookup_value: The value to be searched for in t@ irst row of the table.
e table array: The range of cells containing t}?Qiata (including the row

e row _index num: The row number fr n&hich the corresponding value

e [range_lookup]: This is optio TRUE (default) will return an

Let us understand the HLOOK#@)}unction with the help of a simple
example. Below is the datasﬁ&wmg Monthly Sales, where the months
are listed in the first row, e& e corresponding sales figures are listed in

the second row: 6
N
January Feb%ry March April May
X
A2
1500 000 1800 2200 2100
Pa\y
v
130% 2500 1900 2400 2200

\
Nowcj\ﬁnd the sales for March in the first row of the data.
% to find out the sales for the month of march

Ql. Lookup Value: The lookup_value will be “March”, as to find the sales
for March.

2. Table Array: The table_array will be the range that includes all the sales
data, i.e., A1:E2.

3. Row Index Number: The row_index num will be 2 because the sales
data is in the second row.

4. Exact Match: FALSE will be used for the range_lookup to find an exact
match for “March”.
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HLOOKUP Formula: =HLOOKUP(“March”, A1:E2, 2, FALSE)
Result: The formula will return 1800, which is the sales for March.
Importance of HLOOKUP

e The HLOOKUP function is helpful when data is arranged in rows rather
than columns. This can be particularly useful in situations where:

e Data headings are in the first row (e.g., months, years, or product
names).

e Use to search for a value in the first row and retrieve information @m
rows below it.

e Useful for analysing large datasets with horizontal d%‘b where
automated searches save time. 0‘9

LOGICAL FUNCTIONS Q

Logical Functions in Excel are used to test conditionﬁnd return results
based on whether those conditions are true or fa@These functions are

essential when it is needed to make decisions aut tically based on specific
criteria. By using logical functions, the analysi n be simplified, and data-
driven decisions can be automated. @

The most commonly used logical funcﬁq& in Excel are IF (), AND (), OR (),
and NOT (). These functions help to t@&\ne or more conditions and perform
actions based on the results. (5\

1. IF () Function

The IF () function is the A& commonly used logical function. It checks if
a condition is true % se, and depending on the result, it returns one
value if true and QQ? er value if false.

Syntax of () function:
=IF (lo '@test, value_if_true, value_if false)

o-\ogical_test: The condition to be tested (e.g., checking if a number
%Qs greater than 100).

% e value_if true: The value returned if the condition is true.

Q e value_if false: The value returned if the condition is false.

Example: Imagine a student marks dataset. You want to check if a student
has passed or failed based on their marks.

Student Name Marks

Jay 85
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Manisha 55

Anant 45

If the passing marks are 50, the following IF function can be used to check
whether the student has passed or failed:

=IF(B2 >= 50, “Pass”, “Fail”)

This function checks if the marks in cell B2 are greater than or equal to
50. If true, it returns “Pass”; if false, it returns “Fail” (Fig. 2.22). %)
Va\

A B C D T E
1 | Student Name Marks Remarks
2 Jay 85 =]F(B2>=50,"Pass", "Fail"|
3 Manisha 55
4 Anant 45
5 o
Enter IF Fung%
A B C D E
1 Student Name Marks Remarks
2 Jay 85 Pass
3 Manisha 55 Pass
4 Anant 45 Fail
- =
&&lt after dragging of Fill handle

)
&(b Fig. 2.22: IF Function
2. AND () F &)n

The Ab?&) function checks if multiple conditions are true. It returns TRUE
only\if all conditions are true; otherwise, it returns FALSE.

~F
Q%’ntax of the AND() function:
=AND(condition1, condition2, ...)

e conditionl, condition2, ...: The conditions to be tested (e.g.,
checking if a value is between two numbers).

Example: Imagine you want to check if a student’s marks are greater than
50 and if they have completed all assignments. Assume “Yes” means
assignments are completed, and “No” means assignments are not
completed.
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Student Name Marks A(s:zif::i‘;::;s
Jay 85 Yes
Manisha 55 No
Anant 45 Yes

To check if a student has both passed and completed assignments, uséthe

following AND function: (Fig. 2.23) <
=AND(B2 > 50, C2 = "Yes") “\‘\\éo
A B C D
Assignments
Student Name Marks Remark
1 Completed
2 Jay 85 Yes =AND(B2
3 Manisha 55 No > 50, C2 =
4 Anant 45 Yes "Yes")
5

N
Fig. 2.23: AND_}) Function

This checks whether the marks areé(}ater than 50 and if the Assignments
Completed cell is "Yes".

N\
\4
3. OR () Function

The OR () function is sim@to the AND () function, but it returns TRUE if
any of the condition&‘ rue. If all conditions are false, it returns FALSE.
~

Syntax of the ) function:

=0OR (condi 1, condition?2, ...)

a val either greater than or less than a certain number).
A |

conditi?@conditionQ, .... The conditions to be tested (e.g., checking if

A\ 4
&ple: If a student has either marked greater than 60 or has completed
Qa assignments, they should be considered eligible.

Student Name Marks Assignments
Completed
Jay 85 Yes
Manisha 55 No
Anant 45 Yes
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To check if a student is eligible using OR: (Fig. 2.24)
=OR (B2 > 60, C2 = “Yes”)

A B C D

Student Name Marks Assignments Remark
1 Completed
2 Jay 85 Yes =0OR(B2 >
3 Manisha 55 No 60, C2 =
4 Anant 45 Yes "Yes")‘
5

Fig. 2.24: OR () Function '\\%

This formula checks if the marks are greater than 60 or if t signments
Completed cell is “Yes”.
4. NOT () Function \Q®

The NOT () function is used to reverse the result&@ logical function. If a
condition is TRUE, NOT () will return FALSE, %\f the condition is FALSE,
it will return TRUE. é

=NOT (condition) @
condition: The condition to be testec{\‘@

Example: If you want to chec student has not passed (marks less
than 50), you can use the N unction.
Stude@me Marks
5N
N~
Jaé\' 85
i
Q< anisha 45
& Anant 60

To c(e}k if a student has not passed:

& (B2 >= 50)

This formula will return TRUE if the marks are less than 50 (indicating a
failure) and FALSE if the marks are 50 or above (indicating a pass).
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A B C
1 |Student Name | Marks Remark
2 Jay | 85 =NOT(B2
3 Manisha 55 >= 50)
4 Anant 45
” o
Enter NOT formula X\Q
A B C
1 |Student Name Marks Remark
2 Jay 85 FALSE
3 Manisha 59 FALSE
4 Anant 45 TRUE
Result after drag%iYhandle

Fig. 2.25: N(\‘!@\t‘unction
COMBINING FUNCTIONS IN FOR S

In Excel, functions are incredib%&erful tools for performing specific tasks,
such as calculations or logical\tests. When different functions are combined
in a single formula, more (&lex calculations can be performed, enabling
users to analyse data mefeffectively.

Combining function§ta formulas is useful when multiple conditions need to
be checked or m(féple operations need to be performed on the data. By
combining fu s, users can solve problems that require more than one
task to be in a single step.

Combir@sfunotions allows for:

o %@ complex calculations: Multiple steps can be included in a single
mula.

e 'Conditional logic: Multiple conditions can be checked at once.
e Automated decision-making: If certain conditions are met, specific
actions or calculations can be performed automatically.

Functions can be combined by using one function inside another. The
function inside the parentheses of another function is often referred to as a
nested function.

For example:
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The IF () function can be used with other functions like SUM () or AVERAGE
() to make decisions based on the results of these functions.

The AND () or OR () functions can be combined with the IF () function to
evaluate multiple conditions.

. Combining IF () with SUM ()

The IF () function can be combined with SUM () to apply conditions to the
sum of a range of numbers.

Example: Let’s say you want to calculate the total sales of a product,»but
only if the quantity sold is greater than 10. If the condition is true, th€{otal
sales should be calculated; otherwise, the result should show Q.(o

AN
Product | Price (%) | Quantity Sold Q\SQ
Apple 50 12 %)
Banana 30 8 \O
\"
Orange 40 @

To calculate Total Sales () only if the u@ity Sold is greater than 10, the
following combined formula can be us@d* (Fig. 2.26)

=IF (C2 > 10, SUM (B2 * C2), 0) \Q,
This formula checks if the q@ sold is greater than 10 (in C2). If TRUE,

it multiplies the Price (%) ir& ) by Quantity Sold (C2). If FALSE, it returns
0.
AN
- -

A B C D
. Quantity | Total
1 Product | Price () Sold Sales ()
2 | Apple =IF(C2 > 10, SUM(B2 * C2), 0)
3  Banana 30 8
C 4 Orange 40 15
5
Enter Formula
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A B C D
] Quantity | Total
1 Product| Price () Sold Sales (3)
2 | Apple 50 12 600
3 | Banana 30 8 0
4 | Orange 40 15 600
5 o
Result after dragging fill handle . \\(';Q
Fig. 2.26: Combining IF () with SUM () 0

2. Combining IF () with AND ()

The AND () function can be used inside the IF () funcﬁe&o check multiple
conditions. @)

Example: Suppose you want to give a bonus to,mployees only if they have
worked more than 100 hours and have a p Mance rating greater than

4. @

\\ :
Employee Name Hours Wo{@’ Performance Rating

>

&)
Jay 1@— 5
A\
Manish Nos 4
anisna
PN
Anant \\}V 110 3
CHY

To check both 9§‘&itions, the following combined formula can be used:
(Fig. 2.27) \

=IF(AND(@> 0, B2>4)’» Yes”, “NO”)

This &\ la checks if both conditions are TRUE: if the Hours Worked (in

B reater than 100, and the Performance Rating (in C2) is greater than
oth conditions are met, it returns “Yes”; otherwise, it returns “No’.

A B C D c
Employee Name Hours Performance | Bonus
1 Worked Rating Eligible
2 Jay 120 =IF(AND(A2>100,B2>4),"Yes","No'
3 Manisha 95 4
4 Anant 110 3

Enter Formula
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A B C D E
Employee Name Hours Performance | Bonus
1 Worked Rating Eligible
2 Jay 120 5) Yes
3 Manisha 95 4 Yes
4 Anant 110 3 Yes
. =
Result after dragging fill handle 6
Fig. 2.27: Combining IF () with AND () \Q
3. Combining AVERAGE () with IF () w9

Sometimes, you may need to calculate the average of va Qased on a
condition. This can be done by combining the AVERAG function with

the IF () function. %]
Example: Let’s say you want to calculate the\i@erage sales only for
products with sales greater than 3500. X
AN

Product Salés %)

Apple (Ce00

Banana ,\\ 240

Orange (\'0 600

Mango <& 150

Grapes &0} 750

N
To calculate the average s &for products with sales greater than X500,
the following combined fi la can be used: (Fig. 2.28)

—~AVERAGEIF (BQ:B@:)\. 00")

This formula ca}§1~ates the average of all values in the Sales () column
that are greatesf than 500.
ke

A B C D A B

1 Product Sales (3) 1 Product Sales (3)

2 Apple 600 2 Apple 600

3 Banana 240 3 Banana 240
g 4 Orange 600 4 Orange 600

5 Mango 150 5 Mango 150

6 Grapes 750 6 Grapes 750

7 Average 468 7 Average 468

8 | =AVERAGEIF(B2:56,">500") 8 | AveragelF 650

9 AVERAGEIF{range, criteria, [average_range]) 9

Enter Formula Result

Fig. 2.28: Combining AVERAGE () with IF ()
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Did you know?

Excel’s VLOOKUP and HLOOKUP functions are like your personal search
assistant! They help you quickly find a piece of data in large tables without
scrolling or manually searching. And with logical functions like IF, AND, and
OR, Excel can make decisions for you based on certain conditions, saving you
time and reducing errors. Whether you are checking if a student passed or
calculating bonuses based on hours worked, these functions can automate

tasks and make data management much easier. b
©
PRACTICAL EXERCISES ‘{\
Activity 1: Perform VLOOKUP and HLOOKUP to retrieve data f@ables
Materials Required: Q

e Computer or Laptop with Microsoft Excel installed Z
e Sample data for VLOOKUP and HLOOKUP exer01§®

Procedure: 0
Part A: VLOOKUP i
1. Enter the following Data in an Excel Sh{@l starting from Cell Al:

I

Stude{‘?} Marks
Q| =
6%1sha 78
A N

\' Maya 92

0\\, Deepak 65
Qﬁ
Vidya 88

2. Enter ng/llowing Data in an Excel Sheet 2 starting from Cell Al:

% Student Marks

QQ)

Arjun

Disha

Maya

Deepak

Vidya
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3. Retrieve Marks of Students in Excel Sheet 2 using VLOOKUP.
e Apply VLOOKUP Formula in B2 of Sheet 2
e Drag the fill handle down to apply the formula for all students and fetch
their marks

Part B: HLOOKUP

4. Enter the following data in the same or new sheet:

Al Bl C1 D1 El
Month Jan Feb Mar Apr Q)b
Sales () | 1500 | 2000 | 1800 | 2200 . (;Q
\S

5. Apply HLOOKUP Formula in any empty cell to get March sa@

5. Save the file with the name as “Lookup Function.xlsx”

6. Show to the teacher for review and feedback. \QQ

Activity 2: Perform Logical Functions. (@)

Materials Required: Computer or Laptop with M@vSOft Excel installed
Procedure:

1. Enter the following Data in an Excel ShQ@tarting from Cell Al:

L
Student Ks\ Assignment
Name A ‘k(b' Completed
Rahul N 72 Y
ahu I es
N
S a@‘ 48 No
2
ss\Kunal 65 Yes
Q& Priya 55 No

NS

%
2. U% e following logical functions:

Q IF: Check if the marks are greater than or equal to 50 to determine if
the student has passed.
e Formula: =IF (B2 >= 50, “Pass”, “Fail”)
e AND: Check if the student has passed and completed the assignment.
e Formula: =AND (B2 >= 50, C2 = “Yes”
¢ OR: Check if the student has either passed or completed the

assignment.

e Formula: =OR (B2 >= 50, C2 = “Yes”)

3. Save the File as “Logical Functions Example.xlsx”.

Isha 40 Yes
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4. Show to the teacher for review and feedback.
CHECK YOUR PROGRESS

A. Fill in the Blanks
1. The VLOOKUP function searches for a value in the first
column of a table.

2. The IF function returns one value if a condition is and
another value if it is .
3. HLOOKUP stands for Lookup, which searches for 8ta
across rows. <
4. The AND function returns TRUE if conditions are,
5. Logical functions in Excel can be used to perform actlcg@\based on
conditions.

B. Multiple Choice Questions (MCQs)
1. What is the purpose of the VLOOKUP function ind“@gél?
a) To search for a value horizontally across ro
b) To search for a value vertically in a table axk}return a corresponding

value ﬁ
c) To calculate the sum of a range of ers
d) To check if a condition is true or @
2. What does the IF () function do 11{&619
a) It adds numbers
b) It searches for data in a @e
c) It combines multiple ¢ itions
d) It checks ifa condi&b% is true or false and returns one value if true,
another if false

3. Which of the folléwirTg functions checks if all given conditions are true?
a) IF | s{\
b) AND ()

c) O
K éy
4., Ilc;\K ormula =HLOOKUP ("March", A1:E2, 2, FALSE), what does the
ber 2 represent?
The row index number from which the corresponding value will be
returned
b) The row number where "March" is located
c) The lookup values
d) D) The table arrays
5. Which of the following Excel functions is used to search for a value
horizontally across rows?
a) IF
b) SUM
c) VLOOKUP
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d) HLOOKUP

C. State whether the following statements are true or false:

1.

The VLOOKUP function can only return values from the first column in
the table.

. The HLOOKUP function is used to search data vertically across

columns.

. The AND function returns TRUE if at least one condition is met.

. The IF function can be used to check for multiple conditio@by

combining it with AND or OR functions.

. The VLOOKUP function can return approximate match@%y using

TRUE for the range_lookup argument.

D. Short Answer Questions

b=

5.

What is the main purpose of the VLOOKUP functi @h Excel?
Explain the difference between VLOOKUP and I—é KUP in Excel.
How does the IF function work in Excel?

What is the use of the AND function in E%@’

What does the NOT function do in EX@

E. Long Answer Questions

1.

4.

. Describe how co

Describe how the VLOOKUP fun @ works, and explain how it can be
used in large datasets. Provideé@ xample of a situation where it would
be beneficial.

. How can the HLOOKU nction be used to retrieve data from

horizontal tables? Prc@e an example where this function would be
more effective tha OKUP.

rg\‘ung logical functions like IF (), AND (), OR (), and
NOT () can be @pful in decision-making tasks within Excel. Provide a
scenario w multiple conditions need to be evaluated to make a

decisio
Exp@ow you would use the AND() and OR() functions in Excel.
a practical example of how these functions can be combined

P
(éﬁﬂ the IF () function.
F. k your Performance

Q1.

You are managing student performance records. Enter the following
data in Excel and perform the steps below:

Student Name | Marks | Assignment Completed

Riya 78 Yes

Amit 45 No
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QQ)

S

Sneha 60 Yes
Karan 52 No
Neha 85 Yes

Additional Data for VLOOKUP (Sheet2 or different area of same sheet):

Student Grade 6
Riya B \QQ)
) NS

Amit D $Q

Sneha C @Q

Karan C \Q

xO

Neha A Q

Perform the following: @

a) Fetch the Grade for each studert using VLOOKUP

b) In a new column, check if the i ent has passed (Marks > 50) using
Logical IF Function \Q)

c) Check if the student ha ssed and completed assignments using
AND Function (Comb'&heck)

d) In another colum play “Eligible” if the student has passed or
completed assi nts, else “Not Eligible” using OR Function with
IF (Combined *Example).

{b
&Q
o
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MODULE 3: DATA ORGANIZATION AND MIS REPORT

In today’s data-driven world, organizing and presenting information in a clear,
structured manner is essential for effective decision-making. Whether in
business, education, or personal tasks, poorly managed data can lead to
errors and confusion. Microsoft Excel offers powerful tools to help users
organize, analyze, and present data accurately and efficiently. One key
application is the preparation of MIS (Management Information System)
Reports, which transform raw data into meaningful information for %ly

operations or strategic planning. %2
This module focuses on building essential skills to handle data prof; \%nally.
Learners will gain practical experience in creating structured ta y applying
data validation, using advanced aggregate functions, and oping clear
MIS reports supported by charts and pivot tables. <

Further this module is divided into four sessions. S\Qsion 1 deals with
organizing raw data into structured tables, applyin \’@ation rules to ensure
accuracy, and exploring how to import and exp réata between formats like
CSV and TXT.

Session 2 focuses on using aggregate funi@qs such as SUMIF, COUNTIF,
AVERAGEIF and their multiple-criteria @ ons to derive meaningful insights
from data, supporting better analys'gs\ decision-making.

Session 3 introduces the concept@nd importance of MIS Reports, covering
different report types (daily, kly, monthly, etc.), key elements of an
effective report, and structu@report formats for clear presentation.

Session 4 enables lea to use Pivot Tables and Charts to summarize,
analyse, and visua% esent large datasets. Students will apply filters,
slicers, and pivot {@1 Is to develop interactive and informative MIS reports.

Q
\4‘0

O
S
QC.)

114



MIS DATA ANALYST - FINANCIAL SERVICES GRADE-XI

SESSION 1: DATA ORGANIZATION AND VALIDATION

In Excel, Data Organization refers to the process of arranging and
structuring information so that it is easy to understand, manage, and analyse.
Data Validation is used to ensure that only correct and accurate information
is entered into the worksheet by applying specific rules to maintain
consistency and proper formatting.

When dealing with large amounts of data, working with unorganized or
inaccurate information can cause errors and confusion. Proper organization
and the use of data validation help maintain accuracy, reduce mistake§)and
make the information reliable for effective decision-making. . \(O

Suppose you are recording the names of cities in India for a prox§. However,
some of the city names have been entered incorrectly due to thg mistakes.
For example, consider the following list of cities with errogs, in the spelling:

City Name O\Q
Mumbai \\

Banglore O
Delih ) s

7
Kolkatta \ \&

Bhopal ;\fb\
In this example: \Q)
“Banglore” is a misspelling of “E&%ore”.
“Delih” should be “Delhi”. 6*

“Kolkatta” should be “ Hg' a”.

These errors could (ﬁ'se problems when you try to search or analyse the
data. For exampl @‘ en you want to look up all the records for Delhi, the
misspelled ver elhl will not match, leading to missing data.

These erro Qeﬁn cause problems when searching or analysing data. For
exampl ,qun looking up all records for Delhi, a misspelled version such as
“Deliéﬂl not match, resulting in missing data.

\Q@iata validation, you can ensure that only the correct city names are
ered

Follow the steps below to apply data validation:

Step 1:  Select the City Name column where data will be entered.

Step 2:  Go to the Data tab in Excel and click Data Validation.

Step 3: In the Data Validation dialog box, select List under Allow.

Step 4: In the Source box, select the range containing the valid city names
(e.g., A2:A06).
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Result: Now, only the names from the valid list can be entered. If someone
tries to enter a misspelled name like “Banglore” or “Delih”, Excel will show an
error message, asking the user to select a valid name from the list.

PRINCIPLES OF DATA ORGANIZATION

Data Organization refers to the process of arranging the data in an organized
manner which can be easily understood, accessed and analysed. When raw
data is collected, it is rarely in a format which can be understood easily.
Organized data avoids errors, saves time and enables faster decision making.

The following are the key principles of data organization that ensure%gka is
structured accurately: X2

N

1. Clarity: Clarity in data organization means that the data i§@sy to read
and understand. Every column and row should have cl eadings that
describe the type of data it stores. This helps anyone logRing at the data to

immediately understand what information is being 6 ented.

For example, consider a table for tracking moné&jy expenses:
(a)

Expense | Amount Date @‘iment Method

Rent 10000 [ 01/05/2022)) Cash

Groceries 2000 | 03/05/ 3%2‘2' Card

Utilities 1500 | 05/05¢2022 Cash

Petrol 800 | 0605/2022 Debit
The headings in this table, @gse, Amount, Date, and Payment Method
are clear and describe e ly what data is in each column. This clarity
makes it easier to und nd the dataset. As it is easy to see how much
was spent on Rent ow it was paid.

2. Consistency: C \stency ensures that similar types of data are placed in
the same c , and that each row represents a single record. It’s
importan@ ake sure the same format is used for all data entries.

Consi the same table given above, the amount column has numbers

onl e date column has consistent data follows the same format

ghout i.e., DD/MM/YYYY. This consistency ensures that operations

Q& summing totals or filtering by payment method can be done without
issues.

3. Structure: Structure refers to the arrangement of data into rows and
columns. In Excel, each row should represent one record, and each column
should represent one characteristic of that record.

In the above table, each row represents one transaction. Each column has
a specific characteristic i.e. Expense, Amount, Date, and Payment Method.
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This structure makes it easy to perform operations like sorting by Date or
calculating the total amount spent using the SUM () function.

4. Simplicity: Data should be kept as simple as possible. Avoid adding
unnecessary complexity or columns that aren't needed. The simpler the
data, the easier it is to understand and work with.

This table is simple, as it includes only necessary data like Expense,
Amount, Date, and Payment Method. Including extra information (e.g.,
Item descriptions, Customer IDs) could complicate the data and ma§ it
harder to manage. Keeping only the essential columns helps ma@ in

focus. . éo

5. No Blank Rows or Columns: Blank rows or columns within data can
break the continuity of the dataset, leading to incorre Qtulations or
confusion. Blank rows disrupt the flow of the data and C?c
skip over rows when performing calculations or gene @g reports. Always
make sure that there are no unnecessary blank ;@s or columns in your
data.

o
CREATING STRUCTURED TABLES %

ause Excel to

Creating structured tables in Excel is an.\e@ntial skill when working with
data. A structured table allows data to be/@rganized in a clear and manageable
format, making it easier to read, a e, and update. It not only organizes
the data in rows and columns q\t also helps in sorting, filtering, and
performing calculations efficie . Excel provides various tools to make
working with data much si r by converting a range of data into a table.
Creating structured tablq\' excel helps in the following ways:

t%g: Excel tables are automatically formatted with

rs for easy readability.

2. Sorting an ring: It can easily sort and filter data within a table.

3. Structur eferences: When working with Excel functions and
formul ructured references (table names and column headers) can be
usedrnstead of cell addresses.

4. D@ ic Range: When new data is added to a table, the table will
%omatically expand to include the new data, without having to adjust
the range manually.

1. Automatic Form
alternating row

Steps to create Tables:

Step 1:  Select the Data Range

Step 2:  Convert the Data into a Table

Step 3:  Go to the Insert tab on the Excel Ribbon

Step 4:  Click on Table. A dialog box will appear

Step 5: If data includes headers, make sure the table has headers
checkbox is selected
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Step 6:  Click OK, and Excel will convert the selected range into a table.

Example: The following data is of monthly expenses:

Expense Type Amount Date Payment Method
Rent 10000 44562 Cash
Groceries 2000 44566 Credit Card
Utilities 1500 44571 Debit Card
Petrol 800 44573 Cash é

Let’s convert the given data to a structured excel table. \QQ)
Step 1: Enter the data on the excel worksheet. ‘\9
Step 2:  After selecting the data and clicking Insert &ble, Excel

will automatically format the data. (Fig. 3°
.

A E C D

1
2 |Rent 10000 44562 Cash
. Groceries 2000 44566 Credit Card
. Utilities 1500 44571 Debit Card
5 |Petrol 200 44573 Cash A
6&.1: Structured Excel Table
Result: 55\\
1. The d '%ow easier to read with alternating row colours.
2. Filt p-downs have been added to each column header, allowing

fo% y sorting and filtering.
SC}h table is automatically formatted to stand out.

Adv %ges of Structured Tables

-Q%asy Sorting and Filtering: Quickly sort or filter data based on any
column, such as Amount or Date.

e Automatic Expansion: Tables automatically expand when new data is
added, keeping calculations and charts updated.

e Table Design Options: Built-in styles, alternating row colours, bold
headers, and borders enhance table appearance.

e Total Row Feature: Add a Total Row to calculate sums, averages, or
counts automatically.
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¢ Rename or Remove Tables: Table names can be changed or removed
from the Table Tools tab.

DATA VALIDATION TECHNIQUES

Data Validation is the process of defining rules to control the type of data
entered into a cell. It helps ensure that only correct, consistent, and relevant
data is entered, reducing the chances of errors. Without data validation, users
might enter incorrect values like text in a numerical field or dates in the wrong
format. This can lead to mistakes, incorrect calculations, and wasted time
trying to find and fix errors. By applying data validation rules, data 6Q§Zd
can be restricted to follow a specific pattern, range, or criteria. 2)

There are several types of data validation rules that can apply, \ending on
the nature of the data. Below are the common types:

e Whole Number: Restricts the cell to only allow thlé@;umbers within a
specified range.

e Decimal: Allows only decimal values (numb g@ith a decimal point)
within a specified range. @)

e Date: Ensures that only valid dates are ente within a given range.

e Text Length: Restricts the length of the teXt entered (e.g., to limit a name
to 20 characters). (b

e List: Provides a dropdown list of acé;fable values, so users can only select
from a predefined set of options

e Custom: Allows for more coréx validation rules, such as using formulas
to define conditions. %

Example: Below is the @mial transactions for a small business, and let’s
see how certain rules ca/be applied to ensure that certain rules are followed
when entering the s\'1cial data into excel:

N
Expense Type )| Amount (¥) | Payment Method | Date of Transaction
Rent < 7 10000 Cash 01/05/2022
Groceriesw \ ¥ 3000 Card 03/05/2022
Utilitieg™ |\ 1500 Debit Card 05/05/2022
Petrdl~~ 2000 Cash 06/05/2022

T4
%1: Validating Expense Amounts Between O and 100,000

Follow below steps to ensure that expense amounts are valid and don’t exceed
a reasonable range, for example, between X0 and ¥100,000.

Step 1: Select the Amount (%) column.
Step 2: Go to Data > Data Validation.
Step 3: In the Settings tab, choose Whole Number from the dropdown menu.

Step 4: In the Data section, select between, then enter O for the minimum and
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100000 for the maximum.
Step 5: Click OK.

Result: If someone tries to enter an amount greater than 100,000 or less
than %0, Excel will display an error message, ensuring that only valid expense
amounts are entered.

Task 2: Ensuring Valid Payment Methods (Dropdown List)
Follow below steps to ensure that only valid payment methods are entgﬁed,

such as Cash, Card, or Debit Card, you can create a dropdown list f e
Payment Method column. (;Q

Step 1: Select the Payment Method column. \Q\

Step 2: Go to Data > Data Validation. QQ

Step 3: In the Settings tab, select List from the dropdown.@)
Step 4: In the Source box, type: Cash, Card, Debit CQ'G
Step 5: Click OK. O\.

Result: Now, when someone clicks on a cell i Y}e Payment Method column,
a dropdown list will appear with only the @s Cash, Card, and Debit Card.
This will prevent any errors, like enter.ir\(&'ncorrect payment methods (e.g.,
Cheque or UPI). Q)K

Task 3: Ensuring Valid Transa@l\ Dates

Follow below steps to ensure \that the transaction dates fall within a valid
range (e.g., January 1, 202 December 31, 2022).

Step 1: Select the Date@x?ransaction column.

Step 2: Go to Data s%ata Validation.

Step 3: In the @&gs tab, select Date from the dropdown.

Step4: Int ata section, select between, and enter 01/01/2022 for the
G}rt date and 31/12/2022 for the end date.

Ste lick OK.

Iqult: If someone tries to enter a date outside this range (for example,
01/01/2023), Excel will show an error message, preventing incorrect data
from being entered.

Task 4: Text Length for Expense Type

Follow below steps to ensure that the Expense Type is entered with a
reasonable text length. For example, the Expense Type should not exceed 20
characters.

Step 1: Select the Expense Type column.
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Step 2: Go to Data > Data Validation.

Step 3: In the Settings tab, choose Text Length from the dropdown.
Step 4: In the Data section, select less than or equal to and enter 20.
Step 5: Click OK.

Result: Any Expense Type longer than 20 characters will trigger an error. This
ensures that only short, clear labels are used for expense categories (like Rent,
Groceries, Utilities, etc.). 6

Custom Validation with Formulas @

Custom validation rules using formulas is used to ensure m mplex
conditions. For example, to ensure the expense amount is great@n R0 and
a value is selected in the Payment Method column, formula@a d validation
can be applied. %

Example Formula: Ensure Amount > 0 and Paymentcskghod is not empty.

\.

Step 1: Select the Amount () column.
Step 2: Go to Data > Data Validation. éo
Step 3: In the Settings tab, select Custo ﬁ@ the dropdown.
Step 4: In the Formula box, enter the f&k@dng formula:
Step 5: =AND(A2>0, NOT(ISBLANK
(Assuming A2 is the Ar@at column and B2 is the Payment Method

column). 6*

Step 6: Click OK.

Result: This formu%' sures that amount is greater than 20 and that a
payment method ered in the corresponding cell. If either condition is not

met, an error n@ ge will appear.
Error Aler d Input Messages

Excel s\allows to add input messages and error alerts to provide helpful
guide%e or error messages when users enter invalid data.

.Ql ut Message: Appears when the user selects a cell, explaining the type
of data to be entered.

e Error Alert: Displays a message when the entered data does not meet the
validation rule.

e Example:

e Input Message: “Enter a valid payment method (Cash, Card, Debit Card)”.

e Error Alert: “Invalid Payment Method! Please select from Cash, Card, or
Debit Card.”
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IMPORTING AND EXPORTING DATA

In Excel, data can be imported and exported in various formats. Two of the
most commonly used file formats are CSV (Comma Separated Values) and
TXT (Text). Understanding how to work with these formats allows you to easily
share easy sharing data between different applications and systems, and
ensures compatibility with software that may not support Excel’s native .xlsx
format.

Comma Separated Values (CSV) 6

CSV is a simple file format used to store tabular data, such as spre@eets
or databases. Each line in a CSV file corresponds to a row of data, @mnd each
field within the row is separated by a comma. This makes it ea transfer

data between different software applications. Below are SOIQ vantages of
CSV file:

Z

e Compatibility: CSV files can be opened by alm&spany text editor or
spreadsheet software. L\

e Simplicity: CSV files are plain text, meaning don't contain formatting
or formulas, only raw data. é

Text (TXT) \©
A TXT file is a simple text file that store ‘&a as plain text without any special

formatting. It can be used to store &the range of information but doesn’t
have the structure of a spreads%%ke Excel. A TXT file can store data in a

simple tabular format or plai ts, and it can also be opened in any text
editor. Below are some adv es of TXT:
e Universal Compatibility: Can be opened by any text editor and is

compatible with ny applications.

e Simplicity: It i@ideal for storing plain data without needing complex
formatti

ng.
Import D %‘to Excel (CSV/TXT Files)
Follow @N steps to import data in to Excel (CSV/TXT Files).

Ste%. Importing a CSV or TXT File into Excel:

p 2: Open Excel and go to the File tab.

Step 3:  Select Open and then choose Browse to locate the CSV or TXT file
on your computer.

Step 4:  Once the file is selected, click Open.

Step 5: Excel will automatically recognize the data format and display a
preview of how the data will be arranged in cells.

Step 6: Follow the Text Import Wizard if needed. This wizard allows you to
select the correct delimiters (such as commas or tabs) to ensure the
data is correctly arranged in columns.
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Step 7:  After completing the import steps, click Finish, and the data will
appear in your Excel worksheet.

Exporting Data as a CSV or TXT File

After working with data in Excel, it can be saved in CSV or TXT format to
make it compatible with other applications.

Step 1:  Click on File > Save As.
Step 2:  Choose a location to save the file.
Step 3: In the Save as type dropdown menu, select either CSV (Cm@na
delimited) (*.csv) or Text (Tab delimited) (*.txt). \QQ
Step 4: Enter a name for the file and click Save. \\(b
Following points to consider before importing and exporting da@%SV /TXT):
o Data Formatting: Only raw data is saved in CSV or TXT¥iles. Formulas,
charts, or colours are not included; only the final val ppear. Complete
all calculations before exporting.
xO

o Delimiter Issues: CSV files use commas to se@wate data; TXT files may
use tabs or spaces. Wrong delimiter setting mess up the data layout.
Always check delimiter settings. @

« Data Compatibility: CSV and TXT.f@ are plain text and cannot store
advanced features like formulas o@;}tﬂtiple sheets. Only the active sheet

gets saved. (5\.

o Data Integrity: Special char&rs may not appear correctly if file encoding
is wrong. Choose the rigl&%lcoding (like UTF-8) to keep data accurate.

o File Size Limits: TE rmats work well for small to medium data. Very
large datasets or ex files should be saved in formats like Excel (.xlsx)
for better handl@%

PRACTICAL EXERCISE
Activity 1: oup discussion on importing and exporting data between
differe formats.

Ma cﬁls Required:

-QComputer or Laptop with Microsoft Excel installed
o Sample Excel files containing data

o Internet or textbook reference (optional)

e« Whiteboard/Notebook for noting key points
Procedure:

1. Divide class into small groups.
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No s

8.
9.

. Each group opens a sample Excel file with basic data (e.g., sales records

or student details).

Discuss the purpose of importing and exporting data i.e. why it is done
and where formats like CSV and TXT are used.

Each group export the Excel file to CSV and TXT formats.

Observe what happens to formulas, formatting, and layout during export.
Import the CSV or TXT file back into Excel and check the data.

Each group discuss:

e What changes were noticed? 6
e Advantages and limitations of each format (;Q
e Importance of delimiter settings and data compatibility 0‘9\

Each group shares their findings with the class. Q
Teacher will summarise the discussions. \Q

CHECK YOUR PROGRESS \O
A. Fill-in-the-Blank Questions

1. Data organization ensures that informat 1s arranged in a
way, making it easier to terpret.

2. The function in Excel e \res that only valid data, such as
numbers, dates, or text within %ge, is entered into cells.

3. To create a table in Excel, y an select the data range and click on
the tab, then c the Table option.

4. In Excel, reﬂs to arranging data into rows and columns

where each row repl@

characteristic %\,

5. Data 9§ ih Excel refers to the process of organizing and
formatting to ensure consistency and clarity.

one record and each column represents one

B. Multiple C}? Questions
e

1. Whic following is a key principle of data organization in Excel?
a) lexity
b(g arity
Irregularity
%d) Disorganization

Q2 What is the main advantage of using structured tables in Excel?

a) Automatically formats numbers
b) Automatically expands when new data is added
c) Discards invalid data
d) Limits data entries to specific columns
3. Which of the following is NOT a type of data validation in Excel?
a) Whole Number
b) Date
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3.

4.

d) List
C. State whether the following statements are True or é}ge
1.
2.

c) Formula
d) Graphic

. When creating a table in Excel, what does the “Total Row” feature do?

a) Automatically calculates sums and averages
b) Adds a new column

c) Sorts the table alphabetically

d) Sets headers for each column

. What type of data validation rule would you use to ensure a date is

entered in a valid range, like between 01/01/2022 and 12/31/20@9

a) Text Length %)

b) Whole Number . (';Q
\S

c) Date
S

Data validation rules in Excel can only be applied\@ ext-based data.
Data organization is important for making @ easier to read and
analyses. L

Structured tables in Excel automatically&new rows when new data
is entered.

Excel tables allow you to create Qom formatting for rows and
columns, but it does not support‘\@ting or filtering.

. Excel allows you to validate d&'@ ntries such as the date range or the

length of text, but it cann&vent duplicates from being entered.

D. Short Answer Questions

1.
2.
3.

What is the purpose o ta validation in Excel?

What are the benefi Q} organizing data into structured tables in Excel?
How do you app@ rule in Excel to restrict the amount entered to be
between X0 an%ilO0,000?

. What is ‘@ erence between relative and absolute cell references in

Excel?

. Wh}@brity important in data organization?
. can you prevent users from entering invalid payment methods in

1?
Answer Questions

. Explain the process of applying data validation in Excel to restrict the

entries in the “Amount” column to only whole numbers between 30 and
%100,000.

. Describe the key principles of data organization in Excel and how they

help in making better decisions.

. What are the advantages of using structured tables in Excel? Provide

an example.

. Explain how you can use data validation to create a dropdown list for

payment methods, and why this is important in data entry.
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F. Check Your Performance
1. Data Validation and Organization:

a)

b)
<)

GRADE-XI

Organize the following Monthly Expense data into a structured Excel
table with clear headings.

Apply Data Validation to ensure:
Amount () must be a number greater than O.

d) Date of Transaction must be within June 2023.
e) Payment Method can only be one of: Cash, Credit Card, Debit Card.
Expense Amount Date of Payment b
Type () Transaction Method \QQ)
Rent 8000 01/06/2023 | Cash A‘ &)
Groceries 3500 | 02/06/2023 | Credit Card |
Electricity 1500 | 03/06/2023 | Debit Catd ~
Petrol 2000 04/06/2023 | Cash_@)
Groceries 2500 | 05/06/2023 | Depit*€ard
Rent 8000 | 06/06/2023 | Cash
Groceries 2200 07/06/ 202§(§redit Card
Rent 8000 | 08/06/2023 | Debit Card
Electricity 1600 | 09/06/2023 | Cash
Petrol 2100 10{@@‘2023 Credit Card
N

formatting.

. Importing and Exporting Dat
a) Import the given CSV d %
b) Organize the data i

a\f@

an Online Store into Excel.
nt& tructured table with proper headings and

c) Export the or%_a;&& table as a CSV file for sharing purposes.

Product P&(Ha;:t Cateso Price | Quantity ;‘:::sl
D | Og@éme gory | ) Sold @)
101{,| * T-shirt Clothing | 499 25 12475
102\ 7|  Jeans Clothing | 799 20 15980
Clj)‘(& Headphones | Electronics | 1500 15 22500
/104 Phone Electronics | 19999 10 199990
/105 Shoes Footwear | 2999 30 89970
106 Jacket Clothing 2999 18 53982
107 Socks Footwear 500 40 20000
108 Smartwatch | Electronics | 4999 12 59988
109 Camera Electronics | 12000 S 60000
110 Sunglasses | Accessories | 1499 50 74950
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SESSION 2: AGGREGATE ANALYSIS

Aggregate analysis is the process of summarizing and analysing large
amounts of data to make it easier to understand. It helps in quickly finding
important information, such as total amounts, averages, or counts, based on
certain conditions. In simple terms, it is like organizing and calculating data
so we can see patterns or trends more clearly.

In Excel, special tools called aggregate functions such as SUMIF, AVERAGEIF,
COUNTIF, and others can be used to perform calculations. These functigns
help us quickly add up numbers, calculate averages, or count items ba&n
one or more conditions. X2

By using aggregate functions, patterns and trends within large@tsets can
be identified quickly and efficiently. These functions help in Qarizing data
points, performing calculations, and generating key metrigs such as totals,
averages, and counts, all of which are crucial for decisié@making processes.
In Excel, these tools are widely used to streamlin@he analysis of data,
allowing users to focus on relevant informatiob\vithout manually sifting
through rows of raw data.

AGGREGATE FUNCTIONS @

Aggregate functions are special formula: (ﬁ Excel that help add up, count, or
summarize many numbers at on stead of looking at each number
separately, these functions com @ data to give useful results like totals,
averages, or highest and lowest es. They make it easier to understand and
analyse large amounts of in@&ation quickly.

There are several types%[ gregate functions in Excel, and they can be used
to perform calculati ;Ks' ither with a single condition or multiple conditions.

1. SUMIF and SU S

The SUM Qi SUMIFS function allow summing values in a range that
meet a_s fic condition or criteria. They are used to add numbers based
on Mn condition, such as all sales made by a particular employee or
al&nses of a certain type.

G
Q gyntax: =SUMIF (range, criteria, [sum_range])

e range: The range of cells to which the criteria will be applied.

e criteria: The condition that must be met for the cells to be included
in the sum (it can be a number, text, expression, or even a cell
reference).

e sum_range (optional): The actual cells to sum. If omitted, Excel
will sum the range.

Consider the following data set for example:
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Date Ez':r];:r;se Amount () l;:z:!::;t

01/06/2022 Rent 10000 Bank Transfer
02/06/2022 Groceries 5000 Cash
03/06/2022 Utilities 1500 Credit Card
04/06/2022 Petrol 800 Debit Card
05/06/2022 Groceries 2000 Cash
06/06/2022 Rent 10000 Bank Transfer
07/06/2022 Utilities 1200 Credit Card |
08/06/2022 Groceries 2500 Debit Card(\\
09/06/2022 Petrol 1200 Cashi "
10/06/2022 Rent 10000 Bank Trapsfer

NV
Apply SUMIF with single criteria for “Groceries” Q
Formula: =SUMIF (B2:B11, “Groceries”, C2:C11) \Q

e Range: B2:B11 (Expense Type colum

e Sum_range: C2:C11 (Amoun\c@mn)

,%;\o

e Criteria: “Groceries” (we are interested)
expense type is Groceries)

all rows where the

Result: 35000 (on 02/06/202
(on 08/06/2022) = ilO,SOQ\Q)

So, the sum of all Gro%@expenses is ¥10,500.
Apply SUMIF with M§l§p e Criteria (SUMIFS)
Formula: =SUMIF @ :C11, B2:B11, “Rent”, D2:D11, “Bank

Transfer”) \%

Sum_ e: C2:C11 (Amount column)
. Cr@ga_rangelz B2:B11 (Expense Type column)
J iterial: “Rent”
%riteria_rangeZ: D2:D11 (Payment Method column)
Criteria2: “Bank Transfer”

GJ% Result: 310000 (on 01/06/2022) + 10000 (on 06/06/2022) +
Q 310000 (on 10/06/2022) = 330,000

So, the total for Rent paid via Bank Transfer is 330,000.

32000 (on 05/06/2022) + 32500
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Apply SUMIF with Different Criteria (Multiple Criteria)
Formula: =SUMIFS (C2:C11, B2:B11, “Groceries”, D2:D11, “Cash”)

e Sum_range: C2:C11 (Amount column)

e Criteria_rangel: B2:B11 (Expense Type column)

e Criterial: “Groceries”

e Criteria_range2: D2:D11 (Payment Method column)
e Criteria2: “Cash”

Result: 35000 (on 02/06/2022) + 32000 (on 05/06/2022) = ?é@()
So, the total for Groceries paid via Cash is X¥7000. . éQ
2. AVERAGEIF and AVERAGEIFS \Q\\

The AVERAGEIF and AVERAGEIFS function in Excel is e\? to calculate
the average of the values in a range that meet a \?iﬁc condition or
h

criteria. It is useful for finding the average of numbers+that match a given

condition, such as finding the average price of ucts above a certain
amount or calculating the average sales ma particular employee.

Syntax: =AVERAGEIF(range, criteria, [@‘age_range])

e range: The range of cells to WhiC@C criteria will be applied.

e criteria: The condition that \be met for the cells to be included
in the average (it can be (gxnber, text, expression, or even a cell
reference).

e average range (optional): The actual cells to average. If omitted,
Excel will average ange.

Apply AVERAG ‘ch Single Criteria
Formula: =AVQ@GEIF (B2:B11, “Groceries”, C2:C11)
J rag@:@Q:Bl 1 (Expense Type column)
ia:

“Groceries” (All rows where the expense type is Groceries)
o@ erage_range: C2:C11 (Amount column)

%%esult: The formula will add up all the values in the Amount (%) column
where the Expense Type is Groceries, and then divide by the number of
matching rows.

e 5000 (on 02/06/2022)
e 2000 (on 05/06/2022)
e 2500 (on 08/06/2022)

Average:
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5000 + 2000 + 2500 9500
3

= 2" — 3166.
3 = 3166.67

The average expense for Groceries is 33166.67.
Apply AVERAGEIF with Multiple Criteria (AVERAGEIFS)
Formula: =AVERAGEIFS (C2:C11, B2:B11, “Rent”, D2:D11, “Bank

Transfer”)
e average_range: C2:C11 (Amount column) 6
e criteria rangel: B2:B11 (Expense Type column) \Q
e criterial: “Rent” ('Q

e criteria range2: D2:D11 (Payment Method column) ‘Q\
e criteria2: “Bank Transfer” QQ

Result: <
10000 (on 01/06/2022) \O
10000 (on 06/06/2022) @)
10000 (on 10/06/2022) é

Average: \

10000 + 10000 + 10000 30000

= ——— = 10000
3 3

The average Rent pald@ Bank Transfer is 310,000.
Apply AVERAGEIF % ifferent Criteria (Multiple Criteria)
F

Formula: =AVE S (C2:C11, B2:B11, “Groceries”, D2:D11, “Cash”)

o avera@ﬁ&ge C2:C11 (Amount column)
/rangel: B2:B11 (Expense Type column)

° criz(
. c& 1al: “Groceries”

\iteria_rangez: D2:D11 (Payment Method column)
% criteria2: “Cash”

Q%sult: 5000 (on 02/06/2022) and 2000 (on 05/06/2022)

Average:

5000 + 2000 7000

The average expense for Groceries paid via Cash is 33500.
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3. COUNTIF and COUNTIFS

COUNTIF and COUNTIFS are Excel functions used to count the number of
cells that meet one or more specific conditions. These functions are
valuable for analysing data and determine how many times a certain
condition is met.

COUNTIF: The COUNTIF function is used to count the number of cells that
meet a single condition.

Syntax: =COUNTIF (range, criteria) @b

e range: The range of cells to which the criteria will be applie.déQ
e criteria: The condition that must be met for the cells to nted (it
can be a number, text, expression, or even a cell refe@\\& .

-

Apply COUNTIF with Single Criteria: \QQ
Formula: =COUNTIF (B2:B11, “Rent”) \O

N

e range: B2:B11 (Expense Type column) @)
e criteria: “Rent” (Count of how man@nes “Rent” appears in the

Expense Type column.)

Result: The formula will count %@number of times Rent appears in
the Expense Type column.
x<Q

Rent appears in the listggaes (on 01/06/2022, 06/06/2022, and
10/06/2022). So, the c§ of Rent is 3.

Apply COUNTIF with erent Criteria (Multiple Criteria) - Using
SUMIF and COUNTg;wgether:

Formula: =COUNGF (D2:D11, “Cash”)

e rang :D11 (Payment Method column)
e criteria: “Cash” (Count of how many times Cash was used as the
ent method)

(ééhlt: The formula will count the number of times Cash appears in
% e Payment Method column

Cash appears in the list 4 times (on 02/06/2022, 05/06/2022,
09/06/2022).

So, the count of Cash payment method is 4.

COUNTIFS: The COUNTIFS function is used to count the number of cells
that meet multiple conditions.

Syntax: =COUNTIFS (rangel, criterial, range2, criteria2, ...)
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e rangel, range2, .... The ranges of cells that you want to apply the
criteria to.

e criterial, criteria2, ...: The conditions that must be met for the cells
to be counted.

Apply COUNTIFS with Multiple Criteria:
Formula: =COUNTIFS (B2:B11, “Groceries”, D2:D11, “Cash”)

e criterial: “Groceries” (Count of how many times Groceries a
e range2: D2:D11 (Payment Method column) \Q
e criteria2: “Cash” (Count of Cash payments specifically roceries)

Result: Groceries appears twice (on 02/06/2022 and@%6/2022).

e rangel: B2:B11 (Expense Type column)
p@QS)

*

Cash was used for Groceries on both occagi@hs.

So, the count of Groceries paid via Cass\'@s 2.
Apply COUNTIFS with Multiple Criteria: O\'
Formula: =COUNTIFS (B2:B11, “Utilities”

1
e rangel: B2:B11 (Expense Type @m)
e criterial: “Utilities” (we are,(g ntmg how many times Ultilities
appears)
e range2: D2:D11 (Paym @Iethod column)
e criteria2: “Credit Card e are counting only Credit Card payments
for Utilities)

Result: Utilities ars twice (on 03/06/2022 and 07/06/2022).

1, “Credit Card”)

Crediﬁ{&ard was used to pay for Utilities on both occasions.
e count of Utilities paid via Credit Card is 2.

PRACTIC XERCISE

Activit ¢ Use SUMIF to calculate the total salary of all HR department
empl@
<2Employee Name Department Salary () Gender

John HR 30000 Male

Mary Finance 45000 Female

Mike HR 28000 Male

Sarah Marketing 35000 Female
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Emma Finance 42000 Female
David Marketing 37000 Male
Lisa HR 31000 Female

Peter Finance 48000 Male

Diana Marketing 36000 Female P\
James HR 29000 Mal

Material Required: \\e:o
~ QO

e Computer/Laptop with Microsoft Excel installed QQ‘
e Excel worksheet (students will enter the given employeé/data)
e Calculator (for manual verification, optional) %

e Pen and notebook for noting down formulas (opti&&l)

e Projector/Screen (if teacher is demonstratirpét@ activity)

Procedure:
1. Open Excel and enter, \ the following columns:
Employee Name, Department, Sala nder and fill in the data for all 10

employees as given in the table. %X

In a blank cell below or bes@e§& data, type the formula.

Press Enter, and Excel will the total salary for HR employees.

Verify the result by ma \g adding HR salaries.

Teacher explains th s of the formula and encourages questions.
Teacher summﬂré'e he use of SUMIF in real-life scenarios like salary

ok LN

reports, sales a sis, etc.

Activity 2: A@iAGEIF — Find Average Salary of Finance Department
Employees.

Materit}gquired:

o @uter /Laptop with Microsoft Excel installed
OQ cel worksheet with employee data (Data set of Activity 1)

Pen and notebook for noting down formulas (optional)
Procedure:

Students enter the same employee data (if not already done).

In a blank cell, type the formula.

Press Enter to get the average salary of Finance department employees.
Teacher explains each part of the formula and answers student doubts.

Activity 3: Apply COUNTIF and COUNTIFS formula.

i
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Material Required:

e Computer/Laptop with Microsoft Excel installed
e Excel worksheet with employee data (Data set of Activity 1)
e Pen and notebook for noting down formulas (optional)

Procedure:

1. Enter COUNTIF Formula.
a. In a blank cell, type the formula.

b. Press Enter to get the count of female employees. b
2. Teacher introduces COUNTIFS, which is used to count based on ple
conditions. Example: Count the number of male employees in R
department. A\®)
3. Enter COUNTIFS Formula. QQ

a. In a blank cell, type the formula.
b. Press Enter to get the count of female employees.\Q
4. Teacher explains real-life uses of COUNTIF and Q@NTIFS, like:
e Counting employees by gender XN
e Counting by department and gender tog%r
e Filtering specific groups based on mu@le conditions

CHECK YOUR PROGRESS K\Q}
A. Fill in the Blanks x<Q
1. The SUMIF function in E& used to sum the values in a range that
meet a cond

itioh.
2. The AVERAGEIFS fu %‘1 is used to calculate the average of values in

a range that meegi\} conditions.
3. The COUNTIF ion is useful for counting the number of cells that

meet %\ ondition.

4. SUMIFS @&sed when you want to sum values based on
criterig
5. CO S allows you to count cells that meet criteria.
B. Mul Choice Questions
1. at does the SUMIF function do in Excel?

Q a) Counts the number of cells
b) Averages the values in a range
c) Sums values based on a single condition
d) Finds the maximum value
2. What is the primary difference between SUMIF and SUMIFS?

a) SUMIF can handle multiple criteria, while SUMIFS can only handle
one
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b) SUMIFS can handle multiple criteria, while SUMIF can only handle
one

c) SUMIF is faster than SUMIF
d) SUMIF requires more memory than SUMIFS

Which function would you use to calculate the average of all values in
a range that meet a single condition?

a) SUMIF 6
b) AVERAGEIF %2
c) COUNTIF \t'}\

d) MAXIFS \SQ
o

Which of the following is true for the COUNTIFS funé

a) It can only count cells based on one Condition\Q

b) It works only with numeric data \\
c) It can count cells based on multiple c@ions
d) It calculates averages @

When using AVERAGEIFS, what fk@\)u need to define?
a) A sum_range and its criteri@)

b) An average_range and&teria

c) Only a sum_range 6*

d) Only a criteri e

C. State whether t ollowing statements are True or False

1.
2.
3.
4.
5.

1
2
3
4.
5
6

SUMIF can sum values in a range based on one condition.
COUNTI ws you to count cells that meet multiple criteria.
The GEIFS function requires only one condition to be specified.
SU can handle multiple criteria for summing values.

e) COUNTIFS function can only be used to count values in a single

él)lmn.
ngl?ort Answer Questions

What is the difference between SUMIF and SUMIFS?

. Explain how to use the AVERAGEIF function with an example.
. What do you need to specify when using the COUNTIF function?

How does COUNTIFS handle multiple criteria?

. When would you use SUMIFS over SUMIF?
. What will the COUNTIFS function return when used with multiple

criteria?
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E.

Long Answer Questions

1. Describe the steps to use SUMIF for calculating the total of a specific
type of expense in a dataset. Include an example where you sum the
expenses for Groceries.

2. Explain how AVERAGEIF and AVERAGEIFS differ. Provide a real-world
example where you calculate the average of expenses based on different
payment methods.

3. How does COUNTIF work? Give an example where you count the
number of times Rent appears in an expense list.

4. Discuss how SUMIFS and COUNTIFS are useful when analysi ata
with multiple criteria. Provide an example where you sume. count
data based on multiple conditions such as Rent payme@ ade via
Bank Transfer. Q

Check Your Performance

1. A store sells different products in various cat its. The manager
wants to analyse the sales data using Excel agi@ate functions.
Below is part of the sales data: N

O
Product Category Price (z)@, \Qusa;:;ty Region
Laptop Electronics 5000 N\ 15 North
Phone Electronics 2@0‘0 25 South
TV Electronics |, 80000 10 North
Shirt Clothing SN 1500 50 South
Jeans Clothig\ 2000 35 North
Shoes Fogfwear 3000 20 South
Jacket @Yﬁng 2500 40 North
Socks ,gﬁiootwear 500 55 South
Headpho;a.e‘(‘%lectronics 2500 18 North
Gloyes\/ | Clothing 800 60 South

Usi@ES(propriate aggregate functions, answer the following:

i What is the total quantity sold of Clothing products using
SUMIF?

Q ii)  What is the average price of Electronics products using

AVERAGEIF?
iii)j How many products were sold in the North region with quantity
greater than 20, using COUNTIFS?
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SESSION 3: CREATING MIS REPORTS

In today's fast-paced world, businesses rely heavily on data to make informed
decisions. The data collected from various departments needs to be analysed
and presented in a way that helps managers understand how the organization
is performing. This is where MIS Reports (Management Information System
Reports) come into play. These reports summarize important information and
help decision-makers monitor performance, track progress, and identify areas

for improvement.

An MIS report is typically used to present data on a regular basis, s‘@‘nb as
weekly, monthly, or quarterly. The information in the report could.include
sales figures, production data, customer feedback, and other ke \formance
indicators (KPIs). These reports are often used by top mang@ent to make
decisions regarding resource allocation, strategies, and busirfess goals.

The process of creating an MIS report involves gathering tdata from different
sources, organizing it in a structured format, and prk@lting it in a clear and
meaningful way. Tools like Excel are often used tc@cganize the data, perform
calculations, and create charts or tables that vi y present the information.
Excel makes it easy to manipulate data, SL@narize it, and highlight trends
or key figures that need attention. N\

*

IMPORTANCE OF MIS REPORTS Q)K

MIS is designed to provide timel relevant information to managers and
decision-makers, enabling the§ to assess the performance of different
business functions. The irné tance of MIS reports can be understood in

several ways: \'Q

Informed Decision a%ng: MIS reports provide managers with a snapshot
of the organization(’b%érformance, allowing decisions to be made based on
real-time dat ithout these reports, decisions might be based on
assumptionyg’or dutdated information, leading to poor outcomes.

1. Data marization: The data collected across different departments
ca complex and overwhelming. MIS reports help to summarize this
@mation in an easy-to-understand format. Through tables, charts, and
ographs, the important data is presented in a way that is visually appealing
and simple to interpret.

2. Tracking Key Performance Indicators (KPIs): MIS reports track
important metrics or KPIs such as sales performance, production levels,
inventory status, and customer satisfaction. By monitoring these KPIs
regularly, management can identify trends, successes, and areas that need
attention. This helps in setting future goals and improving operational
efficiency.
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3. Identifying Problems Early: With regular MIS reporting, any issues or
discrepancies can be detected early. For example, if sales figures are lower
than expected, it can be identified through an MIS report, allowing
corrective actions to be taken before the situation worsens.

4. Resource Allocation: MIS reports provide insight into where resources
(like finances, materials, or human resources) are being utilized most
effectively. This helps management in allocating resources efficiently,
ensuring that the organization is working optimally and that resources are
being used where they are needed the most.

5. Support for Strategic Planning: In strategic planning, MIS réports
provide the necessary data to develop long-term goals. By analysi&rends
and patterns from the reports, organizations can plan for fi growth,
assess market conditions, and ensure that all aspects of QQusiness are
aligned with the overall objectives.

6. Improved Communication: MIS reports <& in improving
communication within the organization. By provi (g a consistent format
for sharing information, the reports ensure thaeveryone from managers
to staff is on the same page. This otes transparency and
understanding across all levels of the organization.

7. Cost Control: Through MIS reports, managers can keep track of spending
in various areas, such as produc@ costs, marketing expenses, and
employee salaries. This helps inlidentifying areas where cost-cutting
measures can be taken witho ’ﬁting overall productivity.

8. Performance Evaluation: élar MIS reports make it easier to evaluate
the performance of indi lIs, departments, and the organization as a
whole. This allows m €rs to recognize areas of improvement, celebrate
successes, and ider@ training or development needs.

TYPES OF REPOl{é\'

In Managemer@qformation Systems (MIS), different types of reports are
generated on the needs and frequency of information required by the
organiza These reports can vary in terms of the time period they cover
and urpose they serve. Each type of report has its own format and
str e, which helps in organizing data in a way that suits the intended
p@ se. Below are the types of reports commonly used:

1. Daily Reports

Daily reports help track activities and operations that occur on a day-to-
day basis. These reports allow managers to identify immediate issues and
assess the short-term performance of the business. In the case of banks
or financial institutions, daily reports can track the number of customer
visits, new accounts opened, loan disbursements, and cash flow on a daily
basis.
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A daily report for visits and cash flow will typically include:

e Date: The date for which the report is being created.

o Key Metrics: Specific data for the day, such as new accounts, cash
flow, loans disbursed, etc.

e Summary: A brief explanation of important activities or any deviations
from the normal.

Example:
Nur;;l:::’r of Loan Cash Cash % }
Date A Disbursement | Flow In Flow@
ccounts 3) ) \t@
Opened
01/12/2022 20 1,000,000 | 2,500,000 9@bﬁo 000
02/12/2022 15 500,000 | 1,800,000¢ 1,200,000
03/12/2022 25 1,500,000 | 3,000,009 | 2,500,000

e Number of New Accounts Opened: This colurg\g}a)cks how many new
customer accounts were opened on a given d@'f

e Loan Disbursement: This column re the total loan amount
disbursed by the bank on that speciﬁ@

e Cash Flow In: This column shows total cash inflows for the day,
which may include deposits, loa ayments etc.

e Cash Flow Out: This colum éords the cash outflows for the day,
such as payments to @ndors employee salaries, or loan
disbursements. @

Use of Daily Report in sncial Context

e Tracking New @unts: By monitoring the number of new accounts
opened, man s can assess customer acquisition efforts and make
adjustment\%marketing or outreach strategies as necessary.

e Loan i@rsement Status: The daily report on loan disbursement
enmﬁ)ﬁat there is proper monitoring of the bank’s lending activities.
This,data helps understand the volume of loans being processed daily

can indicate whether there is an increase in demand for loans.
ash Flow Monitoring: The cash flow in and out of the organization is
crucial for understanding liquidity. Monitoring daily cash inflows and
outflows ensures that the business maintains the necessary funds for
daily operations, helping to prevent liquidity problems.
2. Weekly Reports

Weekly reports provide an overview of the activities and performance over
a week. These reports are essential for assessing the short-term progress
of the business, identifying trends, and making necessary adjustments for
the upcoming week. In a financial context, weekly reports help track
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customer visits, new accounts opened, loan disbursements, and cash flows
throughout the week.

A weekly report for visits and cash flow typically includes:

Week Ending Date: The end date of the week for which the report is
generated.

Key Metrics: Data points like
disbursements, cash inflows, and cash outflows.

Comparison to Previous Week: A brief comparison to the previQus
week’s data to identify trends or changes. <
Key Insights or Issues: Any important observations . (%Qfssues
encountered during the week. 0\9\\

new accounts opened, loan

Example: Q
D‘
Number Loan )~
Week of New | . Cash Flow | CashFlow | Week-over-Week
. isbursement
Ending Accounts In () (%) Change
Opened (s\\'
et +10% Sales, +5%
05/12/2022| 85 5,000,000 | 15,000,000412,000,000 | o " bh ¢
N\ +5% Sales, -10%
12/12/2022 90 4,500,000 14:?‘%‘000 13,000,000 Loan Disbursed
N7 +22% Sales, +20%
19/12/2022 110 6,000,000‘?\@%00,000 14,500,000 Loan Disbursed
R

e Number of New Accoun

QC.)

ened: This column tracks the number of
new customer accou opened during the week. An increase or
decrease in new acc@ is a key metric for understanding customer
acquisition effor B\
Loan Disbur %nt: This column records the total loan amount
disbursed g the week, providing a snapshot of the loan activity
within t anization.
Cas w In: This column shows the total cash inflows for the week,
su customer deposits, loan repayments, and other income.
h Flow Out: This column tracks the cash outflows for the week,

ich could include loan disbursements, expenses, and other
payments.
Week-over-Week Change: This column shows the percentage change
from the previous week in terms of sales, loan disbursements, and other
metrics. This helps identify trends and evaluate performance
improvements or setbacks.

Use of Weekly Report in Financial Context
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¢ Tracking New Accounts: By observing the number of new accounts
opened each week, it becomes easier to evaluate the effectiveness of
marketing campaigns, promotions, or customer service initiatives.

e Loan Disbursement Status: Weekly monitoring of loan disbursements
helps ensure that the bank or financial institution is meeting its lending
targets. It also helps to identify any gaps or opportunities in the loan
process.

e Cash Flow Monitoring: The cash flow in and out of the organization is
tracked weekly to monitor liquidity and ensure that enough fund@re
available for operations. Significant fluctuations in cash flow (‘&elp

tional

identify potential issues, such as unpaid loans or high {,&y

costs.

e Performance Comparison: Comparing the data to t
helps managers to assess whether the business is

3. Monthly Reports

Monthly reports provide a comprehensiv @sr\é

performance over the course of a month.
understanding long-term trends, evalua

and planning for the next month. In

xO

l?}&?/ious week
4

direction or if adjustments are needed to improve‘@r

ng in the right

ormance.

rview of the business

e reports are essential for

the effectiveness of strategies,
context of financial operations,

monthly reports allow managers (t\ack customer visits, new accounts

opened, loan disbursements,
overall performance of the b

<

A monthly report typicall&i%cludes:

cash flow, offering insights into the

e Month Ending D%?)l‘he date marking the end of the month for which

the report is gene
e Key Metrics;

inflows,

e Comp
the
e

‘op

ed.

a for new accounts opened, loan disbursements, cash

Any notable trends,

ash outflows for the entire month.

ison to Previous Month: A comparison to the performance of
ous month, allowing managers to see trends and changes.

I(_y\ Insights or Issues:
portunities identified during the month.

Q?amp le:

challenges, or

Number Loan
Month of New Disbursement Cash Flow | Cash Flow Month-over-
Ending | Accounts ) In (3) Out (3) Month Change
Opened
November +5% Sales, +10%
2022 300 20,000,000 | 60,000,000 | 55,000,000 Loan Disbursed
December +16.6% Sales,
350 22,500,000 | 65,000,000 | 58,000,000 | +12% Loan
2022 .
Disbursed
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Janua +14.3% Sales,
Ty 400 25,000,000 | 70,000,000 | 60,000,000 | +11% Loan
2023 L
Disbursed

e Number of New Accounts Opened: This column tracks the total
number of new customer accounts opened during the month. This
metric helps assess customer acquisition efforts and determine if
marketing or outreach strategies are effective.

e Loan Disbursement: This column records the total loan amount
disbursed during the month. By comparing loan disbursements pyer
several months, trends can be identified, and decisions can be m to
adjust lending strategies if needed. X2

e Cash Flow In: This column shows the total cash inflows f \e month,
such as deposits, loan repayments, and other sourcesg&'boome.

e Cash Flow Out: This column tracks the cash outfl for the month,
which could include loan disbursements, operatio@@expenses, vendor
payments, and other costs. \O

e Month-over-Month Change: This column compares the data from the
current month to the previous month. % ample, if the number of
new accounts opened increases by 16,6% from November to December,
this indicates a positive trend. comparison helps managers
understand the direction in whice\@e business is moving.

Use of Monthly Report in Fina 1 Context

e Tracking New Account@xe number of new accounts opened each
month is a key indic of the growth and success of marketing or
customer engage fforts. If the number of new accounts opens
significantly inc s or decreases, it can indicate the success of
current strate or the need for adjustments.

e Loan Disb ment Status: By tracking loan disbursements over the
month, t erformance of the lending department is easily monitored.
If the an increase in loans disbursed, it may indicate higher demand
o1, eﬁltive marketing efforts. Conversely, a decrease may highlight an

Qﬂl that requires attention.

('o ash Flow Monitoring: Monitoring cash flow for the month ensures
that the organization remains financially stable. By analyzing the cash
inflows and outflows, managers can ensure that sufficient funds are
available for daily operations, loan disbursements, and other expenses.

e Performance Comparison: Comparing the data with the previous
month helps track business growth. Positive growth in metrics like
sales, loan disbursements, and cash flow can show that the
organization is on the right track. On the other hand, negative growth
can help identify areas where corrective action is needed.

4. Quarterly Reports
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Quarterly reports provide a comprehensive view of a company’s
performance over three months (a quarter). These reports help
organizations assess the progress toward their long-term goals and identify
any areas that need improvement. Quarterly reports are crucial for
evaluating trends and making strategic decisions for the next quarter. In
the context of financial institutions, these reports help track key metrics
such as customer visits, new accounts opened, loan disbursements, and
cash flow, offering a broader perspective on the organization's
performance. 6

)

A quarterly report typically includes:

e Quarter Ending Date: The end date of the quarter, for

March for Q1 or 30t June for Q2.

e Key Metrics: Data for new accounts opened, loan disb

inflows, and cash outflows over the entire quarter

e Quarter-over-Quarter Comparison: A compari
current quarter to the previous quarter SQ' nderstand growth or

decline.

e Key Insights or Issues: Highlights of si

or opportunities observed during the\ arter.
o\

*

O

AN

ple, 31st

sements, cash

of the data from the

ﬁcant achievements, issues,

Number Loa .&\U’ Quarter-
Quarter of New Disbu gg‘ent Cash Flow | Cash Flow over-
Ending | Accounts In (}) Out (3) Quarter
Opened Q Change
Q1 - I +5% Sales,
March 1000 (§ 30,000,000 | 100,000,000 | 90,000,000 | +8% Loan
2022 X\) Disbursed
02 - June ) +20% Sales,
2022 Q&O 35,000,000 | 110,000,000 | 95,000,000 | +16.7% Loan
. Disbursed
Q3 - €>\" -4.2% Sales,
Septembe 1150 33,000,000 | 105,000,000 | 92,000,000 | -5.7% Loan
2 Disbursed

o Ner of New Accounts Opened: This column tracks the total

ber of new accounts opened during the quarter. An increase in new

accounts is a good indicator of growth and the effectiveness of
marketing or customer outreach efforts.

e Loan Disbursement: This column records the total loan amount
disbursed during the quarter. A rise in disbursements indicates a
higher demand for loans, which could be due to better financial
conditions or successful promotional efforts.

e Cash Flow In: This column shows the total cash inflows for the quarter,
which may include customer deposits, loan repayments, and other
sources of income.
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e Cash Flow Out: This column tracks the cash outflows for the quarter,
such as loan disbursements, operational costs, and other expenses.

e Quarter-over-Quarter Change: This column compares the data of the
current quarter to the previous quarter. For example, an increase of
+20% in sales from Q1 to Q2 would indicate significant improvement in
the business performance.

Use of Quarterly Reports in Financial Context

¢ Tracking New Accounts: By tracking the number of new accopwnts
opened every quarter, businesses can measure the effectiveness oftheir
marketing strategies. A rise in new accounts indicates growt]% ile a

decline may prompt further investigation.

e Loan Disbursement Status: Quarterly reports help &erstandmg
the lending activity of an institution. menitoring loan
disbursements, businesses can assess whether t and for loans is

increasing or decreasing and adjust their stra e@s accordingly.

e Cash Flow Monitoring: Monitoring cash flow on a quarterly basis
helps ensure that the business maji s healthy liquidity. A
significant drop in cash inflows or a rigenin*cash outflows could indicate
potential financial issues that need i{@ediate attention.

e Performance Comparison: Co @mg the data from one quarter to
another helps businesses ev ‘ék the progress toward annual goals.
This analysis helps in iden g trends and making strategic decisions
for the upcoming quarter&

5. Annual Reports 6

An Annual Report p s a comprehensive overview of the organization's
performance over, h%

by businesses ‘9& Valuate their annual achievements, assess financial
performanc d plan for the future. Annual reports help decision-
makers, k&holders, and managers understand the long-term trends,
challe@s, and successes of the organization. In a financial context,
annyal reports track customer visits, new accounts, loan disbursements,
&ash flow over a year, providing a broader view of the organization's

rall performance.

ourse of an entire year. It is a key document used

An annual report typically includes:

e Year Ending Date: The date marking the end of the year (e.g.,
December 31)

e Key Metrics: Data for new accounts opened, loan disbursements, cash
inflows, and cash outflows throughout the entire year.

e Year-over-Year Comparison: A comparison of the data with the
previous year, showing how the business has progressed.
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Key Insights and Achievements: Highlights of significant milestones,
successes, or challenges faced during the year.

Future Goals: Goals or strategies for the coming year based on the
performance and data from the current year.

Number Loan
Year of New Disbursement Cash Flow Cash Flow | Year-over-Year
Ending | Accounts ) In () Out (3) Change
Opened
+10% €s,
2022 5000 120,000,000 | 450,000,000 | 400,000,000 | +12% an
D1sb}12§AQ$
+10%N\~ Sales,
2023 5500 135,000,000 | 500,000,000 | 420,000,000 + Loan
(j)h bursed

Number of New Accounts Opened: This colum@t?acks the total
number of new customer accounts opened thro@hout the year. An
increase in the number of new accounts fro 22 to 2023 indicates
growth and effective customer acquisition egies.
Loan Disbursement: This column re@ls the total loan amount
disbursed over the year. An increa@in disbursements suggests a
higher demand for loans and coul indicative of an effective lending
strategy or improved market co &I}mns.
Cash Flow In: This column %%(Ns the total cash inflows for the year,
which may include cus deposits, loan repayments, and other
income sources. A s % increase in cash inflows indicates good
liquidity managem 6
Cash Flow Out column tracks the cash outflows for the year,
such as loan% rsements, operational expenses, and other costs.
Maintainin lance between inflows and outflows is essential for the
orgamza@ financial health.
Year- ear Change: This column compares the data from the
t year to the previous year. For example, an increase of 10% in
@gs from 2022 to 2023 indicates positive growth, and the loan

is lending more and experiencing higher demand.

% bursement has also increased by 13%, showing that the organization

Use of Annual Report in Financial Context

Tracking Growth: The annual report is an important tool for
evaluating the growth of the business. By comparing key metrics such
as new accounts opened and loan disbursements, the report helps
measure progress and success in achieving business goals.

Financial Health: The cash flow data in the annual report gives a clear
picture of the financial health of the organization. Positive cash inflows
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and controlled cash outflows suggest that the organization is managing
its finances well and has enough liquidity to support its operations and
future growth.

e Year-over-Year Comparison: By comparing the data of the current
year with the previous year, trends can be identified, and management
can assess how well the business has performed in different areas, such
as sales, customer acquisition, and loan disbursements.

e Strategic Planning: The annual report provides key insights that are
useful for strategic planning in the coming year. It helps in se@ng
future goals and objectives, planning for expansion, and q%@ting
based on the performance of the current year. ‘\%

6. Ad-hoc Reports \Q\

Ad-hoc reports are reports that are created on demanQ as needed, to
address specific questions or problems that arise un@kpectedly. Unlike
daily, weekly, monthly, or quarterly reports, ch are regularly
scheduled, ad-hoc reports are generated to fulfil s fic requirements that
cannot be predicted in advance. These rep 1@ re flexible and can be
tailored to include only the data necessary swer a particular query or
support decision-making. In many or a@ations, these reports are used
for problem-solving, investigating isspga; or responding to urgent requests.

The format of an ad-hoc repor @Qighly flexible and depends on the
specific need or request. Ho e& typical elements of an ad-hoc report
include: &

e Report Request: A cle@%escription of the issue or question that needs
to be addressed.

e Data Summa %elevant data gathered and analysed to answer the
specific que

o Findingﬁcommendations: Insights derived from the data, along
with p#ssible solutions or recommendations.

e Co Q{ons: Summary of the report's findings, often with action points
o isions.

c request to understand the loan disbursements for the last month,
specifically to see how they compare with the previous month's data. An
ad-hoc report can be created with the following data:

%%nple: Imagine you work at a financial institution, and there is an ad-

Month Loan Disbursement (X) | Month-over-Month Change
Nov-22 25,000,000 -
Dec-22 28,500,000 14%
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e Report Request: The request is made to compare the loan
disbursements of November 2022 and December 2022 to identify if
there was an increase or decrease in loan activity.

e Data Summary: The data for both months is gathered, showing the
total loan disbursement for each month.

e Findings/Recommendations: The data is analysed, and it is found
that loan disbursements increased by 14% in December. This suggests
a possible growth in demand or successful marketing strategies during
the holiday season. @6

Use of Ad-hoc Reports in Financial Context \Q

¢ Responding to Urgent Requests: Ad-hoc reports are \gated to
answer specific and urgent questions that arise u xbectedly. For
example, if there is a sudden inquiry about the lo rgerformance or
cash flow of a particular customer, an ad-hoc rep&an be created to
address this need immediately. @)

e Problem Solving: These reports are often u&:i\to analyse problems or
investigate issues. For example, if a su rop in sales or customer
satisfaction is noticed, an ad-hoc rep n be created to analyse the
underlying causes and recommend@ ions.

e Data Customization: Since a@c reports are flexible, the data
included can be tailored to addfess a particular question or concern.
This makes these reports @a le when specific, detailed information
is needed, without the ne&or a full, structured report.

e Actionable Insights: hoc reports help generate insights that can
lead to immediate ons. For example, an ad-hoc report identifying
poor loan disbu@nent rates for a particular branch can prompt an
investigation )§§ operational issues or allow management to implement

ures quickly.

correctiw§q
KEY ELEM@ OF AN MIS REPORT

An MI Q‘;anagement Information System) report provides valuable
inforé’dn that helps in the decision-making process within an organization.
Th ports are generated regularly to summarize data, track key metrics,
e@%elp management understand the performance of the business. To
ensure the report is effective, certain key elements must be included.

1. Title: The title of an MIS report clearly indicates what the report is about.
It should be specific and descriptive to give the reader an immediate
understanding of the report's content. For example, a report titled “Monthly
Sales Report” immediately lets the reader know that the report will focus
on sales data for that particular month.

2. Executive Summary: The executive summary provides a brief overview of
the main findings and highlights of the report. It is usually written after
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8.

the report is completed but placed at the beginning. This section should
give a quick insight into the most important data and conclusions for top
management or decision-makers, allowing them to understand the key
points without reading the entire report.

Objectives: The objectives of the report state the reason for its creation. It
explains what the report intends to achieve, such as tracking sales
performance, analysing customer satisfaction, or reviewing financial
expenses. The objective sets the tone for the report and ensures that the
data presented aligns with the purpose of the report.

Data and Metrics: This section includes the raw data collected the
Key Performance Indicators (KPIs) being tracked. It provides the. of the
report, often presented in tables, graphs, or charts. The data include
sales figures, customer feedback, financial expenses &b’ production
numbers, depending on the objective of the report. g data must be
accurate, relevant, and organized in a way that is ea understand.
Analysis and Interpretation: After the data is ented, an analysis is
done to explain what the data means. This section discusses trends,
patterns, and insights observed from the d Qhe analysis may compare
the current data to previous periods, a%&ds, or highlight areas for
improvement. The purpose of this section is to help decision-makers
understand the significance of the {@ and how it can be used to make

the report. It reflects on the&tanalysis and presents a summary of the
results. This section he the reader to focus on the most important
takeaways from the re and draws attention to any significant outcomes
or issues. %
Recommendatio‘{& Based on the conclusions, recommendations are
made to i e performance or address any issues identified.
Recommend ns should be clear, actionable, and based on the data and
analysis! example, if the report finds that sales are lower than expected,
a recemiiiendation might be to improve marketing strategies or focus on
S customer segments.

endices: Appendices contain supplementary information that
supports the report but is not included in the main body. This may include
detailed data tables, extra charts, or information on the methodology used.
Appendices allow the main report to remain concise while still providing
all the necessary information for those who need it.
References: If external sources have been used in preparing the report,
references should be provided. This could include books, research papers,
or other reports that were used to gather information. Proper referencing
is important for acknowledging the original sources and avoiding
plagiarism.

decisions.
Conclusions: The conclusior@&lon summarizes the main findings from
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PRACTICAL EXERCISE

Activity 1: Group discussion on how to identify Types of Reports.

Material Required:

Chart Paper or Whiteboard
Markers/Pens

Printed or Displayed Sample Reports (can be simple examples showing

Daily, Weekly, Monthly, etc.)

e Table or chairs arranged for group seating %
Procedure: . (';Q
1. Divide students into small groups of 3-4 members each. \Q\
2. Provide each group with sample reports (can be printed th'}played).
3. Each group observes the report's time frame, content, %d structure.
4. Groups discuss the following questions: ‘Q
e What type of report is this? (Daily, Weekly, etcs‘)\'o
e How do you know? (Based on date range, fréuency, or headings)
e Why is this type of report useful?
5. Each group shares their observations with,the class.
6. Teacher provides feedback, clarifies 51 ts, and summarizes how to
identify different types of reports. K\
7. Student prepare individual Writexg’on what they understood by
highlighting their learnings. @
8. Submit write to the teacher

Activity 2: Prepare a Sim@aﬂy or Monthly Report.
Material Required: %

Excel Sheet (or pégx\r'l paper if computers are not available)
Dataset for ice (provided below)

Pen/Pe

Chart éer (optional for handwritten reports)

GRADE-XI

[ ]

Sam%@ataset:

Q Date Ac::v::’n ts Loan Cash Cash

Disbursed () | Inflow (3) | Outflow ()
Opened

01-07-2025 10 5,00,000 15,00,000 | 10,00,000
02-07-2025 15 7,00,000 18,00,000 | 12,00,000
03-07-2025 12 6,00,000 16,00,000 | 11,00,000
04-07-2025 8 4,50,000 13,00,000 9,00,000
05-07-2025 20 8,00,000 20,00,000 | 14,00,000
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Procedure:

1. Option A (Daily Report): Students can copy the table as it is, organize it
neatly in Excel or paper, and add a small summary below.
2. Option B (Monthly Report): Students should:
e Calculate the Total New Accounts, Total Loan Disbursed, Total Cash
Inflow, and Total Cash Outflow for all days combined.
e Present it in a Monthly Report format:

New

Month Accounts . Loan Cash Inflow Ca
Disbursed (%) ) Ou )

Opened

*

\\J

3. Students present their reports (verbally or submit for ch«Q}Q{g)
4. Discuss and correct common mistakes if any.
5. Teacher summarises the key points and learnings.

Activity 3: Class Discussion on Spot the Errors — {f&ents of an Effective
Report. @)
Material Required: s

e Sample Report with intentional errors(gromded below with intentional

errors) K\
)

e Whiteboard/Blackboard X

e Markers or Chalk %(b
h

e Printed or projected copy cq
Sample Report with Errsc{@

report for students (optional)

Daily Report - Apana\ na Bank Branch
Date: Sth July 2025

New <%}an Cash Inflow Cash Out
Accounts ‘Q ) Disbursed Flow
SN2 | 750000 | 1800000 1700000
)

Surﬁ: Today’s performance was good. Cash inflow and out flow is
bal

Procedure:

Show the sample report to the class.

Ask students to observe carefully and find errors.

Encourage students to raise their hands and share the errors they notice.
Write the spotted errors on the board.

Correct the report:

kW=

e Correct spellings
e Add currency symbols (3)
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6. Qu

Format numbers properly (7,50,000)

Improve the summary with clear, short sentences
ick Recap — Elements of an Effective Report.
Accurate headings and labels

Correct spelling and grammar
Use of currency/unit symbols

Proper number formatting

e Clear, short summary or conclusion Q)b
e Neat structure and alignment . \(';Q
CHECK YOUR PROGRESS \SQ
A. Fill in the Blanks Q
1. MIS reports help decision-makers make Q&isions based on
real-time data. @)
2. In an MIS report, data is summarized and plsq%%nted in the form of
, charts, and graphs. O
3. A report helps track daily ivities and operations in
businesses like banks or financial i;\s tions.
4. reports compare the pc@rmance of the current week to the
previous week to track progre )
5 4§s report provides a brief overview of the

. The section of a
main findings and highlig&

B. Multiple Choice Questi (MCQs)

1.

What is the primar{' pose of an MIS report?

a) To entertairk\e'%loyees

b) To sum iZze data and help in decision-making

c) To tra mployee attendance
d) ’E@lte company policies

2. of the following is NOT typically included in a daily MIS report?

QQ)

Number of new accounts opened
b) Cash flow in and out
c) Sales performance
d) Year-over-year change

What type of report helps in evaluating long-term trends and making
strategic decisions?

a) Daily report
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1.

b) Monthly report
c) Quarterly report

d) Annual report

Which of the following is NOT a key element of an MIS report?

a) Title

b) Executive Summary

c) Detailed company policies 6
d) Recommendations . (.;QQ)
What is the most important function of a weekly MIS repa@\\

a) To evaluate employee performance Q

b) To track day-to-day activities %]

c) To assess short-term progress and trends \O

d) To compare with monthly data

C. State whether the following statemen@ True or False
i

. An annual report ¢

MIS reports are generated to track cal data and provide insights

for future planning.

. Monthly reports are used to ev@ﬁte short-term progress, typically

over the last few days.

. Quarterly reports are ma sed for immediate operational

adjustments and do n ack long-term goals.
res performance from one year to the next
and helps in settﬁi}{ong term goals.

. Ad-hoc reportS’\&re created on a regular basis and follow a set

schedule (b
D. Short Answ@uestions

1.
2.
3.

What the key elements that must be included in an MIS report?

Why'is the “Executive Summary” section important in an MIS report?
t is the difference between daily and weekly MIS reports in terms

How do quarterly reports help in tracking the performance of a

content?
QP

5.
6.

company?

What is the purpose of including recommendations in an MIS report?
How can ad-hoc reports benefit an organization in times of urgent
decision-making?

E. Long Answer Questions

1.

Explain the role of MIS reports in decision-making and how they help
organizations in strategic planning.
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2. Discuss the different types of MIS reports and provide examples of
situations where each type would be used.

3. Describe the process of creating an MIS report using Excel. What
features of Excel make it an effective tool for MIS reporting?

4. How can a company use data from weekly and monthly MIS reports to
improve its business operations and performance?

F. Check your Performance

1. Imagine you are working at a bank. Every day, new accounts are opened,
cash is deposited, and loans are given. Your manager needs to checkthis
information every day to make quick decisions. Which type of re{@ will
help your manager track this daily activity, and why is it impor.t@ ?

2. The bank’s head office suddenly asks your branch to sub@t a report
showing loan disbursements in the last 15 days becau b&y noticed a
drop-in loan number. What type of report should you %‘ are, and what
key element should be included to make it effective?
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SESSION 4: DATA VISUALISATION AND PIVOT TABLES

Data visualization is an essential skill that allows complex data to be
presented in a way that is easy to understand and analyse. In Excel, one of
the most powerful tools used for this purpose is the Pivot Table. A Pivot Table
is used to summarize, organize, and analyse large datasets, making it easier
to observe trends, patterns, and insights.

With Pivot Tables, data can be quickly grouped, filtered, and aggregated to
create meaningful reports. Instead of manually calculating totals, averages,
or percentages, Pivot Tables allow these operations to be done automatiéally.
This makes it possible to work with large amounts of data in a way.t%Qwould

otherwise be time-consuming and complex. \Q\\
Pivot Tables are commonly used in various fields such as ﬁ%ss, finance,
and education to create Management Information Sys (MIS) reports,

analyse sales performance, track inventory, and much@wre. They can be
used to answer key questions like “Which products ]i\@s the highest sales?”,
“What is the average score of students across subgsts?”, or “How is the cash
flow performing over different months?”

CREATING PIVOT TABLES @

A Pivot Table in Excel is a tool that{g@ws large amounts of data to be
summarized and analysed easily. With'just a few clicks, a dataset can be
transformed into an interactiv, @sport, making it easier to view and
understand the data. In this sec , we will look at how to create a Pivot Table

step by step. 6%

Steps to Create a Piv ’@le

1. Select the Data Wge: The first step in creating a Pivot Table is to select
the data range {&t needs to be analysed. The data should be organized
into rows aréo umns, and each column should have a clear heading that

describe e data it contains. For example, if the data contains
infor ion about sales, the columns could be labelled as “Product”, “Sales
A ’, “Date”, etc.
Q% Product Amscﬁ::: @) Region Date
Product A 10,000 North 01/01/2023
Product B 5,000 South 01/01/2023
Product C 8,000 East 02/01/2023

2. Insert a Pivot Table: After selecting the data, the next step is to insert the
Pivot Table. This can be done by following these steps:
e Click on the Insert tab in Excel's ribbon.
e In the Tables group, click on PivotTable.
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e A dialog box will appear asking for the range of data. The selected range
will be automatically filled in the dialog box. The Pivot Table can be
placed either in a new worksheet or in an existing one.

3. Choose Pivot Table Fields: After inserting the Pivot Table, the PivotTable
Field List will appear on the right side of the screen. The field list contains
all the column headings from the selected data. These fields can be dragged
and dropped into the four areas of the Pivot Table:
¢ Rows: Data placed here will be shown as rows in the Pivot Table.

e Columns: Data placed here will be shown as columns in the Pivot T@le.

e Values: Data placed here will be summarized (e.g., summed, %@ged,
counted) in the Pivot Table. ‘\%

e Filters: Filters allow users to view specific data bassp\@n certain
criteria.

Example: Drag Product into the Rows area to see sal y product.
Drag Sales Amount into the Values arei@ calculate total sales.

Drag Region into the Columns areé‘to see the sales in each

region.
4. Customize the Pivot Table: Once tk@ot Table is created, it can be
customized: .
e Summarize Data: The Values \d can be changed to display data in
different ways. For exampl default setting is to sum the data, but
it can also be changed to the average, count, or percentage.

e Sort Data: The Piv Qi‘able data can be sorted in ascending or
descending order to ighlight the most important data.

e Filter Data: Ad%s%ters to the Pivot Table to view only the data that
meets certain €riferia.

CREATING ANQ&\EPORT WITH PIVOT TABLES AND VISUALS

Step 1:Se;@t e Data

ider a dataset that contains sales data, including product
% mes, sales amounts, regions, and dates. The following dataset can

Q% be used as an example:

Product | Sales Amount () Region Date
Product A | 10,000 North 01/01/2023
Product B | 5,000 South 01/01/2023
Product C | 8,000 East 02/01/2023
Product A | 15,000 North 03/01/2023
Product B | 12,000 South 03/01/2023
Product C | 10,000 East 04/01/2023

155



MIS DATA ANALYST - FINANCIAL SERVICES GRADE-XI

Product A | 20,000 West 05/01/2023
Product B | 18,000 West 06/01/2023
Product C | 25,000 North 07/01/2023

Step 2: Create a Pivot Table
a) Select the Data: Highlight the entire dataset, including column
headings.
b) Insert Pivot Table: Go to the Insert tab on the Excel ribbon and

click on PivotTable. Select the option to create the Pivot Table in a
new worksheet. 6

c) Choose Fields for Pivot Table: \QQ

0 Sample *

@~ o o A

2(2]e
E

~

B ®Jan R
oRgd

b
k=1
D

To build a report, choose fields
from the PivotTable Field List Product

Rows: Drag the Product field into the Rows section tﬁ{g%)up the
data by product.

Columns: Drag the Region field into the Colqu section to see
the data by region. %)
Values: Drag the Sales Amount (%) field i{i@ e Values section to

calculate the total sales for each prodL;{ each region.

= :( PivotTable Fields ks

Choose fields to add to report:

€ D E F G H | J K L M N

Category
Price (3)
Quantity Sold

Region

Drag fields between areas below:

FILTERS COLUMNS

ROWS VALUES

Defer Layout Update v

g
0\\, Fig. 3.2: Sample pivot table

Step 3: Custogb the Pivot Table
m

arize by Sum: The default setting will sum the sales

[ ]
Qg;ues. If it doesn’t, right-click the Values field, select Summarize
C)\ Values By, and choose Sum.

P

Formatting: The numbers can be formatted to display in
currency format for better readability.

gep 4: Add a Pivot Chart for Visual Representation

Select Pivot Table: Click anywhere inside the Pivot Table.
Insert Pivot Chart: Go to the Insert tab, and select a Pivot Chart
from the Charts section. Choose a Column Chart, which is
suitable for comparing sales across regions.

Customize the Chart: The chart will appear next to the Pivot
Table. You can format the chart to enhance readability:
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e Add chart titles, such as “Sales Performance by Product and

Region”.

e Label the axes (e.g., “Regions” for the X-axis and “Sales (})” for
the Y-axis).

o Use different colors for each region to make the chart visually
appealing.

Step 5:Visualize and Interpret the Data
The Pivot Chart will help visualize the sales data for each product
across different regions. Based on our dataset: b
e Product A has the highest sales in North and West regiow\g
e Product B has a significant presence in the West regign®
e Product C has a balanced performance between Nc@ nd East.
e The total sales for each product across all regi C
analyzed in the Pivot Table, providing an oveI@l picture of sales
performance.
Step 6: Apply Filters or Slicers (Optional) \O

an also be

Filters and slicers can be used to intera€®) with the Pivot Table and
Pivot Chart dynamically: g

e Filters: Drag the Date field ihtothe Filters area. This allows to
filter the data by a specific ‘{\&th or time period.

e Slicers: Add Slicers by G{'&lng on the Insert tab, selecting Slicer,
and choosing fieldsW\li Product or Region. Slicers provide
buttons that allow &:tive filtering of the data.

ANALYZING AND SUMMA G DATASETS
Example 1: Analysing @és Data by Region and Product

Dataset: Let’ ss%§5nsider a sales data set containing sales transactions
for differ@'&o oducts in various regions:

\&oduct Ams:i:: Q) Region Date
C)\ Product A 10,000 North 01/01/2023
% Product B 5,000 South 01/01/2023
% Product C 8,000 East 02/01/2023
Q Product A 15,000 North 03/01/2023
Product B 12,000 South 03/01/2023
Product C 10,000 East 04/01/2023
Product A 20,000 West 05/01/2023
Product B 18,000 West 06/01/2023
Product C 25,000 North 07/01/2023

Insert a Pivot Table:

e Rows: Add Product
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Columns: Add Region
Values: Add Sales Amount and set it to Sum to calculate total sales
by region and product

Interpretation:

Insights:

Product A is the highest-grossing product in both the North and
West regions.

Product B has low sales in the South, but higher sales in the West.
Product C has strong sales in the North and East, showh@a
balanced performance across these regions. <
The Total Sales across all regions and products a@ts to

2141,000. O
Q\\}

Q@ it’s particularly

>indicating it may have

Product A has the highest overall sales,
successful in the North.

Product C performs well in multiple regios@
a broader market appeal. %

The South region seems to be und orming in comparison to the
other regions, especially for Procki@.

*

Example 2: Analysing Student Marks Q@ubject and Class

Dataset: Let’s assume a s
different subjects and st

Student @ English | Science Grade
Name % rks Marks | Marks

Jay K& 85 90 88 11A
Mahésh 92 88 91 11B
VA 80 85 90 11A
{\Baban 75 78 80 11B
P Karan 90 87 95 11A
C) Dhavan 82 83 89 11B

)
"

In

p?\g{lt marks dataset from a school for

s across two classes.
A

sert a Pivot Table:

Rows: Add Student Name

Columns: Add Subject

Values: Add Math Marks, English Marks, and Science Marks and set
them to Average to calculate the average marks for each student
across the subjects

Filters: Add Grade to see the data by Grade

terpretation:
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e Mahesh has the highest average marks, followed by Karan

e Baban has the lowest average marks, particularly in Math and
English.

e Jay and Ali have relatively balanced scores across all subjects, with
slightly better marks in English and Science

Insights:

e Mahesh seems to be performing exceptionally well in all subjects
achieving the highest average.

e The lowest-performing student is Baban, whose marks in Wand
English seem to be dragging his overall average down.

e Based on the class filter, teachers can look at all class
performance in each subject and identify areas of i ement.

APPLYING FILTERS AND SLICERS IN PIVOT TABLES (%)

Filters and slicers are used in Pivot Tables to hel le the data more
interactive. By applying filters and slicers, users 0%1@;13 on specific parts
of the data without altering the entire dataset. @—nakes it easier to analyse
certain segments of data based on different @t 1a

Filters in Pivot Tables: Filters in a Pivot
data to be displayed. This can help in fg ing on particular details, such as
filtering data for a specific region or@e period.

e allow users to select specific

Apply Filters:

e After creating a Pivot Ta @he PivotTable Field List will appear
e Drag a field (e.g., Reg te, or Product) into the Filters area

e The Filter will appe e the Pivot Table.

e Click on the dro%é&wn arrow in the filter box and select the data you want

to see. \
Q
&

Steps:

e To f@le sales data by Product B, drag Product into the Filters area.
e Cl e drop-down arrow in the filter box, and select Product B.
@DWO‘C Table will now show only the sales data related to Product B.

Slicers in Pivot Tables: Slicers provide a more visual way to filter data.
Slicers allow users to select categories directly from a button interface,
making it easier to filter the data interactively. Slicers are especially useful for
filtering data by multiple categories while keeping the structure of the Pivot
Table unchanged. They provide an interactive way to quickly narrow down
information, making analysis faster and more intuitive.

Apply Slicers:
e Click anywhere inside the Pivot Table.
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Go to the Insert tab on the Ribbon.

In the Filters group, click on Slicer

In the Slicer dialog box, select the field (e.g., Product, Region) you want to
create a slicer for.

Click OK.

A slicer box will appear with buttons for each category in the selected field.
You can click these buttons to filter the data

Example: Applying a Slicer to Filter by Region:

Using the previous sales data, a Region slicer can be added to glt@wot
Table. This slicer will allow the user to quickly filter data by regidghy

A slicer will be created with buttons like North, South, East, West.
Clicking on any button (e.g., North) will instantly filter tQ\avot Table to
show only the sales data for the North region.

Multiple regions can also be selected at the same tiIﬁQo compare them.

Benefits of Using Filters and Slicers: \,O

N

Interactivity: Filters and slicers allow use@focus on specific parts of
the data, making the analysis more intepastive. They provide a quick way
to explore data without changing the 1 @

Clear and Visual: Slicers provide a; e visual and user-friendly way to
filter data compared to tradition ers. They can be particularly useful
for presentations or when sha @» reports with others.

Enhanced Decision-Making:® Filters and slicers allow managers or
decision-makers to view cific segments of data, making it easier to
identify trends or spog\'@ues in a specific area.

PRACTICAL EXQ&&ISE

Activity: Devel Reports with Pivot Visuals.

Material Re@ir d:

Com or Laptop with MS Excel installed

dataset (e.g., Sales data with Product, Region, Sales Amount)
jé€ctor (optional, for class demonstration)
en and notebook for taking notes

Procedure:

1.

Provide the Dataset i.e. share a ready-made Excel sheet with data such as
Product, Region, Sales Amount, and Date.

. Ask students to open the dataset in Excel.

. Create a Pivot Table:

e Highlight the entire dataset.
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e Go to the Insert tab, click on PivotTable, and select New Worksheet.

e Drag relevant fields:
Product - Rows
Region — Columns

Sales Amount — Values (to sum total sales)

4. Insert Pivot Chart: With the Pivot Table selected, go to the Insert tab,
choose Pivot Chart (e.g., Bar Chart or Column Chart) to visualize the data.

5. Customize the Report: 6
e Add filters like Date if needed. \QQ)
e Format the chart (add titles, labels). ‘\(O

6. Ask students to observe trends in sales by product and r. g&g using the
chart. é
%

7. Discuss how such visuals help in decision-making. \Q

CHECK YOUR PROGRESS \\0
A. Fill in the Blanks Questions §
1. Pivot Tables allow users to @t based on multiple fields like
rows, columns, and values. \
2. A allows the data to nalyzed dynamically by grouping
and summarizing it. <
3. are used in Pi dé'\fables to filter data and display only
relevant information. é
4. A chart is n used in conjunction with a Pivot Table to
visually represent ata.
5. The s@ n in a Pivot Table is used to place the fields you

want to sumrrﬁésize, like totals or averages.

B. Multiple h@a Questions (MCQs)
1. Wha@fhe main purpose of a Pivot Table in Excel?
a@ create formulas automatically
To summarize and analyse large datasets
Q c) To format cells and make them look visually appealing
d) To create custom charts and graphs
2. Which of the following is NOT a typical feature of a Pivot Table?
a) Summarizing data

b) Creating automated reports

c) Filtering data by specific criteria
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C.

D.

E.

d) Performing data entry tasks
3. How can Pivot Tables help businesses?
a) By manually entering data for analysis
b) By summarizing key metrics and trends for decision-making
c) By only providing visualizations

d) By storing large datasets

4. Which chart is commonly used to visualize Pivot Table data? 6
a) Line chart . ‘Q
b) Column chart \Q\\
c) Scatter plot QQ
d) Pie chart %]

5. What is the first step in creating a Pivot Table'g\o

a) Inserting a Pivot Chart éO
b) Selecting the data range

c) Filtering the data

d) Grouping the data ‘K\‘@

State whether the following t’é\éments are True or False

1. Pivot Tables automatlca&pdate when new data is added to the
dataset.

2. You can only sum &3 data in Pivot Tables by summing the values.

3. Filters and slicer% ow you to view only specific parts of the data in a
Pivot Table. 5’\\.

4. Pivot Tabl s&@n only be used for numerical data and cannot be used
for text;baged fields.

5. Once %Pivot Table is created, you cannot change the layout or
a move fields.

S nswer Questions

ow do Pivot Tables help in summarizing large datasets?

2. What is the difference between a row and column in a Pivot Table?

3. What are the key steps involved in creating a Pivot Table in Excel?

4. How do you apply filters to a Pivot Table, and why is it useful?

5. How can a Pivot Chart enhance the visual representation of data in a
Pivot Table?

6. What is the use of slicers in Pivot Tables, and how do they improve user
experience?

Long Answer Questions
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1. Explain the process of creating a Pivot Table in Excel and how you can
use it to analyze sales data by product and region.

2. Discuss the advantages of using Pivot Tables over traditional manual
data analysis techniques in business decision-making.

3. How can Pivot Tables be used in a school setting to analyze student
performance across different subjects and classes? Provide an example
of how this would be set up.

4. Describe the steps to create a comprehensive MIS report using Pivot
Tables and Pivot Charts. Include how filters and slicers enhanc e
report’s interactivity. %)

F. Check Your Performance . éo
N

1. You are given a sales dataset of different products sold @SS various

regions with the following columns: Q
. Sales Qu&?@y
Product Region Amount (3) 60 4
Laptop North 75,000 \v S
Phone South 40,000 10
TV East 55,000 4
Laptop West 80,@ 6
Phone North 425000 9
TV South 605000 5
. \ .
a) You need to create a P%@Fable to: Summarize the total Sales
Amount for each Proc@ vy Region.
e Apply a Filter to display only the “North” and “South” regions.
e Add a Slicer to data by Product.

b) How can the a able and Slicer help you quickly analyse sales
trends for §& ific regions and products?
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MODULE 4: ADVANCED EXCEL FOR ANALYSIS AND
DASHBOARDS

Excel is one of the most widely used tools for working with data, from simple
calculations to complex data analysis. While basic Excel skills can help
manage and manipulate data, advanced Excel features are crucial for
analysing complex data sets and creating professional reports. As students
begin working with more data in school projects or real-life scenarios, they
may encounter large volumes of data that need to be analysed and preseé&ed
effectively. This is where advanced Excel techniques become essenti %)

Advanced Excel for Analysis and Dashboards helps users take r Excel
skills to the next level by introducing more powerful tools for }?a analysis
and visualization. This module will focus on advanced Ex nctions and
tools that allow users to gain insights from their data, sgmarize complex
information, and present it in visually appealing dashbo&s. Dashboards are
a combination of charts, tables, and data that ‘axe used to track key
performance indicators (KPIs) and make decision- ing easier for managers,
analysts, and businesses. %

In today’s world, data is collected in vast @ounts every day. Businesses,
governments, and other organizations nstantly gathering data to make
informed decisions. With Excel’s nced features, users can quickly
summarize large amounts of dat transform it into useful insights. For
example, financial data, sale formance, student grades, and market
trends can all be organized analysed using advanced tools in Excel. This
allows businesses and or ations to make data-driven decisions that are
based on facts, rather guesses or assumptions.

This module is divi/?' into four session viz; Session 1 deals with advanced
lookup functio % ch as VLOOKUP, HLOOKUP, INDEX, and MATCH to
perform com r(@nsive data searches and analysis. Session 2 focuses on the
development \éf daily and weekly MIS reports using Excel functions,
formatt@\tools, and visual representation techniques. Session 3 introduces
adva pivot table functionalities and the foundational concepts of
woard design. Lastly, Session 4 culminates in the preparation of monthly

reports and the creation of basic interactive dashboards using charts,
tables, and slicers in Excel.

164



MIS DATA ANALYST - FINANCIAL SERVICES GRADE-XI

SESSION 1: ADVANCED LOOKUP AND DYNAMIC FUNCTIONS

In Excel, Lookup functions are essential tools used to search for specific data
within large datasets. While basic lookup functions like VLOOKUP are
commonly used, advanced functions provide more flexibility and accuracy,
helping users retrieve data from multiple tables or ranges. These functions
are especially useful in complex data analysis tasks, where quick and reliable
data retrieval is needed.

The functions (VLOOKUP, HLOOKUP, INDEX, and MATCH) allow users, to
search for information across rows and columns and return corres &ng
data. For example, VLOOKUP is used to search for a value in \%ertical
column of a dataset, while HLOOKUP is used for horizontal sea \s On the
other hand, INDEX and MATCH can be combined for more {l 'b}lty, allowing
for lookups in both rows and columns and even handlings more complex

scenarios. \QQ
ADVANCED VLOOKUP AND HLOOKUP \O

In Excel, VLOOKUP and HLOOKUP are comm ®\1'1$ed functions to search
for a specific value in a range and return rela e§

can perform an exact match or an approxi e match. When performing an
approximate match, Excel finds the clos )\Ialue that is less than or equal to
the lookup value. This type of match i Xful when working with ranges, such
as tax brackets, grading systems qbs%ommission tables.

A. Advanced VLOOKUP
The VLOOKUP functio @%)(cel is a versatile tool used to search for a

nformation. These functions

specific value in th column of a dataset and return corresponding
data from anoth umn in the same row. While the basic usage of
VLOOKUP is ive for straightforward lookups, several advanced

techniques @Kenhance its flexibility and performance. These advanced
features % or dynamic column references, error handling, approximate
matchi nd integration with forms and data validation tools.

Let> plore these advanced features of VLOOKUP with step-by-step
ples. Consider the dataset given below:
Q Student Name | Math Score Grade
Jay 85 B
Era 92 A
Vijay 76 C
Lila 88 B
Manu 95 A
Raju 80 B
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1. Approximate Match (TRUE): By default, VLOOKUP searches for an exact
match. However, it can also be used to find an approximate match when
the values in the first column are sorted. This approach is useful in
scenarios such as grading scales or tax brackets, where data is organized
into defined ranges.

Example: Find the grade of a student with a Math Score of 80, using the
approximate match to find the closest lower score.

Formula: =VLOOKUP (80, B2:C7, 2, TRUE) 6
e 80: The score that needs to be searched. \QQ
e B2:C7: The range of data (Math Score and Grade columns) ‘\%

e 2: The column number (Grade column) from which the \@ 1t will be

returned.
e TRUE: This tells Excel to find the closest match that is less than or
equal to 80. \Q

In a table with student scores, this formula WOI.}{(?@turn B for Raju since

80 is closest to his score, and he has a gradﬁ
2. Dynamic Column Index Using MATC. en the column from which
data must be retrieved changes frequ&Q , the MATCH function can be

<

used to determine the column
eliminates the need to manually
function, ensuring greater flexiBili

er dynamically. This approach
e the column index in the VLOOKUP
y and accuracy in data retrieval.

Example: Find the Grade of & student using a dynamic column index (if

Formula: =VLOOKUP ra”, A2:C7, MATCH ("Grade”, A1:C1,0), FALSE)

“Era”: The st \ﬁt’s name that needs to be searched.

o A2:CT: T@% ge to search through.
e MATCH (“Grade”, A1:C1, 0): This function finds the column index of the
“Gra@ olumn by matching the header name.

e F E: Exact match for the student name.

%formula will return A because it looks up Era’s grade in the Grade

Qc umn.

3. Error Handling with IFERROR / IFNA: When using VLOOKUP, an error
such as #N/A may appear if the lookup value is not found. This can be
avoided by wrapping the formula with IFERROR or IFNA to return a custom
message (like “Not Found”) instead of showing the error.

Example: If a student named Ravi is not found, display “Student Not
Found” instead of an error.
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Formula: = [FERROR (VLOOKUP (“Ravi”, A2:C7,2, FALSE), “Student Not
Found”)

e VLOOKUP (“Ravi”’, A2:C7,2, FALSE): The basic VLOOKUP to search for
David’s grade.

e [FERROR: If the VLOOKUP returns an error (because Ravi isn’t found),
it will display “Student Not Found”.

This formula will return “Student Not Found” if Ravi is not in the dataset.

4. Using Named Ranges for Flexibility: Named ranges make form@as
easier to understand and manage by assigning a meaningful na(\ o a
group of cells.

Example: Use Named Ranges to make your VLOOKUP forrr@ simpler.

Z

e Select the range of cells (e.g., A2:B6). \Q

Create a Named Range: (Fig. 4.1)

e Go to the Formulas tab — click Define Namé
e Type a name (e.g., Student Data) and cli@(.

-_—

File Home Insert Page Layout Farmulas Data Review View Developer Office Tab Acroba
fx Z L L L = =] Define Mame ~ i
Insert AutoSum Recently Financial Loglcal Text Date & Lookup & Math & Mare Mame 1
Function - Used - -  Time~ Reference~ Trig~ Functions~ Manager €5 Create from Selection |
Function Library Defined Mames
Al = I Student Name
B Sample =
2 B < E Mew NBI’T:E ) B ? - X | ! K
Student | Math Grade )
1 Name Score HName: StudentData|
2 Jay 85 B Scope: Workbook ~
E Era 92 A Comment:
2| Vijay 76 = B
5 Lila 88 B
6 Manu 95 A
7 Raju 80 B
8

Refersto: | _gheet15!5A51:5CS7 2]

[F=]
Q
=
o
o
E)
"
3

-
M =0

Fig. 4.1: Create a Named Range
Qﬁ'grmula ~VLOOKUP (“Lila”, StudentData,2, FALSE)

xS‘Q

e Student Data: This is the name of the range assigned to the table A2:C7.
e “Lila”: The student’s name being searched.

e 3: The column number where the grade is located.

e FALSE: Exact match for Lila’s name.

This formula will return B, which is Lila’s grade.

5. Embedding VLOOKUP in Data Validation / Forms: VLOOKUP can be
combined with Data Validation to create drop-down lists that change
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dynamically based on another cell’s value. This is helpful when building
interactive forms or dashboards where choices depend on earlier
selections.

Example: Use VLOOKUP in Data Validation to create a dynamic drop-
down list for students based on the selected category.

Create a Drop-Down List (Data Validation): (Fig. 4.2)

e Select a cell (e.g., D2) for student selection.

e Go to Data — Data Validation — List. Q)b
e In the source box, enter: =A2:A6. . éo
Home Insert Page Layout Formulas Data Review View Developer Office Tab Acrobat Power Pivot Q Tell me what

Get External Data Get & Transform Connections Sort & Filter Data Tools

D2 7 F
Data Validation ? *
B sample *
A E c __. Settings  Input Message  Error Alert | B J K L M M

Student | Math Grade Validation criteria
1 Name Score Allows:
2| Jay 85 B List .| @ 1gnore blank
3 Era 92 A Data u In-cell dropdown
4 Vijay 76 C between
5 Lila 88 B Source:
6 Manu 95 A =5SAS25A57 5
7 Raju 80 B
8
g |:| Apply these changes to all other cells with the same settings
10
11 Clear All Cancel
12 . : : . .
13

(§g. 4.2: Create a Drop-Down List (Data Validation)
Formula: = KUP (D2, A2:C7,3, FALSE)
e D2: ell used to select the category (e.g., a student’s name).

o A€}7 : The range containing data (Student Names and Grades).
o % he column index to return the grade.

1s formula helps to create a drop-down list where you select a student,
and the corresponding grade is automatically filled in.

6. VLOOKUP with Wildcards: Wildcards allow VLOOKUP to perform partial
matches. The asterisk (*) represents any number of characters, and the
question mark (?) represents a single character.

Example: Find a student whose name contains the letter L.

Formula: =VLOOKUP (“*L*”, A2:C7, 3, FALSE)
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o “*L*”: The asterisk * allows any number of characters before and after
the letter L, so it will match any name with “L” in it.

e A2:C7: The range to search.

e 3: The column index for Grade.

e FALSE: Exact match for the letter "L".

This formula will return B for Lily, since her name contains the letter L.
B. Advanced HLOOKUP in Excel
The HLOOKUP function in Excel works similarly to VLOOKUP, Witl'éhe

key difference being the direction of the search. While VLOOKUP hes
down columns, HLOOKUP searches across rows to locate a sp@c value
and return data from a specified row. ‘Q

Beyond basic lookups, HLOOKUP offers several advanced features that
improve its flexibility and functionality. These @de approximate
matches, dynamic row references using formul ike MATCH, error
handling with IFERROR, and integration with, naimed ranges for easier
management. These techniques are particulagl{ Wseful when working with
horizontal data layouts.

Let’s consider the following dataset: \©

*

Student Name | Jay Era é‘ﬁt‘{y Lila Manu Raju
]

Math Score | 85 | 920~ 76 | 88 | 95 80
Grade B W~ C B A B

1. Approximate Match in @ded Scenarios: The HLOOKUP function can
be used for approxirr@matches, especially when working with graded
data like score bafls, tax brackets, or rating systems organized
horizontally acr rows. When the data is sorted in ascending order,
HLOOKUP canéturn the best fit based on the closest lower value.

Examplef Find the grade for a score of 80, using the approximate match
to ﬁn@ Closest lower score, but applied across rows.
F

a: =HLOOKUP (80, B2:G3,2, TRUE)

%80: The score that needs to be searched.

e B2:G3: The range of data (with scores in the first row and corresponding
grades in the second row).

e 2: The row number (Grade row) from which the result will be returned.

e TRUE: This tells Excel to find the closest match that is less than or
equal to 80.

If you have a table where the first row contains different scores and the
second row contains corresponding grades, this formula will return B for
a score of 80.
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2. Dynamic Row Index Using MATCH: The MATCH function can be
combined with HLOOKUP to dynamically identify the row number from
which to retrieve data. This is especially helpful when working with large

datasets or when the structure changes frequently. Using MATCH avoids
hardcoding the row index in the HLOOKUP formula.

Example: Find the Grade of a student using a dynamic row index (if the
row header changes).

Formula: =HLOOKUP (“Era”, B1:G3, MATCH (“Grade”, A1:A3,0), FALSE)

e “Era”: The student’s name that needs to be searched in the ro @

e B1:G3: The range to search through. ‘\%
e MATCH (“Grade”, A1:A3,0): This function dynamically \ the row
index where the “Grade” is located by matching the h name.
e FALSE: Exact match for the student name. %)
This formula will return the grade for Era by sear61\19g across rows and
matching her name to the Grade row. \\
3. IFERROR with HLOOKUP: The HLOOKUP ion can return errors like

#N/A when the lookup value is not fom@. o manage these situations
more effectively and avoid confusin ror messages in a report or
dashboard, the IFERROR function C@e used.

IFERROR allows defining a fall-bak message or value if the lookup fails.

Example: If a student nam @avi is not found, display “Student Not
Found” instead of an error.

Formula: =IFERROR ( KUP (“Ravi”, B1:G3,3, FALSE), “Student Not

Found”) B\

e HLOOKUP (“l%éd” A1:G3,3, FALSE): The basic HLOOKUP function to
search for s grade across rows.

foun will display “Student Not Found”.
This & la will return “Student Not Found” if Ravi is not found in the
d

I@)DUCTION TO INDEX AND MATCH FUNCTIONS

In“Excel, the INDEX and MATCH functions are powerful tools used for data
lookup and retrieval. While VLOOKUP and HLOOKUP are commonly used to
search for values in rows and columns, INDEX and MATCH offer greater
flexibility and versatility. These two functions are often used together, but
they can also be used separately to perform complex lookups and data
retrieval.

INDEX Function

o IFERRé%IQf the HLOOKUP returns an error (because David isn’t
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The INDEX function returns the value of a cell in a specific row and column
within a range. Unlike VLOOKUP or HLOOKUP, the INDEX function does not
require the lookup value to be in the first row or column, making it more
flexible in dealing with large datasets.

Syntax: = INDEX (array, row num, [column num])

e array: The range of cells containing the data.

e row_num: The row number from which to retrieve the value.

¢ [column_num]: (optional) The column number from which to retrieve@e
value. This is required if the array contains multiple columns. (\Q

_Y

The MATCH Function \Q\\

The MATCH function searches for a specified value in a ran }1% returns the
relative position of that value within the range. It can be uggd to find the row
number or column number of a value within a range, Wﬁ@l can then be used

in combination with the INDEX function. \\'

Syntax: =MATCH (lookup value, lookup array@%tch type])

e lookup_value: The value to search for. @

e lookup array: The range of cells to s h within.

e [match type]: This can be set t or an approximate match (largest
value less than or equal to th up value), O for an exact match, or -1
for the smallest value greatéﬁan or equal to the lookup value.

A
Advantages of INDEX an &CH Functions

e Flexibility: Unlike%%OKUP or HLOOKUP, INDEX and MATCH can
search for valuesfih.any column or row, even when the lookup value is not
in the first co L@ or row of the dataset.

o Efficienc :QDEX and MATCH are often faster and more efficient,
especial@men working with large datasets. This is because they do not
nee b\ arch the entire range from left to right (or top to bottom).

o M ontrol: With INDEX and MATCH, users can specify exactly which

and column to retrieve data from, giving them more control over the
ookup process.

e Avoiding Limitations: VLOOKUP is limited in that it can only search for
values in the leftmost column of the table. INDEX and MATCH do not have
this limitation, which makes them more versatile for complex data analysis
tasks.

Using INDEX Function (Without MATCH)
Let’s start by using the INDEX function alone to retrieve a value from a specific

cell in a dataset.
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Product Price (X) | Quantity
Product A S50 100
Product B 30 200
Product C 40 150

To retrieve the Price of Product B using INDEX, apply the following formula:
=INDEX (B2:B4, 2)

e B2:B4 is the array containing the price values.

e 2 is the row_num where Product B's price is located (the second @in
the range).

e Result: The formula will return 30, which is the price of Pro@t B.

Using MATCH Function (Without INDEX) 0\,0

The MATCH function can be used to find the position of a v gwithin arange.
For example, to find the position of Product C in the Pﬁ@uct column, apply
the following formula: \O

=MATCH (“Product C”, A2:A4, 0) 6\

“Product C” is the lookup_value. é
o A2:A4 is the lookup array where th duct names are listed.

e O indicates that we are looking foz % exact match.

e Result: The formula will returr.]\@ hich means Product C is in the third
position in the range. Qo)

Combining INDEX and MAT unctions

While the INDEX and MAT: unctions can be used separately, they are often
combined for more fle lookups. The MATCH function can return the row
number (or columns{&umber) that is then used by the INDEX function to
retrieve the Value,&

Let’s use thesl X and MATCH functions together to retrieve the Price of
Product C the table:

=1NDE®:B4, MATCH ("Product C", A2:A4, 0))

ATCH (“Product C”, A2:A4, 0) will return 3, which is the row number
where Product C is located.
e INDEX (B2:B4, 3) will then retrieve the value from the third row of the
Price column, which is 40.
e Result: The formula will return 40, which is the price of Product C.

PRACTICAL EXERCISE

Activity 1: Perform advanced applications of VLOOKUP and HLOOKUP in
Excel.
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Material Required:

e Computer or Laptop with Microsoft Excel installed

e Pen and notebook (for noting formulas if required)

o Excel Worksheet containing the following two datasets:

Dataset 1: Student Scores and Grades

Student Name | Math Score | English Score | Science Score | Grade
Jayesh 85 78 92 B Q)b
Era 92 89 94 A N
Sanjay 76 81 70 N
Lily 88 85 90 OB
Mahesh 95 94 98 A
Vinay 80 82 88. 0 | B
~
Dataset 2: Monthly Region-Wise Performance
Month North South CEast West | Central
January 75 82 V7 68 90 85
February 78 85 W 72 88 87
March 80 90 O 75 92 89
April 85 887" 80 95 90
NG
Procedure: (b'

1. Open Excel and type the %&ent Scores and Grades (Dataset 1) in the cells
from A1l to E7. \}

2. Click on any emp‘@ and enter the VLOOKUP formula to find Vinay’s
Math Score. $\

3. Type Month@gion-Wise Performance (Dataset 2) in the cells from A9 to
F13.

4. Clicb an empty cell and enter the HLOOKUP formula to find the
pe ance for East Region in March.

5 @ate a drop-down for Student Names in cell G1.

6\ Display Math Score of selected students: Enter the formula in G2.

7. Display performance in March for that student’s row index. Enter the
formula in G3.

8. Show it to the teacher.

Activity 2: Find the Price of a Product using INDEX and MATCH.
Material Required:

e Computer or laptop with MS Excel installed
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e Pen and notebook for rough work (optional)

o Excel worksheet with the following table:

Product Name | Price (%)

Product A 150

Product B 200

Product C 300

Product D 250 6
Procedure: \QQ)
1. Open Excel and enter the data in two columns: ‘\(O

e Column A: Product Name (A2 to A5) QQ\'Q
e Column B: Price (B2 to BS)

2. In any empty cell (e.g., D2), type the formula using MﬁCH to find the row

number of Product C. L\
3. In the next cell (e.g., D3), use INDEX to@the price using the row
number.

4. Now, combine INDEX and MATCH in ajsingle formula to make it dynamic.
5. Press Enter.

Q

%)

6. Try changing “Product C” to @'er product name in the formula to test
different results. §

7. Show it to the teacher. 6*

Activity 3: Find the D ment of an Employee using INDEX and MATCH.
Material Required: 0\\,

o« Computer o@top with MS Excel installed

e Pen an@ﬁbook for rough work (optional)
« Exc rksheet with the following table:

%% Employee Name | Department Salary ()
Q Aman HR 50,000
Baban IT 60,000
Charan Finance 70,000
Dhavan Marketing 55,000
Procedure:

1. Open Excel and enter the data into three columns:

e Column A: Employee Name (A2 to A5)
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e Column B: Department (B2 to BS)
e Column C: Salary (C2 to C5)

2. To find the department of Baban, we will use MATCH to find the row
number of his name.
3. In an empty cell (e.g., E2), type the formula.
4. Now use the INDEX function to retrieve the department from Column B.
5. Now, combine the two functions in a single formula. 6
6. Press Enter. <
7. Try changing “Baban” to another employee's name in the forrg&@ to test
different results. \SQ
8. Show it to the teacher. Q
CHECK YOUR PROGRESS ‘QQ
A. Fill in the Blanks Questions \O
1. The function is used to search fof @ value in the first column
of a table and return a corresponding valwe 'from a different column.
2. In the INDEX function, the argument refers to the row
number from which to retrieve the @alue.
3. The function searc@br a value in the first row of a table
and returns a correspondin e from a different row.

4. The ____ function c combined with INDEX to provide a more

flexible way to perfor kups in Excel.
5. The VLOOKUP fun%&\ with an approximate match requires the

__________argu be set to TRUE.

B. Multiple Choice

Q\' tions
1. Which func @ can be used to find the position of a value within a
range?

a) Vv
DEX

q)oa? MATCH

Q 4 HLOOKUP

2. What does the range lookup argument in VLOOKUP do when set to
TRUE?

a) Performs an exact match
b) Performs an approximate match
c) Returns an error

d) Ignores the match
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3. Which function would you use to retrieve a value based on a specific
row and column from a range?
a) INDEX
b) MATCH
c) VLOOKUP
d) HLOOKUP

4. Which function allows you to perform a lookup in a horizontal tab]8
a) VLOOKUP ‘{\Q)
b) HLOOKUP \Q\(Q
c) INDEX Q\}
d) MATCH %4

5. What is the advantage of using INDEX and MA’I@Qogether'P
a) They only work with vertical data \'\'
b) They allow more flexibility than VLO(@P or HLOOKUP
c) They are slower than VLOOKUP i LOOKUP
d) They require fewer arguments(t@n VLOOKUP and HLOOKUP

C. State whether the following s ents are True or False

1. VLOOKUP can only perfo okups in vertical columns, not horizontal
rows. *

2. HLOOKUP is used t(@d a value in the first column of a table.

3. INDEX and MA’|§L an be used together to perform more complex
lookups than KUP.

4. The MATCH ction returns the actual value of the matched item, not
its positi N

5.

VLO with approximate match can return values that are greater
th lookup value.

D. Sho@ swer Questions
nghat is the difference between VLOOKUP and HLOOKUP in Excel?
3

4.

How can you use the MATCH function to find the row number of a
specific item?

. What are the advantages of combining INDEX and MATCH over using

VLOOKUP?
What does the range lookup argument in VLOOKUP do, and when
should it be set to TRUE?

. How can INDEX and MATCH functions be used together to perform a

lookup across both rows and columns?

E. Long Answer Questions
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1.

Discuss the steps to perform an approximate match lookup using
VLOOKUP and HLOOKUP with examples. Include a scenario where this
feature would be helpful.

. Compare and contrast the VLOOKUP and HLOOKUP functions. Discuss

their limitations and how INDEX and MATCH can be used to overcome
these limitations.

. Explain how the INDEX and MATCH functions can be used together to

look up data from non-adjacent columns. Provide an example scenario
where this would be beneficial. b

approximate match, and how it could simplify your data lysis.

. Describe a business scenario where you would use VLOO%’Nith
a

F. Check Your Performance 0’
1. You are working with the following dataset of en@%ees and their
o

QQ)

S

Explain the formula used in this case. \Q
f

monthly bonuses. Use your knowled@ Advanced
VLOOKUP/HLOOKUP, INDEX and MATCH, their combination to

answer the question. X
O
ent

Employee ID Name DeP% Bonus (%)

E101 Arya « SHR 5,000

E102 Bharat | - /" IT 6,000

E103 Charu Q)\‘ Finance 7,000
i

5,
E104 Dines@ Marketing 5,500
AN

Using Excel, retrieve tgﬁ\onus amount for the employee named Charu
using:

a) Advanced VL@& P (with dynamic column index)
b) INDEX anw CH combination

{b
AQ’Q
o
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SESSION 2: MIS REPORTS USING EXCEL

Management Information Systems (MIS) reports are essential tools used by
businesses and organizations to collect, organize, and analyse data. These
reports help decision-makers by presenting key metrics and performance
indicators in a clear and structured format. In today’s data-driven world, MIS
reports are vital for monitoring business performance, making informed
decisions, and planning future strategies.

KEY PERFORMANCE INDICATORS FOR DAILY AND WEEKLY REPORBS

Key Performance Indicators (KPIs) are metrics used to mea the
performance of a specific activity, process, or goal. They help tra ogress,
identify trends, and make data-driven decisions. In an MIS ort, KPIs
provide a quick snapshot of how well a business, departlQ , or team is
performing. %)

Daily Reports - Key Performance Indicators O\Q

For daily reports, KPIs help track activities that n\}' to be measured every
day, providing a snapshot of how things are essing. Daily reports are
often used to track short-term goals and monitor day-to-day operations.

Common KPIs for Daily Sales Reports ight include:

e Total Sales: The total revenue gsjgrated from all sales on that specific
day.

e Number of Transactions: T tal number of sales made during the day.

e Average Sale Value: T}@rage amount spent per customer transaction.

e Sales by Product o tegory: The sales performance of individual
products or categor %n that day.

¢ New Customers P\&luired: The number of new customers added or signed

up &
Part 1: Creati che Daily Sales Report
Step 1~\Q3pen Excel
% Open Microsoft Excel and start with a new worksheet.
% Name the worksheet as “Daily Sales Report”.
Step 2: Enter the Sample Data

In cells A1 to D1, enter the headers for the dataset: Product,
Quantity Sold, Unit Price (), and Total Sales ().

Fill in the data below the headers (rows 2 to 5) based on the
following sample data:

Product | Quantity Sold | Unit Price (X) | Total Sales (3)
Product A 10 100 1000
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Product B 15 150 2250
Product C 5 200 1000
Product D 12 120 1440

Calculate Total Sales per Product

In Column D (Total Sales), the formula should multiply the
Quantity Sold by the Unit Price.

For Product A, enter the formula in D2:
=B2*C2 Q)G
Drag the formula down to fill the Total Sales for. \2§ other

products. AN
N

Step 3: Create a Pivot Table to Summarize Data Q
Select the entire data range (Al to D5). %
Go to the Insert tab in the Ribbon and ('41@ on PivotTable.

In the Create PivotTable dialog bo é,sl-ect New Worksheet and
click OK é

In the PivotTable Field List, dQ@ﬂe following:
Product to the Rows area. {\‘0

Total Sales to the Valyﬁeérea. This will automatically sum the
sales for each prodwuct

Step 4: Create a Bar C}g\to Visualize Sales
Select the Pi able.
Go to thexnSert tab and click on Bar Chart.
Ch@ﬁ@@ Clustered Bar Chart.

& at the chart by adding a Chart Title like “Total Sales by
oduct”.

St%G) Final Touches
Q% Make sure all the data and charts are neatly aligned.

Review the Pivot Table and ensure that it is summarizing the total
sales per product correctly.

Part 2: Creating the Weekly Performance Report
A. Open a New Worksheet
Open a new worksheet and name it “Weekly Performance Report”.

B. Enter the Sample Data
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In Cells Al to E1, enter the following headers: Week, Sales (%),
Customers Acquired, Expenses (), and Employee Rating.

Fill in the data from the following sample dataset:

Customers Expenses | Employee
Week | Sales (3) Acquired pR) R:ti:g
Week 1 50,000 200 20,000 4.5
Week 2 55,000 220 22,000 4.7
Week 3 | 45,000 180 18,000 4.6 6
Week 4 | 60,000 250 25,000 4.8 “_\Q)
C. Calculate Weekly Sales Growth ‘\\é\

In column F (Weekly Sales Growth), calculate the th in sales
compared to the previous week. The formula Week 2 would

be: \QQ

= (B3-B2)/B2 \O

Format the result as a percentage. he formula for the other
weeks.

D.Calculate Customer Retention Rate@onal)

In column G (Customer ‘\&ention), you can calculate the
retention rate by comps@g the current week’s customers with
the previous weeks. ormula could be:

=C3/C2

This will giv percentage of customers retained compared to
the previoéeek.

E. Create a Pivo;b le to Summarize Data

O
S
QQ)

Sel@xhe data range (Al to ES).

xpenses.

* rt a Pivot Table to summarize sales, customers, and

In the PivotTable Field List:
Drag Week to the Rows area.

Drag Sales (), Customers Acquired, and Expenses (%) to the
Values area.

This will give you the totals for each metric for each week.

F. Create a Line Chart to Show Sales Growth

Select the data range for Sales () and Weekly Sales Growth.
Go to the Insert tab and select Line Chart.
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Format the chart by adding a Chart Title, such as “Weekly Sales
Growth” or “Sales and Growth Overview”.

EXCEL FORMULAS AND FUNCTIONS TO CALCULATE KPIS

Microsoft Excel is a powerful tool for calculating and analysing Key
Performance Indicators (KPIs) in both daily and weekly reports. By using built-
in formulas and functions, businesses can turn raw data into meaningful
insights. Excel helps in automating calculations, summarizing large datasets,
and presenting performance metrics clearly. Whether it's tracking sales,
monitoring employee attendance, or measuring productivity, Excel fur&ns
like SUM, AVERAGE, COUNTIF, IF, and VLOOKUP make it easier tp%ﬁtulate
and display KPIs efficiently. These tools support data-driven &ons and

improve overall operational performance. Below is the exampl nderstand:
Product Quantity I.Init Total Weegg’ > Week 2
Sold Price (X) | Sales (%) | Sale Sales ()
Product A 10 100 1000 5,000 22,000
Product B 15 150 | 2250 _|325,000 | 27,000
Product C 5 200 10005+ 10,000 12,000

. Total Sales: Total Sales is a KPI that QIS the total revenue generated
from all products. It is calculated by@ tiplying the Quantity Sold by the
Unit Price for each product. 72

"\

Formula: = Quantity Sold@ﬁb\t Price

For Product A:
= B2 *®6A

00 = 1000

The Total S%I?‘%)r Product A is calculated by multiplying the Quantity
Sold (10)@ the Unit Price (R100), resulting in *1000.

For Q%est of the products, follow the same process.

. Sal owth Rate: Sales Growth Rate measures the percentage change

% es between Week 1 and Week 2. It tells you how much sales have
Ql reased or decreased over a specific period.

Formula: = (Week 2 Sales - Week 1 Sales) / Week 1 Sales * 100
For Product A: = (E2 - D2) / D2 * 100

(22,000 - 20,000) / 20,000 * 100

10%
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The formula calculates the difference between Week 2 Sales and Week 1
Sales, divides that by Week 1 Sales, and multiplies by 100 to get the
percentage growth.

For other products, the same formula can be used to calculate the Sales
Growth Rate.

Average Sales: The Average Sales KPI helps measure the mean of the Total
Sales over a given period. This is useful to understand how sales are
performing on average for each product. b

Formula: =AVERAGE (Sales Data Range) %)

AN

For all products: =AVERAGE (D2:D4) \\"O
= (1000 + 2250 + 1000) / 3 Q\\}Q
- 1,083.33

The AVERAGE function calculates the average of 6\%1 Sales values for
Product A, Product B, and Product C.

3. Customer Retention Rate: Customer Rete Rate is used to track how
many new customers continue to buy ou in the following period.
This KPI is often used in businesses tO\Q erstand customer loyalty.

Formula: = (Retained Customers / ’L@&Customers) * 100
For Product A: = (C2 / D2) * Qb

= (150 / 350Q)
= 42.86% 6
The Customer Ret s%‘n Rate is calculated by dividing the number of
retained custom (150) by the total number of customers (350), then
multiplying é{% to get a percentage.
4. Profit M Profit Margin is a KPI that indicates the percentage of profit

generate om sales. It is calculated by dividing the Net Profit by the
Rev@ and multiplying by 100.
ula: = (Net Profit / Revenue) * 100
<QFGr Product A: = (5000 / 25000) * 100
=20%

The Profit Margin for Product A is calculated by dividing Net Profit (X5000)
by Revenue (325000) and multiplying by 100 to get the percentage.

5. Employee Performance: This KPI measures how well an employee or team
has performed against their targets. It is calculated by dividing Completed
Tasks by Total Tasks.
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Formula: = (Tasks Completed / Total Tasks) * 100
For Employee A: = (B2 / C2) * 100

= (18 / 20) * 100

= 90%

The Employee Performance is calculated by dividing the completed tasks
(18) by the total tasks assigned (20), then multiplying by 100 to get a
percentage of performance.

. Count of Transactions: This KPI counts how many transactions o@es
have occurred, helping businesses track the number of purchase% r sales
made. We can use the COUNT function for this. \Q\

Formula: =COUNT (Sales Data Range)

For Total Transactions: =COUNT (D2:D4)

The COUNT function counts the number of nu
Sales column to get the number of transactions¥_

Z

r@c\ovalues in the Total

Developing a Weekly Performance report fo epartment:
7\

Sales New Returning ’SQ&fkTa{{ Emplf)yee Expenses Weekly

Week () Customers | Customers e@omers Rating () Growth
X (Out of 5) (%)

Week 1 | 50,000 100 50 7 150 4.2 10,000 -
Week 2 | 55,000 120 60 WY 180 4.5 12,000 10%
Week 3 | 45,000 90 e 160 4 11,000 | -18%
Week 4 | 60,000 130 R 210 4.7 14,000 33%

4

Step 1: Enter the @?ﬂ Excel

Open E xol and create a new worksheet.

&

La

C) Enter the weekly data for each column.

@p 2: Calculate Weekly Growth Rate

&he columns as shown in the sample dataset: Week, Sales
ew Customers, Returning Customers, Total Customers,
loyee Rating, Expenses (), and Weekly Growth (%).

The Weekly Growth Rate KPI tracks the change in sales from one

week to the next. It is calculated as:

Formula: =

Previous Week Sales * 100

For Week 2:

= (B3 - B2) / B2 * 100

(55,000 - 50,000) / 50,000 * 100

10%
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Repeat this calculation for the subsequent weeks (Week 3, Week
4).
Step 3: Calculate Total Customers

The Total Customers KPI shows the sum of New Customers and
Returning Customers each week.

Formula: = New Customers + Returning Customers

For Week 1: = C2 + D2 6
=100 + 50 = 150 \QQ)
Repeat this calculation for all other weeks. ‘\(0

N

The Employee Rating KPI evaluates the pe@rmance of sales
employees based on the weekly rating. For@h week, input the
Employee Rating on a scale from 1 to 5 %}

No formula is needed here, but gjﬁé the ratings reflect the
performance.

Step 5: Create the Pivot Table for Sur@w
Select the entire data rangé (A1:H5).

Step 4: Calculate Employee Performance (Average Rati

Go to the Insert tab r&lick on Pivot Table.
In the PivotTable FQ List, add:

Week to the R@ection.

Sales (%), ’@1 Customers, Weekly Growth (%), and Employee
Rating tb’\‘the Values section.

This~will summarize the key data for each week and allow you to
icKly compare performance.

Step G\ereate a Chart to Visualize Data
% Highlight the Sales (%) and Weekly Growth (%) data.
Q% Go to the Insert tab and select a Line Chart or Column Chart.

Add a Chart Title such as "Weekly Sales Performance and
Growth" to give context to the chart.

Summary of Weekly Performance Report:

e Sales Growth: The Weekly Growth Rate KPI shows how sales increased
(or decreased) compared to the previous week. For example, Week 2 had a
10% increase, while Week 3 experienced an 18% decrease.
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e Customer Metrics: The Total Customers KPI shows the growth in
customers over the weeks. The sales team is acquiring more customers,
but Week 3 had fewer new customers compared to Week 2.

e Employee Rating: The Employee Rating KPI reflects the performance of
sales employees based on their ratings. A high rating of 4.7 in Week 4
shows that employee performance is improving.

e Expenses: The Expenses data helps monitor how much the department is
spending each week. Expenses in Week 4 were the highest, so it’s
important to check if they align with sales growth. 6

)

FORMATTING AND PRESENTATION OF DATA \Q

When preparing reports in Excel, clarity and organization are k \ensuring
the information is easily understood and useful for decision- ing. Properly
formatted reports help users quickly extract meaningful ifisights, identify
trends, and make informed decisions. \Q

Formatting Reports for Clarity \O

Formatting Excel reports properly makes the d @s}mre readable and helps
highlight key information. Clear formattin So prevents confusion and
makes it easier for the reader to understand @

have considered at the time of formattin@

data. Following points should

e Use Proper Headings: Always i e clear headers for each column and
row. The headings should beyhbief but descriptive enough for users to

understand what data is in e& section.

Example: Instead of “Progdir¢t 1”7, use “Product Name”.

Bold Headers: Bold t eaders so they stand out and make it easier for

users to identify the%ctions.

Align Text Pro : Align numeric data to the right and text to the left.

This is the s@fd rd format in Excel, making it easier to read.

Use Borders»Add borders around the data to distinguish between different

sections ?d improve readability.

App \Cell Shading: Use shading to highlight important data or
? tiate between different sections. For example, use light grey to
light totals or subtotals.
Font Size and Colour: Use a readable font size (usually 10 or 12) and
avoid using too many different font styles. Use colour sparingly to highlight
key data.

For example:

Product Units Sold | Price (X) | Total Sales (%)

Product A 10 100 1000
Product B 15 150 2250
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Product C 20 200 4000
Total 45 7250

In the above sample table:
The headers are bold.

The Total Sales row is highlighted with a bold font and shaded
background for clarity.

The total units sold is placed in the last row to summarize the %a.
Presenting Data in Tables @

Tables are one of the best ways to organize data because they help @ruoture
it neatly and clearly. Excel allows users to create structured $ es, which
provide built-in functionalities like sorting, filtering, and be anization.

Creating a Table in Excel:

e Select the data range to be converted into a table O

e Go to the Insert tab in the ribbon and click on ﬁ'

e Ensure that the “My table has headers” boxi ecked.

e Excel will automatically apply a table f@lat making the data easier to
manage and analyse. (&

Benefits of Using Tables: ’K\

e Easier Data Management es help manage large datasets and
perform calculations more e Hy using structured data.
e Automatic Formatting q cel automatically applies alternating row
colours (banded rows @a ing it easier to read.
e Sorting and Filte g Data within a table can be easily sorted and
filtered, allowinsg%ick analysis of specific data points.
h

Using Appropri arts:

Charts ariﬁyerful tools for presenting data visually, helping to identify
trends, rns, and comparisons easily. Choosing the right chart is
impo ) as it directly affects how well the data is communicated. Below are
th s of charts and their appropriate uses:

EJQColumn or Bar Charts: Use to compare categories, such as sales across
different products or performance metrics.
Example: A Column Chart to compare the total sales of different products.
b) Line Charts: Best for showing trends over time (e.g., sales growth over
several months).
Example: A Line Chart to show the monthly sales trend.
c) Pie Charts: Great for showing the proportion of each category in relation
to the whole (e.g., market share of different products).
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Example: A Pie Chart to show the distribution of sales among different
products.

d) Scatter Charts: Use when comparing two sets of data to find relationships
or correlations.

Example: A Scatter Chart to show the relationship between units sold and
total sales.

Example: Using a Column Chart to Show Sales by Product.

e Select the data to be used for the chart. (for example, Product 1\@16
and Total Sales). \QQ
e Go to the Insert tab, and under Charts, select Column Cha
e A Column Chart will appear, showing the total sales for e & produot
e Customize the chart by adding a title, adjusting axis IaQ r
the colours for better presentation.

changing

Final Formatting Touches O\Q

e To ensure your report is professional and easy &understand:
sible.

e Align text properly (e.g., numbers to the t, text to the left).

e Add borders to distinguish different s}ﬁons of the report.

e Use bold font for key figures like tot{ nd averages.

e Use clear chart titles that descrlbq'Qhat the chart represents.

e Ensure that all axes are labell early for better readability.

PRACTICAL EXERCISES\

Activity 1: Group DiSé%@bn on Creating a Sample Daily Sales Report in
Excel.

e Adjust column widths to make sure all dat

Material Require{(b
o« Computer tops with MS Excel installed
. Samp @s data (e.g., product names, units sold, sales amount, date)
e Pe %ﬂ notebook for notes (optional)
Jector or whiteboard (for group sharing and presentation)
Igcedure
. Divide class into small groups of 3-5 students.

2. Distribute or display sample sales data, including:

e Date

e Product Name
e Quantity Sold
e Unit Price
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. Use Excel to create the report layout with:

e Total Sales

. Discuss within the group how to create a daily sales report that includes:

e Total sales for the day

e Best-selling product

e Total quantity sold

e Use of basic formulas like SUM, MAX, and IF

e Creating a summary table and chart (bar or column chart)

D

e A summary section for KPIs . éQ\
e A table for raw data \Q\\
e A chart to visualize performance 0«
. Each group will present their approach, formulas used,@g design of their

daily sales report.

. Save excel file and show it to the teacher. \\O

7. Teacher summarises a class discussion %@16 different formats and

features used.

Activity 2: Develop a weekly performagc@xeport for a specific department.

Material Required: Q)K\

Computer or laptop with MS installed

Sample dataset for a dep$1ent (e.g., Sales, HR, IT, etc.) including:
a) Employee names \}

b) Tasks completg{%

c) Targets ach@

d) Worki Q.u*s

e) Sa]\ %output figures (if applicable)

Pe gﬂi notebook (optional)

o g‘.&rnet or reference materials (for chart ideas or formatting)
Pr

1.
2.

cedure:
Assign a department (e.g., Sales Department).
Open Excel and enter sample weekly data such as:

e Employee Name

e Days of the week (Mon to Sat)

e Tasks Completed / Sales / Attendance

o KPIs like Total Sales, Productivity Score, etc.
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3. Use Excel formulas to calculate:

e Total output or sales per employee
e Weekly average performance

e Highest and lowest performers

e Achievement against weekly targets

4. Create a summary section with KPIs like:

e Total Department Output

e Average Productivity Q)b
o Best Performer of the Week éQ
5. Insert charts (bar/column/pie) to visualize: \Q\\
e Dalily performance trends QQ
¢ Individual contribution %)
e Task completion rates \Q
6. Format the report for clarity using: \\O
e Bold headings éo

e Borders
e Conditional formatting (e.g., highli underperformers)

7. Save and share the report as a pri ady or email-ready Excel file.

Activity 3: Present Report Data g@ Appropriate Charts in Excel.

Material Required:

e Computer or laptop Wi%@ Excel installed

e A completed daily o%eekly report (containing summarized data such as
totals, averages, parisons, etc.)

e Sample dat@\sales, productivity, attendance, etc.)

e Pen an@ebook for rough sketching (optional)

Proced@\

1. @% your Excel file containing the completed daily or weekly report.

QReview the key data that needs to be visualized, such as:

e Total sales per day
e Performance per employee
e Task completion or attendance over time

3. Select the data range that you want to convert into a chart.

4. Go to the Insert tab in Excel and choose an appropriate chart type:
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¢ Column Chart for comparing totals (e.g., sales by product or
employee)

e Line Chart for trends over time (e.g., sales across the week)

e Pie Chart for showing parts of a whole (e.g., percentage of sales per
product)

e Bar Chart for horizontal comparisons

e Combo Chart to show two types of data together (e.g., sales and

target)
5. Insert the chart and place it near the data or on a new sheet. Q)b
6. Customize the chart: . (';Q
AN
e Add chart title, axis labels, and data labels \SQ
e Change colours or styles for better visibility Q
e Use legends to explain categories clearly %)

7. Review the chart to ensure it matches the data ancbommunicates
clearly. X,

8. Save the file and prepare to explain how th&rt supports the report
during a presentation. @

CHECK YOUR PROGRESS .\Q}

A. Fill in the Blanks K

1. are metrics use @ measure the performance of a specific
activity, process, or go in an organization
2. The functi Excel is used to summarize data by creating
an interactive repo@ﬂh rows and columns.

. The formula use calculate weekly sales growth is .

4. In Excel, yo create a chart to visually compare sales
across dlge categories like products or regions.

5. T report is typically used to track short-term goals and
mor&caay—to—day operations.
B. Mul \le hoice Questions
ch of the following is a Key Performance Indicator (KPI) used in daily

1.
Q%sales reports?

a) Total Sales

w

b) Employee Rating
c) Weekly Growth Rate
d) None of the above
2. In Excel, which chart type is best used to show trends over time?

a) Column Chart
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b) Line Chart

c) Pie Chart

d) Scatter Chart

What does a Pivot Table in Excel allow you to do?
a) Summarize and analyse large datasets

b) Perform calculations

c) Create charts 6
d) All of the above ‘QQ)
When formatting an Excel report, what is the recomme@t\i way to
highlight totals or subtotals? Q

a) Use italics %4

b) Use bold font and shaded background \Q

\O
c) Use a smaller font size 0
d) Use underlining é

Which of the following functions is Ks@ to calculate the Average Sales
in Excel? ‘K\‘@

a) AVERAGE
b) SUM &
c¢) COUNT
d) MAX
C. State whether t %lowing statements are True or False
1. Sales Growt te is calculated by dividing the sales difference between
two wee the sales of the previous week.

2. In Ej;&@. the COUNT function is used to calculate the total sales

<2

é} mployee Rating KPI reflects the performance of sales employees
S

ed on their ratings, and is calculated by dividing completed tasks by
total tasks.
. A Pie Chart is best used for showing proportions, such as the share of
total sales per product.

5. Weekly performance reports are used to track short-term goals and

immediate business activities.

D. Short Answer Questions

1. What is the importance of KPIs in MIS reports?

2. How do you calculate Weekly Sales Growth in Excel?

191



MIS DATA ANALYST - FINANCIAL SERVICES GRADE-XI

6.

. What is the purpose of using a Pivot Table in Excel when creating MIS

reports?

. Why is it recommended to use a Line Chart to visualize sales data over

time?

. What is the formula used to calculate Customer Retention Rate in

Excel?
How can you format a report in Excel to ensure clarity and
professionalism?

E. Long Answer Questions

1.

Explain the steps involved in creating a Daily Sales Report in. Excel.
Discuss how Pivot Tables, formulas, and charts are used to&w_erate
and visualize KPIs in this report.

. Describe the process of calculating Weekly Sales G?@, Customer

Retention Rate, and Employee Performance for a Weekly Performance
Report. Explain how each of these KPIs is useful siness analysis.

. Compare the different types of charts in Excel, @hen would you use a

Column Chart, Line Chart, Pie Chart, and*Scatter Chart to present
business data? Provide examples of ead%

. Discuss the importance of formattir@n Excel when preparing MIS
t

reports. What is some formatting be\ actices to make reports clearer
and more professional for decisio %akers?

F. Check Your Performance \Q)
1. an

You are working as a train alyst in a retail company. Your manager
has asked you to prepare%eekly sales performance report. The report
must include Key Pe ance Indicators (KPIs) such as total sales,
average daily sale @ best-selling product. You are also expected to
use Excel formul@o calculate these KPIs, format the report for clarity,
and present tﬁ{‘data using appropriate tables and charts.

Explain ﬁteps you would take to:

a) Id y and calculate the required KPIs using Excel formulas.
b) at the report so it is easy to read and understand.
6(Present the key data visually using tables and charts.

QQ)
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SESSION 3: PIVOT TABLES AND DASHBOARDS

Let us start with a simple example. Imagine your local kirana store (Grocery
Shop) owner who writes every sale in a notebook. If someone asks, “How much
was spent on soaps last month?”, the shopkeeper has to check each page and
add up the amounts. This is time-consuming. Now think of a computer that
can read all these records and give the answer in seconds. This is what tools
like Pivot Tables and Dashboards help us do, they make it easy to understand
big amounts of data. 6

In banks, insurance companies, and financial services, a lot of d is
collected every day. Without the right tools, it is difficult to make, of this
data. Pivot Tables and Dashboards tools help us to summarize, @é‘uze and
show data in a form that is easy to understand.

PIVOT TABLE @

A Pivot Table is a data summarization tool in Excel \thelps to organize,
calculate, and analyse data in a clear and flexible §§It allows rearranging
(or “pivoting”) rows and columns to view data, ffpin different perspectives
without altering the original dataset. It is nly used to generate quick
summaries, totals, averages, and co @sons from large tables of
information.

Let’s take a real-life example. Imagl ur mother runs a small home tiffin
service. She keeps a notebook o @ordered what and how much they paid.
At the end of the month, she w$ to know how much she earned from each
customer. If she uses a Pivo ble, she can find this out in seconds!

The word “pivot” mea ’@turn or rotate. A Pivot Table allows data to be
viewed from different amgles. For example, spending can be analysed by
category, by date, Qéy payment method all within the same table.

The original d@ remains unchanged. A Pivot Table simply provides a
different vi %)f the same information. It is similar to looking into different
mirrors, b&erson stays the same, but the reflection changes.

Pivot es are among the most powerful tools in Microsoft Excel, widely used

s like finance, banking, marketing, and small business management.

Even with basic Excel knowledge, Pivot Tables are easy to use due to their
drag-and-drop interface. No formulas are required.

In short, a Pivot Table serves as a data summarizer, report generator, and
decision-making aid i.e. all in one.

Functions of a Pivot Table

A Pivot Table offers several useful functions that help in analysing large
amounts of data easily.
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1. Summarization: The primary function is summarization, which allows
quick calculation of totals, counts, or averages from extensive datasets.
For example, from a list of 500 sales records, a Pivot Table can display
the number of sales in each city or the count of payments made through
UPI.

2. Filtering: Another key function is filtering, which displays only specific
portions of the data such as sales made in March or transactions
completed via cash. This is helpful when working with large datasets.

3. Grouping: This function organizes data into defined blocks or ranges
example, age data can be grouped into ranges like 18-25 or 26\8@and
dates can be grouped by months or years.

4. Sorting: It is also supported, allowing data to be arranged @der from
smallest to largest, or alphabetically. This helps in quickLQ&}ntifying top-
performing items or the lowest values.

5. Calculated Fields: Pivot Tables also allow the creatio&' calculated fields,
which are custom fields that perform calculatio&@ike tax, discount, or

profit, based on the available data. L

6. Multiple Data Views: Another important @on is the ability to create
multiple views from the same dataset. O 1vot Table can show expenses
by category, while another can show t&{ by month without duplicating
the data. (b

7. Non-Destructive Analysis: R{P‘ Tables perform analysis and
summarization without changi
while enabling flexible repor&ibt

All of these actions are p?r ed without altering the original data. Pivot

Tables generate summafigs for analysis without changing the underlying

dataset. Due to the werful functions, Pivot Tables are widely used in

workplaces, educa 'éééll institutions, banks, and retail environments. Even

with thousandg&ows, Excel efficiently manages data through Pivot Tables,
making dat alysis fast and effective.

e original data, ensuring data integrity

Uses of 'vkt Tables

Pivot es are used to summarize, analyse, and explore large sets of data
quiekly and efficiently. They are widely applied in real-life scenarios for better
ision-making. Here are key uses:

1. Data Summarization: Quickly calculate totals, counts, averages, or
percentages from large datasets.
Example: Summing up total sales by product or region.

2. Comparing Data: Compare values across categories such as
departments, dates, or customer groups.
Example: Comparing sales in January vs. February.
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3. Filtering and Sorting: Focus on specific data using filters (e.g., a
particular date range, product, or location).
Example: Viewing only sales from the "Electronics" category.

4. Grouping Data: Organize data into ranges (like age or price bands) or
group by time (months, quarters).
Example: Grouping dates into months to show monthly revenue.

5. Creating Reports: Build professional reports that highlight key metrics
for presentations or management.
Example: Weekly performance reports for a department.

6. Trend Analysis: Track changes over time using date fields and h%@arts
from Pivot Tables.
Example: Analysing monthly growth in website traffic. \\

7. Creating Dashboards: Combine Pivot Tables with cha@%d slicers to
make interactive dashboards.
Example: Sales dashboard showing revenue by prm& and region with
filters.

8. Custom Calculations: Use calculated fields to x@ﬁ'new metrics like profit

margin or discount. %
Example: Creating a column that show lés — Cost = Profit.

Advantages of Pivot Tables . (&

tools in Excel for efficient, flexible,
les offer many advantages, especially
elow are the key benefits:

Pivot Tables are one of the most val
and error-free data analysis. Piv
when working with large datas

1. Speed: Complex calc@ns that may take an hour manually can be

completed by a Pivo le in just seconds.

2. Ease of Use: Field§)can be dragged and dropped to create reports, no
need to write f las unless advanced customization is required.

3. Clear Su : Thousands of rows of data can be converted into a
clean a adable report that highlights only the most important

1nfor

4. 4 Vlews Data can be analysed from different perspectives, such

product, region, date, or payment method without modifying the

%ource.

. Flexibility: Pivot Tables can be adjusted anytime. New columns can be
added, data can be removed or rearranged, and sorting options can be
applied easily.

6. Pattern and Trend Identification: Trends or patterns like seasonal
sales spikes or increased costs can be easily spotted using Pivot Table
summaries.

7. Better Decision-Making: Quick insights from Pivot Tables support
faster and smarter decisions in businesses, banks, schools, and other
fields.
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8. Scalability: Pivot Tables work efficiently even as data grows from a few
rows to tens of thousands without slowing down.

9. No Extra Software Needed: Pivot Tables are built into Microsoft Excel,
so no additional tools or costs are required.

10. Reduced Errors: Since calculations are automatic, the risk of manual
errors is minimized, leading to more accurate reports.

Advanced Features of Pivot Tables

Advanced Pivot Table features in Excel enhance data analysis by allowing
more customization and deeper insights beyond basic summarization. &se
tools help in organizing, calculating, and visualizing data more p@ively.
Below are some important features of Pivot Tables: N

1. Filter: Filters allow only specific data to be displayed fron‘?ﬁger dataset.
Example: If your Pivot Table shows sales in all states, gu you only want

to see Maharashtra and Gujarat, you can apply a fil show only those

states. \O

2. Slicer: A slicer is a visual filter consisting of i&ole buttons that simplify
data filtering. Selecting a slicer option au atically updates the Pivot
Table to show the filtered data.

Example: If you have data on by category such as clothes,

electronics, and groceries, you a slicer. Then click on “Electronics,”
and only electronics data wil g own.
r

3. Grouping: combines data i anges for easier analysis. Dates can be

grouped by months or %r while numbers can be grouped into ranges
such as 1-10, 11-20 1& so forth.

Example: If your as dates of transactions, grouping them by months
will let you see {@ hly totals.

Steps:
&ht—click on the date column in Pivot Table.

Choose “Group”.
% e Select how you want to group: by months, quarters, or years.

alculated Fields: Sometimes, custom formulas need to be created within
the Pivot Table. A calculated field makes this possible by allowing new
calculations based on existing data.

Example: If you have “Total Sales” and “Cost”, and you want to find
“Profit”, you can create a calculated field: Profit = Total Sales — Cost.

Steps:

e Go to Pivot Table Analyse tab.
e C(Click on “Fields, Items & Sets”.
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e Choose “Calculated Field”.
e Enter the formula and click OK.

5. Nested Report: A Nested Report in a Pivot Table means showing more than
one level of information inside rows or columns. It’s like adding sub-
categories under main categories. Nesting fields places one category inside
another, providing a deeper understanding of the data.

Example: Suppose you are a school principal, and you have a list of
students along with their class, subject, and marks. You want to knog

e What are the average marks of each class? %)
e Inside each class, how are students performing in each suhj §

You can use a nested report in a Pivot Table to find this ou@u can first
add Class to the row area, and then add Subject below ow, the Pivot
Table will show the class-wise report, and under ea\c@@ass, it will show
subject-wise data. This is called nesting fields you.ar€ creating layers of

data. \,
o

Create a Pivot Table é

Let’s take a small example:

Date Category Amq@(INR) Payment Mode
01-Jan-25 | Groceries o) 1,200 UPI
0l1-Jan-25 Travel D v 3,500 Credit Card
02-Jan-25 Rent X\. 8,000 Bank Transfer
03-Jan-25 Grocerﬁ\ 900 UPI

U £ d
This is a list of expense @/ to know how much was spent on each category.
To create a Pivot Tahle iff Microsoft Excel (Fig. 4.3):

1. Select all th &a along with the headers. That means selecting the
Qte, Category, Amount, and Payment Mode.

columns for
2. Click @“Insert” tab at the top menu.
3. Cli \ “PivotTable”. A small box will appear.
4, @oose “New Worksheet” so that the Pivot Table appears in a new sheet.
S.QNOW the Pivot Table on the left and a list of column names on the right.
6. Drag the “Category” field to the Rows section.

7. Drag the “Amount” field to the Values section.

That’s it. Excel will automatically show the total amount spent in each
category. No need to use any formula.
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0 Pivot Table * T x

A B C D E F G H 1=

PivotTable Fields R

Choose fields to add to report: =4

2

3 Row Labels . Sum of Amount (INR) sech 2

Date

4 Groceries 2100 S —
5 Rent 8000 s
6 Tl’a\fe| 3500 MOREJTAELE;.‘
7 |Grand Total 13600
8 Drag fields between areas below:
9 FILTERS COLUMNS
10
ROWS % VALUES
1 Category ~ | |[ 5um of Amou... -
12
13 Defer Layout Update ‘/4‘
' : \
Fig. 4.3: Pivot Table . (}\
DASHBOARDS \Q\
Imagine you are the principal of a school. Every day, you WQ to know:
e« How many students are absent today? \QQ
e How many students scored above 80% in the las t?

« How much money was collected as fees this éé%h?

Now, you can look at 10 different reports to his information. But what if
all this information was shown together o\ , simply, and visually on one

screen? \
That’s exactly what a dashboard do Q)

A dashboard is like a smart b(@ that shows important information using
charts, tables, and number in one place. Long reports are not needed; a
single glance at the dashb@ provides a clear understanding of key data and
trends.

Just like the dashb sﬁ in a car shows you your speed, fuel level, and warning
lights, an Exc hboard shows you your data like sales, attendance,
performance oﬁts clearly and quickly.

In simpl ﬂl& s, a Dashboard in Excel is a visual summary that displays
1mport@ ata and performance indicators on a single screen. It is used to
tracky”thonitor, and analyse data efficiently. Dashboards combine charts,
t?j , and filters to present clear and actionable insights, making it easier to
uriderstand trends and make decisions.

Dashboards are used everywhere:
e In schools, to track student attendance and marks
e In hospitals, to track patient admissions, medicines, and recovery rate

e In banks, to see how many new accounts are opened, or how many loans
are given
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e In businesses, to track sales, expenses, and customer feedback
e In government offices, to monitor schemes, benefits, or surveys

Dashboards help managers, teachers, and even government officers make
decisions faster because all important information is on one screen.

Key Elements of a Dashboard

A dashboard is used to track and display important data clearly and

effectively. Below are key elements commonly included in a well-designed

dashboard: %
)

1. Charts and Graphs: These show data in a visual form like by Qqe, or
pie charts. They make it easy to compare values and see patta@s\or trends
at a glance. Q

2. Summary Tables: Tables show key numbers such as totals, averages, or
rankings. They are useful when exact figures are nee longside visuals.

3. Key Performance Indicators (KPIs): These ar@t e most important
numbers to track performance. Examples ineﬁ}de sales growth, total
students, or number of late deliveries. O

4. Slicers and Filters: These allow viewi &ciﬁc parts of the data. For
example, selecting only a certain montkk department updates the whole
dashboard accordingly. ‘\(b

5. Conditional Formatting: High&i\?&s important data using colours or
icons. For example, green for i@ erformance and red for low, or arrows
to show increase/decrease.

6. Titles and Labels: Ever)Ql rt or table needs a clear title and label so the

viewer understands w, e data represents.

Dashboard Layout %

&
Layout means hoxfgse dashboard is arranged on the screen or page. A good
dashboard lay

includes: Q/
e Hea @ction: Title, date range, and filters

. S@nary Section: Key KPIs in bold or coloured boxes
—Q@ual Section: Charts and graphs placed in an organized grid

ensures clarity and quick understanding. It usually

e Details Section (Optional): Data tables or additional analysis

A well-designed dashboard should be easy to read, focused on the objective,
and limited to the most important data points.

Planning a Dashboard Layout

Before opening Excel and creating a dashboard, it is important to plan the
layout and content. A simple approach is as follows:
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PRACTICAL EXERCISE

. Collect the Right Data: Only use data that is useful.

GRADE-XI

. Know What You Want to Show: Think about the problem or question.

Example: “1 want to see the monthly attendance of each class.”

. Understand Your Audience: Who will use this dashboard?

e Ifitis a teacher, show individual student performance.
e Ifitis a principal, show class-wise summary.

Don’t add

O

everything.
Example: For attendance dashboard, you don’t need test marks.

. Make a Rough Sketch: Use a notebook to sketch the placement % arts,

KPIs, and tables. This helps save time during dashboard Creatﬁ@.

. Start with Simple Charts: Make a bar chart or pieqh)rt. Add one

element at a time. Don’t try to do everything at once.

. Test Your Dashboard: Check if the data is correct. ‘@es it change when

using a slicer? Can others understand it easily? \O

. Make It Interactive: Add slicers so users @oose what they want to

see (e.g., Class 9, Class 10, Boys only, G

\

Activity 1: Create Pivot Tables with %}Jlated Fields and Grouping.

Materials Required:

>

A computer/laptop with MS oft Excel
Sample dataset (e.g., i? or Employee data) with columns like: Date,
Product, Quantity @' nit Price, Region

Basic Excel kno@ége

Procedure:

1. Prepar AQ/Dataset

QC.)

table in Excel with the following columns:

uantit Unit .

% Date Product Q Sold y Price Region
01-Jan-25 | Product A 10 50 | North
05-Jan-25 | Product B 15 30 | South
10-dan-25 | Product A 8 50 | North
15-dan-25 | Product C 12 40 | East

2. Insert a Pivot Table

e Select the data range

e Go to Insert > Pivot Table
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e Choose New Worksheet — Click OK

. Add Fields to the Pivot Table

e Drag Product to the Rows area
e Drag Quantity Sold to the Values area

e Drag Unit Price to the Values area

. Add a Calculated Field (e.g., Total Sales)

D

e Go to PivotTable Analyse > Fields, Items, & Sets > Calculated d

O

e Click anywhere inside the Pivot Table

e In the dialog box:

Name: Total Sales Q
Formula: =Quantity Sold * Unit Price \Q®
e C(Click Add — OK \O

This will add a new field "Total Sales" in the ?@t Table.

. Group Data (e.g., by Date or Range) @

1. If grouping by Date: . .0\
Q
e Drag Date to the Rows area @)
o Right-click any date valg€Z> Select Group
e Choose to group by Mcﬁs, Quarters, or Years
2. If grouping numeric Sb\ S:

e Right-click ora;}mmeric value in the Pivot Table

e Click Groufi’u
e Set st t@’&and ending values with desired interval (e.g., 0-50, 51—
100 %
After co ion save the file.
Explain the process to the teacher.

ti‘@ : Building a Basic Dashboard in Excel to Visualize Monthly KPIs.

th ials Required:

A computer/laptop with Microsoft Excel

Sample dataset (e.g., sales or attendance) with columns such as: Month,
Department/Product, Sales/Output, Target, Region

Procedure:

1.

Prepare the Dataset

Create a table with the following sample structure:
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Month Product Sales (X) | Target (X) | Region
January Product A | 45,000 50,000 North
January Product B | 60,000 55,000 East
February Product A | 50,000 50,000 North
February Product B | 48,000 55,000 East

2. Insert Pivot Tables
a) Select the dataset
b) Go to Insert > Pivot Table — choose New Worksheet
c) Create multiple Pivot Tables for KPIs like:

e Total Sales per Month

e Target vs. Actual Comparison

e Region-wise Sales %)
3. Insert KPI Charts

a) From each Pivot Table, insert charts:

N
e Column chart for monthly sales %O
e Bar chart for product-wise perforrr@c
e Line chart for comparing target Vs, ctual
b) Go to Insert > Chart, then choosé€ tie suitable type
c) Customize with titles, axis a@’\s, and data labels
4. Add Slicers for Interactivity,

N

e Click a Pivot Table
e Go to Insert > Sl@

e Add slicers f onth, Region, or Product

e Align the@ers to control all charts simultaneously
5. Design&%f)ashboard Layout
o a\ all charts and slicers neatly in one worksheet
dd titles like “Monthly Sales Summary”, “Target Achievement”
Qo Use consistent colour themes and fonts
e Add shapes or boxes for better sectioning if needed

6. After completion save the file.
7. Explain the process to the teacher.

Activity 3: Add Slicers to the Dashboard for Interactive Data Exploration.

Materials Required:
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e A computer or laptop with Microsoft Excel

e A prepared dashboard worksheet containing Pivot Tables and charts
(based on a dataset like sales, attendance, etc.)

Procedure:

1. Open the Dashboard Sheet: Ensure the worksheet contains at least one
Pivot Table created from the dataset, with charts if available.
2. Insert a Slicer

e Click anywhere inside the Pivot Table. Q)b
e Go to Insert tab — Click Slicer. .\\(;Q
e In the dialog box, select the fields you want to filter by ., Month,
Region, Product). Q
e Click OK. ‘Q®
3. Use the Slicer \O

e A slicer box will appear with filter button§f® e selected field.

e Click any button (e.g., "January") to @t ntly update the Pivot Table
and all linked charts.

e Hold Ctrl to select multiple Value{\@once.
4. Connect the Slicer to Multiple @( Tables (Optional)
If the dashboard contains éhan one Pivot Table:
Click on the slicer. 6
Go to Slicer Tool%\?eport Connections.

Tick all Pivotfﬁ\b'les you want the slicer to control.
Click OK®
5. Arrangﬁgl Format the Slicer

. @e and position the slicer on the dashboard.

% stomize with colour and style from Slicer Tools > Options.

6 \After completion save the file.
7. Explain the process to the teacher.

CHECK YOUR PROGRESS
A. Fill in the Blanks

1. A Pivot Table is used to large amounts of data quickly.

2. The ” function in Pivot Table helps us to show only selected
data.

3. A is a button-based filter used with Pivot Tables.
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4. In a Pivot Table, you can group dates into or years.

5.

A field allows you to create a new column using formulas
inside a Pivot Table.

B. Multiple Choice Questions

1.

5.

4

. Which of the following is used as a visual filter in Pivot Tab eéo

What is the main purpose of a Pivot Table in Excel?

a) Drawing pictures

b) Summarizing data

c) Sending emails G

)

d) Formatting text

a) Calculator $Q

b) Graph Q
c) Slicer \QQ

d) Border

. What happens when you drag a field to the “@ws area in a Pivot Table?

a) It creates a graph i
b) It deletes the data

c) It lists the unique values K\‘@
d) It hides the data

. Which feature helps in CO@Q ing similar values like dates or numbers

into blocks?

a) Sorting

b) Grouping %\'
C) F11ter1ng 5\

d) Freez

Ifyo @t to calculate profit as "Total Sales - Cost" inside a Pivot Table,
Qf ature will you use?

alculated Field
% Insert Row

c) Pivot Chart
d) Merge Cells

C. State whether the following statements are True or False

1.

2.

Calculated Fields in Pivot Tables allow users to add new fields by
performing calculations on existing data.
Grouping in Pivot Tables can only be done with numerical data.

3. A good dashboard should only include visual charts and avoid using

any slicers or filters.
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. One of the key elements of a dashboard is to present data in a

summarized and easy-to-understand format.

. Planning a dashboard layout includes deciding what visuals to use,

arranging them logically, and considering user needs.

D. Short Answer Questions

1.

ok b

What is a Pivot Table in Excel?

How does a slicer help in data analysis?
Explain what grouping means in Pivot Tables.
Mention any two advantages of using Pivot Tables. b
How is filtering different from sorting in Pivot Tables? %)
What is a nested report in Pivot Tables? . \(';Q

E. Long Answer Questions

1.

Explain with an example how Pivot Tables can be UQQ for a small
business owner.

2. Describe the key features of a Pivot Table and ho&lch helps in data
analysis. @)
3. How can a bank manager use Pivot Tables ta\'r}éke decisions? Explain
with 2 examples. ?
4. Describe the steps to create a Pivot T sing sample data of monthly
expenses.
F. Check Your Performance ‘\®\

1. A school administrator want t@,&nalyse student performance data to

prepare a monthly academi shboard. The dataset contains student
names, subjects, marks oBtained, total marks, and the exam month.

She wants to: 6

e Calculate the@Centage marks using a calculated field in a Pivot
Table. X

e Group tl@mults by exam month to compare overall performance
mont

l@me.
Build %’ashboard that includes:

oC?PIs such as highest and average marks,

A slicer to filter by class or subject.

%% A chart for subject-wise performance,
Q .

What steps should be followed to design this dashboard using advanced
Pivot Table features and proper layout planning? Mention any two key
elements that must be included in the dashboard and explain why they
are important.

205



MIS DATA ANALYST - FINANCIAL SERVICES GRADE-XI

SESSION 4: MIS REPORTS AND BASIC DASHBOARDS
KPIs FOR MONTHLY REPORTS

In a Management Information System (MIS) report, Key Performance
Indicators (KPIs) are important numbers that help show how well something
is working. These could be about a process, a team, or a business. Usually,
these numbers are checked every month to see how things are going.

KPIs in MIS reports help managers and decision-makers in the following ways:

e Monitor performance trends: Helps to track progress over tim@ ..

Sales went up this month compared to last month. . \Q
e Identify issues and gaps: Shows where something is going@&ong. E.g.
Customer complaints are increasing — why? 0.

e Take informed decisions: Helps to make better choices“ising real data.
E.g. Should we hire more staff or promote a product
e Plan for the future: Helps to prepare for next ss\'gf)s E.g. Plan a sales

campaign if performance is low. X,
KPIs are important in Monthly Reports: %O
e They summarize key data in a clear arxd\@lple way.
e They help managers and teams makﬁ@ isions.
e They show what is working well a at needs improvement.
e They help in setting goals for xt month.

SOME EXAMPLES OF COMM PIS IN MONTHLY REPORTS
1. Sales KPIs 6
e Monthly Revenu@’%tal money earned from sales in the month.

e Number of N?§s%ustomers: How many new people bought the product
or service®\\

e Sales @Wth Rate: How much did sales increase or decrease compared
to 1*& month?

2. M ing KPIs
Q®Website Visitors: Number of people who visited the website.

e Conversion Rate: Percentage of people who visited and actually made a
purchase or filled out a form.

e Social Media Engagement: Likes, shares and comments on social posts.
3. Customer Service KPIs

e Customer Satisfaction Score (CSAT): Rating given by customers after
receiving support.
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e Average Response Time: How quickly customer support/care team
replied to customer queries?

e Number of Support Tickets Closed: Total problems solved during the
month.

4. Operational KPIs

e Productivity Rate: How much work was completed compared to the
target.

e Order Fulfilment Time: Time taken to deliver an order after @Q’as
placed. . éQ

e Error Rate: Number of mistakes made during operations.\Q\\
USING KPIS IN MONTHLY REPORTS Q

1. Choose Relevant KPIs: Select key performance indiqg@?s that align with
the main goals of the business or department. For ple, if the goal is to
increase revenue, important KPIs could be t ales, number of new
customers, or average order value. If the fo Qs customer service, KPIs
might include customer satisfaction scor %esponse times.

2. Collect Data for Each KPI: Gather a@lrate data regularly for each
chosen KPI. This data can come fro les records, customer feedback,
delivery logs, or other sources re@ to the business process.

3. Compare with Previous Mon eview the KPI values month by month
to identify trends. Are sales i asing, stable, or decreasing? Are customer
complaints rising or falling? This comparison helps spot patterns and
understand if perfor is improving or declining.

4. Visualize KPIs Usi harts or Tables: Present KPI data clearly with
charts like bar g s, line charts, or tables. Visual tools make it easier to
grasp trends @ differences quickly rather than reading long lists of
numbers.

5. Write Si e Observations: Include brief notes or comments on the
laining key findings. For example: “Sales increased by 10%

ed to last month due to a new marketing campaign,” or “Customer

laints rose slightly and need further investigation.” These
servations highlight what improved and what requires attention.

Qo
KPIs in a monthly report tell the story of progress. They act like a health check
up for a team or business showing what is going well and what needs

improvement. For specific industries such as education, logistics, or
marketing, tailored KPI examples can be provided to suit particular needs.

KPIS IN DASHBOARDS

A dashboard in Excel is like a smart control panel that display important
information quickly using visual tools like charts and tables. KPIs are
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important numbers that tell how well something is going such as sales,
profits, customer complaints, etc. A dashboard shows these KPIs in a visual
format so that anyone can easily understand and analyse the data.

A Dashboard in Excel is a visual tool that shows KPIs using:

Pivot Tables: Used to summarize large data sets.
E.g. Show total sales by region or month.

Charts (bar, line, pie, etc.): Turn numbers into visual stories. E.g. A line
chart showing profit trends over 6 months.

Interactive elements like slicers: Let users filter data quickly‘@g., by
region, month, or product). E.g. Click “North Region” and all ¢ update
to show North’s data only.

Dashboards make it easy to understand the KPIs at a élg-ce, instead of
reading through rows of data.

Let’s say an MIS Report tracks the monthly performa@ of a retail store.

Raw Data: &O

Date Region | Sales | Orders (@e\turns Customer Rating
01/06/25 | North | 5000 2500 2 4.5
02/06/25 | South | 6500 | 3Q% 1 4.8

P O?EI .
</
KPI Examples in the Report: @
) . 4. Example
KPI D
‘:\\'} escription Value (June)
Total Sales \vJ Sum of all sales in June % 1,20,000
- f all
Total Orders Q(b Count of all customer 600
orders
Return Rafe, ~ (Returns + Orders) x 100 2%
Averag&.l\gtomer Rating | Average of daily ratings 4.6 out of 5
N

Visu(éﬂg KPIs in Dashboards (in Excel)

%Pivot Tables and Charts, a basic dashboard can show:

Line Chart: Monthly sales trend

Bar Chart: Orders by region

Gauge Chart: Target vs Actual Sales

Slicers: Select month, region, or category to filter data

Example KPI Dashboard Output:

Dashboard Elements:

Title: “Monthly Performance Dashboard — June 2025”
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e KPI Box 1: Total Sales —31,20,000
e KPI Box 2: Orders — 600

e KPI Box 3: Avg. Rating — 4.6

e Bar Chart: Orders by Region

e Slicer: Choose Month or Region

This allows management to quickly see:

e Which region performed best? @6
e Whether sales targets were achieved ‘Q

e Where customer satisfaction needs improvement \Q\\(O
Benefits of Using KPIs in MIS and Dashboards QQ

e Easy to summarize complex data (%)

e Helps in quick decisions \Q

e Encourages data-driven performance managemeﬁ\,O
e Makes reports more meaningful and visual | )

PIVOT TABLES AND CHARTS FOR MONT ANALYSIS

analyse large datasets, especially for : thly performance tracking. They
help in organizing data in a me gful way and provide clear visual

representations. §(b
1. Pivot Tables 6*

A Pivot Table rearra data to display totals, averages, counts, etc.,
grouped by categor% such as month, region, product, or employee. It
helps quickly ané&s’r questions like:

e What we@\e total sales each month?
e How r@y orders came from each region?

Pivot Tables and Charts in Excel are po&& ul tools used to summarize and

Exa ﬂ; If a dataset contains sales records by date, product, and
regi a Pivot Table can show:

%Monthly total sales per region
e Monthly average customer ratings
2. Pivot Charts

Pivot Charts are visual representations of data based on Pivot Tables. They
help in quickly understanding the data by turning numbers into visuals
such as column charts, line charts, bar charts, or pie charts. These charts
automatically update when the Pivot Table is updated, making them highly
dynamic and interactive. Pivot Charts make it easier to spot trends,
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compare values, and highlight performance patterns that helps users
make faster and more informed decisions.

Example:

e A Line Chart can show how sales changed over 6 months.
A Bar Chart can compare monthly orders across regions.

Benefits for Monthly Analysis

e [t saves time by automatically summarizing large amounts of data.
e It reduces manual errors by using built-in Excel functions. @6
e [t provides clear visual insights through charts and tables.

e It supports informed decision-making by showing key per{%ﬁs nce
trends.

CREATING BASIC DASHBOARDS USING EXCEL CHAR@gAND TABLES,
ADDING BASIC INTERACTIVE ELEMENTS (SLICERS)\Q

Creating Basic Dashboards using Excel \O

A Dashboard is a collection of charts, tables§ graphs that display key
business metrics. In Excel, dashboards help rize large amounts of data
in a way that is easy to understand. These\ hboards can include:

e Tables to show detailed data. .&\(b
e Charts to visualize trends and ccﬁ@hrlsons.

e KPIs to track important n@& like sales growth, revenue, or profit
margin.

Dashboards are used to Q data easily accessible and visually appealing
so that anyone can un and the business’s performance at a glance.

Below are the steps i’q\ereate a basic dashboard in excel:

Step 1: Pr &e the Dataset
o %anize data in a tabular format with headers (e.g., Date,
ion, Product, Sales, Orders).
C,\ Ensure there are no blank rows or columns.
Insert Pivot Table
Q ¢ Go to the Insert tab — PivotTable.
e Select the data range and choose where to place the Pivot Table
(new sheet or existing).
Step 3: Summarize the Data
e Drag relevant fields (e.g., Month to Rows, Sales to Values) to
create summaries.
e Create multiple Pivot Tables for different summaries if needed
(e.g., sales by product, region, or month).
Step 4: Insert Pivot Charts
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Click on a Pivot Table — go to Insert tab — select a chart
(Column, Line, Pie, etc.).

Repeat for other Pivot Tables as needed.

Insert Slicers (Optional for Interactivity)

Select a Pivot Table — go to Insert Slicer — choose fields (e.g.,
Month, Region).

Slicers allow users to filter the entire dashboard easily.

Format the Dashboard

Resize and align the Pivot Tables and Charts neatly. 6
Add titles, labels, or text boxes to explain charts or KPIs )
Use cell formatting and colours for a clean and reada%@ayout.
Review and Test A\®)

Check if slicers filter the visuals correctly. 0

Ensure the dashboard updates when data chapges.

Save the File

Save the Excel workbook as a template’&@’egular file for future
use and updates. O\'

Result: A dynamic dashboard that displ %ey performance indicators
visually and interactively, helping in quicl\ ision-making.

Adding Basic Interactive Elements (Q&rs)

Below are the steps to Add Basic I ctive Elements in Excel Dashboards:

Step 1:

Step 2:

Step 5:

Create Pivot Tabl nd Charts

First, create P@bles and corresponding charts from the
data. These~wilform the main parts of the dashboard.

Select q{(jvot Table

Cli@ here inside the Pivot Table to activate the PivotTable
on the Ribbon.

0
Step @@sert a Slicer

Go to the PivotTable Analyse tab (or Analyse tab in some Excel
versions).
Click Insert Slicer.

Choose Fields for the Slicer

In the Insert Slicers dialog box, select the fields (columns) on
which filtering will be needed, like Month, Region, Product, etc.
Click OK.

Use the Slicer
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e The slicer appears as a clickable button box. Clicking any item
in the slicer instantly filters the linked Pivot Table and charts to
show only relevant data.

Step 6: Format the Slicer (Optional)

e Resize or move the slicer on the dashboard.
e Use the Slicer Tools tab to change colours, styles, and layout for
better visuals.

Step 7: Connect Slicers to Multiple Pivot Tables (Optional) 6
If there are multiple Pivot Tables, link slicers to all rel‘e@
tables: \Q\\
e Click on the slicer. QQ‘

e Go to Slicer Tools > Report Connections (or\@ﬁable
Connections).

e Check all Pivot Tables that the slicer 8ould control.
Step 8: Test the Interactivity

e Click different slicer buttons t%:@ck how the dashboard updates
instantly, making data exp{&@tion easier and faster.

This way, slicers add interactivity t shboards, helping users quickly filter
and analyse data without man djusting filters.

Let’s understand with the §¥p of example.

A national electronics ret@ ain i.e. Krush Tech, operates across four major
regions: North, South t, and West. The store sells products like Laptops,
Mobiles, and He ones. Each month, the management reviews
performance datatd“understand:

o Sales tre@ across regions and products

e Num b{ f customer orders

. Réa rates and customer satisfaction ratings

’l% ke this review more efficient, the store manager is asked to create a
nthly Performance Dashboard using Excel.

Date Sales Customer
(June, | Month | Region Product Q) Orders | Returns Rating
2025)

01 June | North Laptop 50000 20 1 4.5
03 June | South Mobile 30000 25 2 4.2
05 June East | Headphones | 15000 15 0 4.8

212




MIS DATA ANALYST - FINANCIAL SERVICES GRADE-XI

08 June West Laptop 40000 18 1 4.4
12 June | North Mobile 35000 22 1 4.6
16 June | South | Headphones | 10000 10 0 4.9
20 June East Laptop 55000 23 2 4.3
24 June West Mobile 25000 19 1 4.7
Step 1: Prepare the Dataset
e Open Excel and enter the sample dataset above.
o Ensure the data has headers and no blank rows or columns. Q)b
Step 2: Create a Pivot Table ‘\(';Q
e Select the entire dataset range (e.g., A1:H9). $Q
e Go to Insert > Pivot Table. Q

e Choose to place the Pivot Table on a new WOl‘kShé@

« Click OK. \\O
Step 3: Set Up the Pivot Table — In the Pivo@le Fields:

e Drag Month to the Rows area. @

e Drag Sales (%) or Orders to the Va@ area.

e Drag Region or Product to the,@}lmns area (optional for comparison).
Step 4: Insert Pivot Charts (b

e Click inside the Pivot e.

e Go to Insert > Re ended Charts or choose Column, Bar, or Line
Chart %

e A Pivot Cha{sz 11 appear and automatically update with the Pivot

Table. Q

Step 5: Ad icers (Interactive Filters)

. Ses\t the Pivot Table or Pivot Chart.

%) to Insert > Slicer.

Q- Select one or more fields (e.g., Region, Product).

e Click OK - slicer buttons will appear.

e Click buttons to filter data instantly in the Pivot Table and Charts.
Step 6: Format the Dashboard

e Resize the chart and slicers neatly on the worksheet.

e Add chart titles (e.g., “Monthly Sales by Region”).
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o« Format data labels, legends, and slicer styles for clarity and appeal.
e« Rename the sheet to “Dashboard”.

Result: Fig. 4.4

An Excel sheet with:
e A Pivot Table summarizing monthly sales or orders.

e A Pivot Chart showing trends.

o Slicers allowing selection of Region or Product. 6
o All visuals updating interactively with slicer selections. A Q)
*
RX%)
B0 Sample * - x - . ~ -x
B 7 T z : o T i ; « L i N = PivotTable Fields

3 |Column Labels |~ Choose fields to add to report: -
4 - East East Total - North North Total - South South Total - West West Total Grand Total ch 5
5 Headphones Laptop Laptop Mobile Headphones Mobile Laptop Mobile
6 15000 55000 70000 50000 35000 85000 10000 30000 40000 40000 25000 65000 260000 | Month -
7 15000 55000 70000 50000 35000 85000 10000 30000 40000 40000 25000 65000 260000 | Region

/| Product
2 | Sales (%)

Sum of Sales (3) Orders
10 Returns
m Monthly Sales by Region Customer Rating
12 MORE TABLES... -
13
14 R . Drag fields between areas below:
i Product e FILTERS COLUMNS
16 e m West - Mobile Region =
7 June W West- Laptop Product -
18 m South - Mobile
15  South - Headphones ROWS 3 VALUES
2 I North - Mobile Month v | [ Sum of Sales () *
21
22
0 20000 40000 60000 v
2 =
‘ ... | Sheet17 | sheet18 | Sheetig | Sheet20 | Dashboard | Sheet21 @ “ v el s

N
Fig. 4.4: Month rformance Dashboard using Excel

PRACTICAL EXER

Activity 1: Create agégmple Monthly Performance Report Using Pivot Tables
and Charts. &(b

Material Re Qi
o Compv{% ith Microsoft Excel installed
is.Knowledge of Excel interface

o Q%}nple dataset containing monthly performance data as below:

Month | Region | Sales (X) | Orders | Returns Cust?mer
Rating
January | North 50,000 200 5 4.5
January | South | 45,000 180 3 4.6
January | East 40,000 160 6 4.3
February | North 52,000 210 4 4.7
February | South | 48,000 190 S 4.5
February | East 42,000 170 2 4.6
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March North 55,000 220 3 4.8
March South 50,000 200 6 4.7
March East 45,000 180 4 4.4
April North 58,000 230 2 4.9
April South 53,000 210 ) 4.6
April East 48,000 190 3 4.5

Procedure:

1. Open Microsoft Excel and enter the sample monthly performance data
exactly as shown. Make sure the data is clean, with no blank \5®s or
columns inside the dataset. X2

AN

2. Create a Pivot Table $Q

e Select the entire data range (for example, cells AQHS, including
headers). \QQ

e Go to the Insert tab on the Excel ribbon. \O

N

e Click on Pivot Table @)
e Choose to place the Pivot Table in a 1\@ %orksheet (recommended for

clarity).
e Click OK. Q}\(b
3. Set Up the Pivot Table \'

a) In the Pivot Table Fields §,
s area.

e Drag Month to t
e Drag Sales (}) &e Values area — this will automatically calculate
total sales %’ onth.

b) Optional:

o Dr gion to the Columns area if a month-wise region comparison
ded

ag other KPIs (e.g., Orders, Returns) to the Values area for
additional summaries.

Q@ert a Pivot Chart
Click anywhere inside the Pivot Table to activate it.
e Go to the Insert tab.

e Choose a chart type such as Column Chart or Line Chart to visualize
sales trends.

e The chart will automatically link to the Pivot Table data and display
monthly sales visually.
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5. Format the Chart

¢ Add a Chart Title such as “Monthly Sales Performance.”

GRADE-XI

e Add Axis Titles (e.g., Months on the X-axis and Sales in X on the Y-axis).

e Include Data Labels if needed to show exact values on the chart bars or
lines.

e Adjust colours or styles for better visual appeal and clarity.

6. Analyse the Report

a) Look at the chart and Pivot Table to identify:

Which month had the highest sales?

Are there any trends or seasonal changes?
How do different regions perform (if added)?

<
%

O
Q
.\(}\

N

b) Use these insights for decision-making, reportiné@o management, or

planning future strategies.
Activity 2: Building a Basic Dashboard in Ex

Materials Required:

e« Computer or Laptop with Microsoft 1:3)‘98&1 (2016 or later)

o Internet access (optional, for desi
e Pen and notebook (for notin

e Sample dataset (sales, r

eas or templates)

b
cé @5¥ isualize Monthly KPIs.

ations or KPI definitions)

8’@11, month, orders, returns, customer rating,

etc.)
N

Month | Region %oduct Sales Orders | Returns Custc?mer

‘5’\\, ) Rating
June No;tk((?’ Laptop 50,000 20 1 4.3
June | South | Mobile |65,000] 30 0 4.8
Junqug/ast Headphones | 25,000 40 3 4.1

7~ N

J; West Laptop 55,000 22 2 4.4
%

\ -
Igcedure:

1. Open Excel and enter or import the monthly performance data. Ensure the
data is clean (no blanks, consistent column headers).

2. Create Pivot Table

a) Select the full dataset.
b) Go to the Insert tab — Click PivotTable.

c) Choose “New Worksheet” — Click OK.

216



MIS DATA ANALYST - FINANCIAL SERVICES GRADE-XI

. Add Slicers (Interactive Filters)

d) In PivotTable Fields:

e Drag Month to Rows
e Drag Sales or Orders to Values
e Drag Region or Product to Filters or Columns

. Create Pivot Charts

e C(Click inside the PivotTable.
e Go to Insert —» Choose Column Chart, Line Chart, or Pie Chart.
e The chart will be linked to the PivotTable and show summary data

. Create KPI Boxes: Use Excel cells with formulas (like =SUM( or

=AVERAGE(...)) to display KPIs: Q0
e Total Sales \(o

e Total Orders \SQ

e Return Rate = Returns + Orders x 100 Q

e Avg. Rating = AVERAGE of Ratings \QQ

e Click on the PivotTable. 0
e Go to Insert tab — Click Slicer i

e Select fields like Region or Product \©
e Place slicers next to charts and es.

e Try clicking different slice @ttons (e.g., South Region) to filter the
entire dashboard instant

. Format and Finalize the @board

e Add headings li onthly Performance Dashboard — June 2025”
e Format fonts, %blours, and layout for better appearance.

e Align all &ts, slicers, and KPI boxes neatly.

e Save ile as Monthly_KPI_Dashboard.xlsx

CHECK YOUR PROGRESS

A.

4

@n the Blanks
1A

is a one-screen summary of data using tables, charts, and

KPIs.
2. In Excel, allow users to filter data using buttons.
3. is used to combine data into categories like months or years.
4. Dashboards help in decision-making by showing key data
clearly.
5. A is used to highlight important numbers such as total

students or average marks.
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B. Multiple Choice Questions (MCQs)

1.

What is the main purpose of a dashboard?
a) To type long reports

b) To show all data in text form

c) To display important data visually

d) To print Excel sheets

. Which Excel tool helps you filter Pivot Tables using buttons? 6

a) Grouping \QQ)
b) Slicer '\\(9
c) Formula QQ\'Q

d) Sorting %4

. What can a KPI in a dashboard show? \Q

xO

a) Colours X
O

b) A large table

c) A detailed report \©

d) A key value like pass percent%@

. What type of chart is best %ompare student performance across

subjects?

a) Pie Chart 6*
b) Bar Chart \>
%\.

c) Line Charto\\

d) Scatte&@rt
. What @s ayout in a dashboard refer to?

a) Q&t style
hart type

%C) Arrangement of charts and tables

d) Excel version

C. State whether the following statements are True or False

1.

gk owb

Dashboards are only used in big companies.

You can use filters and slicers in Excel dashboards.
Dashboards cannot show data using colours or icons.
Bar charts are useful to compare class-wise attendance.
Dashboards make it harder to understand your data.
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D. Short Answer Questions
What is a dashboard in Excel?
Name any two places where dashboards are commonly used.
What is a KPI? Give one example.
Why is layout important in dashboard design?
How does a slicer help in making a dashboard interactive?
What type of chart can be used to show changes in attendance over
months?
E. Long Answer Questions 6
1. Explain what a dashboard is and why it is useful in schools. %)
2. Describe the steps to create a simple dashboard in Ex using
attendance data.
3. Discuss five key elements that should be included irQQell—designed

ok b=

dashboard.
4. Give a real-life example of how a dashboard can h@@ school principal
make better decisions. \O
F. Check Your Performance L
1. How should the sales manager create a Qly dashboard in Excel to
display key performance indicators (KPI sing Pivot Tables, Charts, and

Slicers? \
List the steps involved and explai@%c)w these tools help in analysing
monthly performance effectively\Q)
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MODULE 5: AUTOMATION AND PRESENTATION OF
REPORTS

In today’s business environment, organizations rely heavily on reports and
presentations to make informed decisions. With increasing volumes of data,
manual preparation of reports is time-consuming and prone to errors. This is
where automation tools and effective presentation techniques play a key role.
Automation, especially within Microsoft Excel, helps save time by performing
repetitive tasks, updating reports, and ensuring consistency. Simil@y,
presenting reports clearly using tools like slide decks allows organizg{'k@s to
communicate data-driven insights effectively to stakeholders. ‘\(O

This module focuses on building essential skills for automatix@ports and
presenting them in a professional format. It introduces stud%f to the use of
Macros and Visual Basic for Applications (VBA) in EX@ or automating
routine tasks. The module also covers techniques fo\Qautomating report
generation, integrating visuals into documents delivering effective
presentations. 0’\'

Further this module is divided in to 4 ions. Session 1 deals with
understanding Macros, recording them, ploring the basics of VBA for
task automation. Session 2 focuses o&plying these skills to automate

reports and dashboards, saving ti on repetitive tasks. Session 3
emphasizes how to prepare s red, analytical reports using Excel
outputs. Finally, Session 4 dev learners’ ability to present data analysis

effectively using professionabsgde presentations.

N
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SESSION 1: MACROS AND VBA IN EXCEL
MACROS IN EXCEL

A macro in Microsoft Excel is a set of programmed instructions that
automates repetitive tasks, allowing users to perform complex or routine
operations quickly and efficiently. Macros are created using Visual Basic for
Applications (VBA), Excel’s built-in programming language.

Prerequisites for Using Excel Macros

Before learning how to create macros in Excel, it is necessary to turn @Qw
developer mode in Excel. Follow below steps: éQ

Step 1: Open MS Excel - Navigate to the MS Excel icon and gm@a click to
open it.
Step 2: Right-click on the Ribbon - Go to the menu rform a right-
n@réé 5.1).

click on the ribbon, select Customize the ribbo

File Home Insert Page layout Formulas Royion icu O Joll o

_ ] Customize Quick Access Toolbar...
B F O ‘ Ty B a| [Z]A Y | _
35| E | & Zv |A]Z Show Quick Access Toolbar Below the Ribbon
Get External ’ z i - -
New y Refresh Al Sort Filter A ] Customize the Ribbon..
Data ~ Query~ LO All ~ 7 T
Get & Transform Connections Sort & Filter v Collapse the Ribbon -

Fig. % stomzze the Ribbon

Step 3: Check the Deve; box and click on “OK” - Navigate to
Customize the n and place a check on the Developer Checkbox

(Fig. 5.2). 5’\\,

EEEEEE

Fig. 5.2: Developer
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Procedure to Enable Excel Macros
Follow the below steps to enable macros in Microsoft Excel:

1. Open the Excel File: Open the Excel workbook that contains the macros
you want to enable.

2. Access the Trust Center:

e Click on the File tab in the top-left corner of the screen.

e Select Options at the bottom of the left-hand menu. é
e In the Excel Options window, select Trust Center from the lefs d
pane (Fig. 5.3). \{o

RS

Excel Options X

e Click on the Trust Center Settings button on the rig

G 1
e Help keep your documents safe and your computer secure and healthy.

Formulas

Data Security & more

Proofing Visit Office.com to learn more about protecting your privacy and security.
Save

Microsoff t Center
Language

Microsoft Excel Trust Center
Accessibility

The Trust Center contains security and privacy settings. These settings help keep your

Advanced in 7 "
SR computer secure, We recommend that you do not change these settings Trust Center Settings...

Customize Ribbon

Quick Access Toolbar

Add-ins

Trust Center

Fig. 5.3: Trust Center

3. Naviggx 0 Macro Settings: In the Trust Centre window, click on Macro
ettings on the left.

S
4. ose the Appropriate Option: Select one of the following options
Qbased on security requirements:

e Disable all macros without notification: Disables all macros silently.

e Disable all macros with notification: Disables macros but shows a
warning when a macro-enabled file is opened.

e Disable all macros except digitally signed macros: Enables only macros
signed by a trusted publisher.
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e Enable all macros (not recommended): Enables all macros without
restrictions and may pose a security risk.

. Save Your Settings:
e Click OK to close the Trust Center window.
e Click OK again to close the Excel Options window.

. Enable Macros for a Specific Workbook (If prompted): When a macro-

enabled workbook is opened, a yellow Security Warning bar may apgear

below the ribbon. Click Enable Content to allow the macros to rung
A

RECORDING A MACRO

Recording a macro in Excel allows tasks to be automated by capturing a

sequence of actions. Follow these steps to record a macro:

Step 1: Click on the Developer Tab - Go to the Developer tab located
at the ribbon.

Home Insert Draw Page Layout Formulas Data FEE View Developer

A ae Abc — -
El = Record Macro .’ ,d? * Abc v ' = ® v

Visual Macros = o Use Relative References Add-ins  Excel Button Group Combo Label Checkbox Scroll List Option Spinner
Basic Add-ins Box Box Bar Box  Button

Code Add-ins Controls

. 5
Fig. 5.4: Det%&er Tab
N

Step 2: Click on the Record Macro - In the Code Group, the
tool Record Macros is located, to excel macros record you have

to click on it.
N\

Home Insert Draw Page La

- L[ L7 Record Macro

¢ Visual Macros [ ] Use Relative References
Basic

» Code
%C)

% Fig. 5.5: Record Macro

Step 3: Fill the Record Macro Dialog Box — As macros are selected, a
dialog box is opened which contains the following options to fill
(Fig. 5.6).
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Record Macro

D Macro name: £

| Macro1| |

Store macro in:
! This Workbook

Shortcut key:
Option+Cmd+

Description: 6

&
cancel (D QQ

)
Fig. 5.6: Dialog Box O\Q

T T

In the dialog box, enter the name of the Excel @scro in the Macro name.
However, space cannot be used in the name to separate the
words, underscore (_) can be used for this p@)ose. Example: Macro name.

There are some other options also in the&ialog box, i.e., where to store the
macro, the shortcut key which can sed to activate the macro, and the
description for the macro created. }‘ge can be filled accordingly.

o After filling in the dialog box,\¢lick on OK.

e As soon as OK is click@i cel Macro records the set of operations the
user is practicing. ~X\

e Once, the workXis done, in the Developer Tab, an option “Stop
Recording” caQ(& seen. Clicking on which the recording gets stopped and
the created ro is saved (Fig. 5.7)

Home Insert Draw Page Layout Formulas Data Review View Developer _

B .
B Stop Recording ’ &? Abc 21 (Abc v € = ° a
- @ = =
Visual Macros = = Use Relative References Add-ins Excel Button Group Combo Label Checkbox Scroll List Option Spinner
Basic Add-ins Box Box Bar Box  Button
Code Add-ins Controls

X

Fig. 5.7: Developer Tab

VBA EDITOR INTERFACE IN EXCEL

Visual Basic for Applications (VBA) in Excel is a language that allows users to
automate repetitive tasks and enhance Excel’s functionality far beyond its
standard features.

The VBA interface is a User-friendly interface with various components that
helps you to work with VBA code efficiently. Below are some elements:
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Toolbar and Menu Bar: VBA Editor consists of a standard toolbar as well as
a Menu bar same as other Windows applications. The toolbar provides quick
access to common actions, such as running or stopping the code from being
executed (Fig. 5.8).

File Edit View Insert Format Debug Run Tools Add-Ins Window Help @Menu Bar
R " | P @ R @¢ Tool Bar
Fig. 5.8: Tool Bar and Menu

Project Explorer: It is located in the left pane of the VBA Editor. It sl—& a
tree-like (hierarchical) view of all open workbooks, along wi their
components such as worksheets, modules, and user forms. S elps in
navigating and managing different parts of the projec&@ ng macro
development (Fig. 5.9).

_— = %

Project - VBAProject )\Q

=) @ VBAProject (Book1.xlsx)
= "ﬁ Microsoft Excel Objects
- A sheet1 (Sheet1)
--EH] Sheet2 (Sheet2)
: = ThisWorkbook
=8 ES Modules

----- .42 Modulel

% Fig. 5.9: Project Explore

Code Window: It i s\he main area of the VBA Editor where VBA code is
written, viewed &1 edited. It is linked to the selected object or module in the

Project Exp , and displays the code specific to that module or worksheet
(Fig. 5.1

% . File Edit View Insert Format Debug Run Tools Add-lns Window Help -

& EEmmmmann

||Genera|} v| |{Declarationsl

Code Window

Fig. 5.10: Code Window
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VISUAL BASIC FOR APPLICATIONS (VBA)

Visual Basic for Applications (VBA) is a simple programming language used
within Microsoft Office applications like Excel to automate tasks and create
custom solutions. Learning VBA helps users perform complex operations
quickly and efficiently without repeating manual steps.

Variables in VBA

In VBA, variables are used to store information that can be used and changed
throughout a program. Just like in mathematics where letters can repre@nt
numbers, in VBA, variables can hold numbers, text, dates, or other\e@s of
data. .

W

Variables are named storage locations in memory that hold dat@ues which
can change during the execution of a program.

Declaring Variables \QQ

In VBA, variables must be declared before use, spes('@ng their data type to
allocate appropriate memory (Fig. 5.11). \0\'

ﬁ Microsoft Visual Basic for Applications - Book2

File Edit View Insert Format Debug Run JTools Add-Ins Window Help

EE-d @l »u @ EFY @ o =

Project - VBAProjen&

E 9 -
. hd| '%Bnokz - Module1 (Code) E@

Microsoft

] Sheet
B Sheet Sub Examplel ()
&) Sheel Dim studentName As ) String
&) Thisy stgdenzName = "Ramir"
| B9 Modules Fnd Su
H 2 Modu
-

Properties - Mcdul&
Modulel Module |

Alphabetic Categ

(Name) Modulel

In this ex@g/

é)a keyword used to declare (introduce) a variable.

dent Name is the name of the variable.

\
Fig. 5.11: Example of Declaring Variables

e As String tells VBA that the variable will store text.

e “Aamir” is the text assigned to the variable.

Common Data Types:

e Integer: Whole numbers (e.g., 10, -5)

e Double: Decimal numbers (e.g., 3.14, -0.001)
e String: Text (e.g., "Hello World")
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e Boolean: True or False values

Example of Variable Declaration:

Dim age As Integer
Dim price As Double

Dim name As String

Dim is Available As Boolean 6

)
PRACTICAL EXERCISES \Q

W

Activity 1: Record and run a simple Macro to format a t in Excel
automatically. Q
Material Required: %)

e Computers with MS Excel installed
e Sample data table @)
Procedure: é
1. Open Excel and load the sample data @

Go to the “View” tab and select “Re }@Macro

s> LN

Name your Macro and assig@rtcut key (optional).

Perform basic formatting st
and applying colour. 6
Stop recording. %\.

ike changing font size, adding borders,

o

6. Run the recorded‘@&aero using the assigned shortcut or from the Macro
list.

7. Observe how Qe steps are automatically repeated.

8. Show @16 teacher.

Activéé: Exploring the VBA Editor Interface: Open the VBA editor and
e recorded Macro.

lo %

l‘éterial Required:

e Computers with MS Excel

e A pre-recorded Macro

Procedure:

1. Open Excel and press Alt + F11 to open the VBA editor.

2. Navigate the interface to find the recorded Macro under "Modules."
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3. Double-click the module to view the code.

4. Briefly explore the toolbar and code window.

5. Close the editor after familiarization.

Activity 3: Making Minor Modifications to Recorded Macros.
Material Required:

e Computers with MS Excel

e Previously recorded Macro Q)b
Procedure: \Q
W
1. Open Excel and go to the VBA editor (Alt + F11). \Q
2. Locate the recorded Macro. QQ
3. Find the line in the code where font colour is define @
4. Change the colour code (e.g., from black to blue).\o
5. Save and close the editor. O\'
6. Run the Macro to see the changes in act'@. s
CHECK YOUR PROGRESS . Q}
A. Fill in the Blanks Q)\\
XS
1. A is a set of in@ions that can be recorded to automate
tasks in Excel.

2. The shortcut key to @the VBA Editor in Excel is .
3. The place where %%rded Macros and VBA codes are stored is called

the 0\\.
4. In VBA, : are used to store data values that can change
r §

durin ogram execution.

5. Th@cess of saving a sequence of tasks in Excel for automatic

tition is called
B. @én)iple Choice Questions
1. What does VBA stand for?
a) Visual Basic for Analysis
b) Visual Basic for Applications
c) Virtual Basic Assistant
d) Visual Basic Automation

2. Which tab is commonly used to record a Macro in Excel?
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a) Insert
b) View
c) Data
d) File
3. Which shortcut is used to open the VBA Editor?
a) Ctrl + F12
b) Alt + F11 S
c) Ctrl + Alt +V \Q
d) Shift + F5 \Q\\%
4. In VBA, what is a Variable? Qo
a) A permanent value \QQ
b) A storage location for data \O
&
d) A shortcut key
5. Which of the following is a correct %@10 VBA syntax?

*

a) Add Row Q)&\

c) A type of Excel worksheet

b) Range("A1l"). Select fé\‘
c) Insert = Cell s

d) Go to Cell \}6*

C. Match the Colum:@'

Q-

N
Colum&‘éoncept Column B: Description

e A
0s ’ Shortcut to open VBA editor

o N

w

Stores recorded Macros and code

&G\\;BA

Visual Basic for Applications

Q%J VBA Editor

4. | Variables A recorded sequence of actions

m o 0

5. |Alt+Fl11 ’ Used to store changing data

D. Short Answer Questions
1. What is a Macro in Excel?

2. Why do we use Macros in Excel?
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3. What is the purpose of the VBA Editor?

4. Define a variable in VBA.

5. Write an example of a basic VBA syntax.
E. Long Answer Questions

1. Explain the process of recording and running a basic Macro in Excel
with an example.

2. Describe the VBA Editor interface and its main components. 6
3. Discuss the importance of using VBA for automating repetitivg(@ks.
4. Explain in detail what variables are in VBA, and why they aﬁ:gb

important in programming. \>
5. Write a simple VBA code that selects a cell, changes és ont color to
red, and explain each step. \Q
F. Check Your Performance \O

1. Critically evaluate the benefits and limitatio éf using recorded Macros
versus writing custom VBA code for au‘:-(@a%ng repetitive tasks in Excel.

Provide suitable business examples to i ort your answer.

2. Examine the role of variables and s&éx accuracy in VBA programming.
How do errors in variable declaratign and syntax affect the execution and
outcome of a Macro? Justify @@answer with examples.

3. Design and develop a basit automated Excel report that includes
formatting, chart updat:éa d data insertion using recorded Macros and

minor VBA modificaidQs. Explain the steps involved in your design.

4. Create a scenariddhere a business process can be fully automated using
Macros and VBAX Develop a step-by-step plan, including how Macros
would be re@ied, edited, and executed to solve the identified problem.

&

S
Qc.)
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SESSION 2: AUTOMATING REPORTS AND DASHBOARDS
ASSIGNING MACROS TO BUTTONS

Assigning macros to buttons and keyboard shortcuts allows users to run
automated tasks quickly and easily, improving efficiency and reducing
manual errors.

Following are the steps followed to assign a Macro to a Button in Excel:

Step 1: Enable the Developer Tab 6
¢ Go to File —» Options — Customize Ribbon. \QQ
e Check the Developer checkbox and click OK. ‘\\6
Step 2: Insert a Button Q
e On the Developer Tab, click Insert. @Q

e Under Form Controls, select the Buttd'x orm Control).
Step 3: Draw the Button \

e Click and drag on the workshee®fto*draw the button where you
want it to appear.

Step 4: Assign the Macro ‘\(&

e After drawing the @on, Excel automatically opens the
Assign Macro wi

e Select the de 'Lgd macro from the list.

e Click OK t@onﬂrm.

Step 5: Renam 5(1'1 utton (Optional)
e Ri l@click the button and select Edit Text.
Q/i;’pe a meaningful name for the button (Example: “Generate
Report”).

SEgoig Test the Button

e Click the created button.
Q e The assigned Macro will run automatically.
ASSIGN KEYBOARD SHORTCUTS TO MACROS

A keyboard shortcut allows a macro to be run quickly using a specific key
combination. Use the Macro Options window in Excel to assign or remove a
shortcut key. Follow the steps below:
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1. Go to the Developer tab and click the Macros button. (If the Developer tab
is not visible on the ribbon, it must be enabled from Excel Options.) (Fig.
5.12).

O = @ = Assign Keyboard S

Home Insert Page Layout Formulas Data Developer

ﬂ D:r ﬂgd Macra a -I:II? ,;‘:ﬁ. -ﬂn b{ Propertls E N

tive References = &1 View Code

Visual Macros i Add-  Excel COM Insert Design k Source ©
Basic L\\, ! ro Security ins  Add-ins Add-ins @ Mode Run Dialog =
Code Add-ins Controls
View Macros (Alt+F8) | E | F G H J

See a list of macros you can work
with. 6
e Tell me more @

S\
NS

Fig. 5.12: Developer Tab and Macro Button ‘Q

(= NN ST

2. In the Macro dialog box, select the macro to which the sthcut key will be
assigned, and click the Options button (Fig. 5.13). A@

Macro ? X

Macro name:

Createshcrtcu'd

CreateShoricut
Step Into

2. Select the macro you want

Edit
to create a shortcut for.

Create

3. Click Options...

Delete

1. Filter list of macros.

Macros in: | This Workbook v

Description

Cancel

8%. 5.13: Macro Dialog Box

3. In the Macro Optio sEeindow, enter a letter, number, or symbol to create
the shortcut key&®o avoid conflicts with commonly used shortcuts (e.g.,
Ctrl+C for Co include Shift in the shortcut (e.g., Ctrl+Shift+C). (Fig.

5.14)
A@ Macro ER

Macro name:

O\ CreateShortcu Macro Options 2 9 |'_ Run
% Macro name: |:§tep Into
CreateShortcut |: &

6 Shortcut key:
Q Ctrl=Shift+ | C |: Create
|: Delete

Hold Shift and type a a letter in

the box to create a Ctrl+Shift

Description:

Macraos in: | Thil

keyboard shortcut combination.

Description

Cancel

Fig. 5.14: Macro Options
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4. To delete an existing shortcut key, open the Macro Options window again
and remove the character from the shortcut field. Click OK to save changes
(Fig. 5.15).

Macro Options

Macra name:
CellColorGreen
Shortcut key:

ctri= || You choose the key to

use in your shortcut. You
can also use the Shift key 6
as part of the shortcut. @

Description:

Cancel Q\\
Fig. 5.15: Macro Options @Q
AUTOMATE REPETITIVE TASKS IN EXCEL \O

The Macro Recorder allows recording and creati ,Qrepetitive macros for
tasks that involve multiple steps to complete. @ses where operations are
time-consuming due to the number of actio %md the use of automation
through the Macro Recorder is recommenﬁ o improve efficiency.

Following are the steps to automate rege&lve Tasks:
Step 1: Identify Repetitive Task%&i0

Start by pinpointing the task frequently perform in Excel. Common
examples include data entrybférmatting, calculations, and report generation.

Step 2: Macro Record&

Each stage will be Cq&u ed using the Macro Recorder.

Step 3: Macro %g (Optional)

When neces?ﬁe View > Macros > View Macros > Edit will be used to refine
the macr& . 5.16)

(e=s

MNE-E 4 @A 9 b I oG EEFS
% Project - VBAProject EI |(Genera|)

@ Ln2Colt =

% BE 3E ﬁ Sub Delete_voter columns() §
Q =-&% VBAProject (Book1) e 1
"¢ Module1 Delete_voter_ columns Macro

. BH] Sheet1 (Sheet1)

-] Sheet2 (Sheet2)
.. B8] Sheet3 (sheet3)
i @ ThisWorkbook
=-&8 VBAProject (PERSONALXLSB)
¢4 Module1
.- EH) Sheet1 (Sheet1)
.48 ThisWorkbook

' Keyboard Shortcut: Ctrl+Shift+V Ny
'

Range ("A:A,D:D,J:J,K:K,L:L,N:N") .Select
Range ("N1") .Activate
Selection.Delete Shift:=x1ToLeft

End Sub

Fig. 5.16: Macro Editing
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Fig. 5.16 displays several panels that appear based on the selected settings
when the editor is opened. The panel on the right is introduced first, which
displays the VBA code for the macro. Different panels are explained below:

e« Each macro begins with a Sub reference followed by the assigned macro
name. This represents a Subroutine or sub procedure.

e A series of green lines starting with an apostrophe (') are included. These
are comments used to explain the macro.

e Additional comments can be added by starting a line with an apostr@he
(). Adding comments is useful when modifying a macro& for
documentation purposes. ‘\('Q

o« The black-coloured lines represent the macro’s actual co including
references to actions, properties, and objects. This sectiQ 1S effective for
instructional purposes, as it shows how recorded ste%@e translated into
code. In the earlier tutorial, specific columns such 63 ,D,J,K, L, and N
were deleted using these code references. L\

e The Explorer panel, though potentially ove ming, is essential. Macro
code is typically displayed in items labelled as Module.

Steps to Automating Formatting Usil} acros

1. Go to the Developer Tab and clic].@}cord Macro.

Give a name to your Macro (. (@Z\ﬁle: “Format Report”).

Select where to store the Macto (This Workbook is recommended).
Click OK to start recording.

Apply the formattin&\){l need:

a kK LN

e Change font %e or style
e Apply bo 1talics

o Set celd golours

. Ad'lssk orders

6. W Qﬁnished, click Stop Recording on the Developer Tab.

7 @n the Macro anytime to apply the same formatting automatically.
Steps to Automating Printing Using Macros

1. Go to the Developer Tab and click Record Macro.

2. Name the Macro (Example: “Quick Print”).

3. Click OK to start recording.
4

. Go to File — Print and set the print settings (such as selected area,
number of copies, page layout).
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5. Print the document.

6. Click Stop Recording.

7. Run the Macro anytime to automatically print with the saved settings.
Steps to Automating Chart Updates Using Macros

1. Go to the Developer Tab and click Record Macro.

2. Name the Macro (Example: “Update Chart”).

3. Click OK to start recording. 6
4. Select the chart and update: (,;QQ

e The data range. \Q\\

e Chart type (if needed). QQ
e Chart title or labels.

5. Click Stop Recording. ‘Q
6. Run the Macro anytime to automatically updé&Qhe chart as per the

recorded step SO

SCHEDULING BASIC MACRO EXECUTIO

Microsoft Excel does not provide a bui scheduling feature for Macros.
However, Macro execution can be sch eéd using Windows Task Scheduler
by linking it to a workbook containjg?én Auto-Run Macro. Follow the steps
below:

Step 1: Create an Auto-R nl}VIacro
1. Open Excel w%@bk
2. Press Alt + o open the VBA Editor.
3. In the &%nel double-click This Workbook.
4.

following code to automatically run a Macro when the
ok opens:

) Private Sub Workbook_Open ()

%% Call YourMacroName

End Sub

S. Replace Your Macro Name with the name of your Macro.
6. Save the workbook as Excel Macro-Enabled Workbook (*.xlsm).

Step 2: Use Windows Task Scheduler
1. Open Task Scheduler on your computer.
2. Click Create Basic Task.

3. Give the task a Name and Description.
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4. Choose when you want the Macro to run (Daily, Weekly, On Start-
up, etc.).

5. In the Action step, select Start a Program.

6. Browse and select Excel.exe from your system (Ex: C:\Program
Files\Microsoft Office\root\Office XX\ EXCEL.EXE).

7. In the Add Arguments (optional) field, enter the full file path of your
Macro workbook in double quotes, like this:

“C:\Users \YourName\Documents\MacroWorkbook.xlsm”~°Q)
8. Click Finish to schedule the Macro. \Q\\%
PRACTICAL EXERCISES QQ‘

Activity 1: Assigning Macros to Buttons and Shortcuts. @)

Situation: You frequently apply the same formattin wle to a set of reports.
Instead of manually applying the formatting each #me, you want to create a
macro and assign it to a button and a keyb hortcut to speed up the
process.

Task: Create a macro that formats a reporftable (sets font size, bolds headers,
applies borders), assign it to a buttonQ the sheet, and link it to a custom
keyboard shortcut. %)

>
Material Required: @
e Excel with Developer tab @bled
« Basic knowledge of B&ing macros
e Understanding oﬁ@tton insertion and macro assignment
Procedure: \(b
1. Open Ex€el and enable the Developer tab.

2. Cre B\ ample report table.
3. S recording a macro named “Format Report”.
4Q ply the following formatting while recording:

e Bold and centre-align headers
o Set font size to 12
e Apply borders to all cells

5. Stop recording the macro.
6. Insert a button from the Developer tab.

7. Assign the “Format Report” macro to the button.
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8. Test the button functionality.

9. Go to Options > Customize Ribbon > Keyboard Shortcuts.

10. Assign a shortcut key (e.g., Ctrl + Shift + F) to the “Format Report” macro.
11. Test the keyboard shortcut.

Activity 2: Automating Repetitive Tasks (Formatting, Printing, Updating
Charts).

Situation: Your team prepares weekly sales reports with the same formatfing,
printing, and chart updates. Manually completing these tasks is (fime-
consuming.

‘\\"o

Task: Create a macro that: A\®)
e Formats the sales report table Q\)‘
e Updates the sales chart \QQ

e Prints the report automatically \O

Material Required: \:6\

e Sample sales report data and chart @
o Familiarity with recording macros AN
Q0

« Knowledge of printing setup in Eg@

Procedure: @rb'

1. Prepare a sample sales d gtable and insert a corresponding chart.
2. Start recording a mac@ med “Weekly Report”.

3. Apply desired formatting to the table (font style, colours, borders).
4. Refresh or upd{@» he chart to reflect any changes.

5. Set up the ptirt area and printing preferences.

6. Print é/eet (this will be recorded in the macro).

7. St ording the macro.

8 @1gn this macro to a custom button or shortcut key for easy execution.
9.%Test the macro by running it on a new set of data.

Activity 3: Scheduling Basic Macro Execution.

Situation: You want to ensure a report is automatically updated and printed
every Friday at 4 PM without manual intervention.

Task: Schedule a macro to automatically update and print the report on a
specific day and time.

Material Required:
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Excel
Windows Task Scheduler (if using personal systems)

Basic VBA knowledge (if needed to write a refresh-print macro)

Procedure:

1.

oo

Record or write a macro named “Auto Weekly Report” that updates the
report and prints it.

. Save the Excel file as a Macro-Enabled Workbook (.xlsm). 6
. Create a Windows Task Scheduler task: \QQ)
&

e Open Task Scheduler and create a new task. N
e Set the trigger to Weekly on Fridays at 4 PM. \SQ
e Set the action to open the specific Excel file. Q

In the Excel file, set up a Workbook Open event in V%Q

Private Sub Workbook Open () \O
Call Auto Weekly Report

End Sub éo

Save and close the workbook.

Test the scheduled task by manually. @mng it from the Task Scheduler.
Verify that the macro automatlca pdates and prints the report when
the file opens.

’b
CHECK YOUR PROGRES @
A. Fill in the Blanks

1. The t@n Excel allows you to access Macro recording and
assignment o xo'ns

2. A macro &be assigned to a to enable quick execution with
a &Wl k.
Q key combination is commonly used to assign shortcuts

(i? acros.
utomatmg tasks like formatting, printing, and chart
updating saves time and reduces manual errors.

5. To schedule macro execution automatically on a specific day and time,
is used in Windows.

B. Multiple Choice Questions

1. Which of the following is required to record a macro in Excel?
a) Enabling the Developer tab

b) Inserting a chart
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c) Creating a pivot table
d) Using Conditional Formatting

2. What type of file must you save your workbook as to store macros?

a) .xlsx
b) .xlsm
Cc) .csv
d) .txt

3. Which tool allows you to automate the opening of Excel files a% 1gger

macros at specific times?
a) Excel Scheduler Q
b) Windows Task Scheduler %4

c) Excel Timer

d) Macro Launcher \
4. Which shortcut key is commonly used fc%&gnmg macro shortcuts?
a) Alt + F4
b) Ctrl + Shift + (Key) .&\‘@
c) Ctrl + P

4 P12 &

5. What happens when %smgn a macro to a button in Excel?
a) The macro is @tﬂanenﬂy deleted
b) The macro %\eopied to another file
c) The runs when the button is clicked

d T @dtton automatically prints the sheet

C. Mat \the Columns
NG

f"O Column A Column B

e  [“Peveloper Tab A. | Schedule automatic macro execution
S

A M t
2. ssign Macro to B. | Enables macro recording

Button
3. | Ctrl + Shift + Key C. | Quick macro execution

Wind Task o
4. Scllrllec;‘ﬁzr as D. | Run macro by clicking
5. | Automating Tasks E. | Reduces manual effort

D. Short Answer Questions
1. What are the benefits of assigning macros to buttons in Excel?

239



MIS DATA ANALYST - FINANCIAL SERVICES GRADE-XI

3.
4.
5.

. Explain how keyboard shortcuts can improve the efficiency of macro

execution.

List two repetitive tasks that can be automated using Excel macros.
What is the role of Windows Task Scheduler in macro automation?
What file format is required to store and run macros in Excel?

E. Long Answer Questions

1.

F. Check Your Performance (b'
1.

2.

Explain in detail the process of assigning a macro to a button and a
keyboard shortcut in Excel. Provide step-by-step instructions.

. Describe how you can automate repetitive tasks such as form g,
printing, and updating charts using macros. Support your an with
practical examples. N

. Discuss the steps involved in scheduling a macro to rq\&ltomatically
r

using Windows Task Scheduler. Why is this fea@ useful in an

organization? \Q

. How can automating repetitive tasks in ExceP&prove productivity in

large-scale reporting processes? Provide r rld scenarios to support
your answer.

Compare and contrast the manual, execution of tasks versus macro-
based automation in Excel. Hi% t the advantages and potential
risks of using macros. \Q)

Evaluate a scenario where a company relies on manual report
formatting and printi &Discuss how macro automation can improve
the process and isks need to be managed.

Create a detail an for developing, testing, and scheduling a macro
that automa %e following:

e Formatting”a weekly report

. Up%t{il sales charts
. %1 ihg the report

é}tomatieally triggering the macro every Monday at 9 AM
3

elop a solution to automate end-of-day reporting in Excel, including
macro design, button placement, shortcut assignment, and scheduling
using external tools.

. Assess the effectiveness of using Windows Task Scheduler for

automating Excel macros. What improvements can be made to ensure
smooth and error-free execution?
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SESSION 3: ANALYTICAL REPORTS

An analytical report is a written business document that companies of all
sizes use to explore business opportunities, solve problems, and make more
intelligent decisions. This report includes both quantitative and qualitative
data to present a complete analysis of the problem.

When preparing analytical reports, the format chosen affects how well the
information is communicated and understood. Below are the common types
of analytical report formats: (Fig. 5.17) 6

NE
ANALYTICAL

REPORT Narrative

Formats

O

Tabular
Formats

FORMATS

Fig. 5.17: Analytical Report Fo;é&t

1. Tabular Format éo

The tabular format is a method of pre@ting information using tables
organized into rows and columns. ThigyStructured layout allows data to be
arranged systematically, making it @s to locate, compare, and interpret
specific pieces of information. XX

Data is divided into categor@r fields (represented as column headers).
Each row typically repre@s a record, entry, or unit of analysis. Tables
can be sorted, filtered used for quick analysis of patterns and trends.
Often used with la olumes of data because it minimizes clutter and
maximizes claritys’\\,

Advantages; \(b

e Easy ‘%ead and understand for users familiar with numbers.
e S ts sorting, filtering, and basic calculations.

) @ icient for showing structured and standardized data.

QL mitations:
[ ]

Lacks context and storytelling: It only presents raw data without
explanation.

e Not visually engaging: Especially for senior management who may
prefer charts or narratives.

e Can be overwhelming if the dataset is too large without summarization.
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2. Narrative Formats

The narrative format is a style of presenting analytical reports where the
focus is on explanation, interpretation, and storytelling using descriptive
text. Instead of just presenting raw data, the narrative format walks the
reader through the meaning behind the data, providing context, causes,
and actionable recommendations.

Advantages of Narrative Format:

explains the background, reasons, and impact of the data. e

Provides Context: The narrative format goes beyond numbers énd
Ips
readers understand not just what happened but why it happéneéd.

e Supports Decision-Making: Narrative reports us include
recommendations and strategic insights that guid nagers and
executives in making informed decisions. %)

STRUCTURE OF ANALYTICAL REPORTS \Q

xO

An analytical report follows a systematic structyre” to ensure that data,
analysis, and conclusions are presented in , logical, and actionable
manner.

1.

R

)

Title Page: Report title, author’s.mame, date of submission, and
sometimes the name of the organi{%n. Clearly identifies the topic and
scope of the report. \Q)
Table of Contents: It inﬁ@s List of sections and page numbers.
Provides quick navigation{hrough the report.
Executive Summary: f summary of the purpose, key findings,
conclusions, and r@@nendations. Gives busy decision-makers a quick
overview witho g\r' ing the entire report.
Objectives / P%«pose of the Report: It Includes Clear statement of what
the report &i Hsto analyse or solve. Sets the focus and direction for the
analysi
MethoA / Methodology: Description of how data was collected,
an d, and tools used (surveys, Excel analysis, financial models, etc.).
ures the analysis is reliable and can be replicated if needed.

ata Analysis / Findings: Provides evidence and explains trends,
comparisons, and patterns found in the data. It Includes Presentation of
data through:

e Tables
e Charts
e Graphs

e Text-based analysis (if using narrative format)
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7. Discussion / Interpretation: It Includes In-depth explanation of the
results, reasons for the findings, and the potential impact. Adds meaning
to the data and connects it to the business or research objectives.

8. Conclusions: Summarizes the key points and answers the report’s
original objectives and Provides closure and highlights what was learned
from the analysis.

9. Recommendations: It Includes Actionable steps or strategies based on
the findings. Guides the reader on what to do next.

10. Appendices (If needed): It Includes Supporting documents, raw data,
detailed calculations, or additional charts. Keeps the main repgt&an
while providing additional details if required.

w2
\
Q

Summary of the Sections of the Analytical Report
O
Section Purpose X
sf\g
Title Page Identifies the report
xO

Table of Contents Helps navigation :O

Executive Summary | Quick overview@ decision-makers

Objectives States the K \rt ’s objectives/ purpose
Methods Expleg'\how data was gathered/analysed
Data Analysis &s&s?nts evidence and findings
Discussion \\. xplains the significance of the results
Conclusmns Q’\\. Summarizes the key takeaways

Recon’gQatlons Suggests actionable steps

A‘p.pQ 1ces Provides detailed supporting information
)

A\
ST%‘URE OF ANALYTICAL REPORTS IN THE CONTEXT OF
@I CIAL SERVICES

In the financial services sector, Management Information System (MILS)
reports help monitor and evaluate different business functions such as sales,
branch performance, and risks. These reports assist managers in making
decisions based on data trends and operational performance.

A. Monthly Sales Report
The Monthly Sales Report is a critical business document that provides a

snapshot of sales performance over a specific month. It helps decision-
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makers track progress, identify trends, and make informed strategic
choices.

A Monthly Sales Report provides a structured, data-driven summary of
sales activities and outcomes over a specific month. It helps businesses
track performance, analyse trends, and make informed decisions.

COMPONENTS OF MONTHLY SALES REPORT

Main Parts of a Monthly Sales Report:

1. Title: Clearly shows the reporting month. @6
Example: “Monthly Sales Report — March 2025” . (;Q

o

Example: To check how much was sold andQ)mpare it with

targets. %)
3. Data Sources: Where the sales data comes frq)r@

2. Objective: Tells why the report is made.

Example: Billing system, sales recor@\-or Excel sheets.
4. Methods: Explains how the data is g g(:)j or calculated.
()

Example: Total sales, sales
or PivotTables.

5. Analysis: Looks deeper into ;%iata

Examples: @

e Actual vs Ta@a Did we meet our goals?
e Growth his month better than last month?
q'%mers — Which product or branch sold the most?

N\

6. Visuals: Chafis or tables that show data clearly.

duct, or by region using Excel

e Top

%{gples Bar charts, line graphs, and summary tables.
7. Co ion: A short summary of the report’s findings.

%C) Example: Sales improved by 6%, but one region missed its

% target.

8. Recommendations: Suggestions based on the report.

Example: Promote the best-selling product or improve support
in low-performing areas.

B. Branch Performance Report:

A Branch Performance Report is a comprehensive tool used by
organizations, especially banks and retail businesses, to evaluate and
monitor the performance of their individual branches. These reports help
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identify best practices, areas needing improvement, and align branch
activities with overall strategic goals.

Key Components of a Branch Performance Report

1.

Ben

. Reporting a

Performance Metrics and KPIs: Branch performance reports highlight
important measures called Key Performance Indicators (KPIs). These
include data like revenue, expenses, profits, and customer satisfaction.
Comparing KPIs across different branches helps identify which
branches are doing well and which need improvement. It supperts
better decision-making and targeted support.

)
. Financial Analysis: The report shows detailed financial in \Qlation

for each branch, such as how much money is earned and sﬁq . It may
also include analysis by product line or customer type L@ g methods
like activity-based costing, the report ensures that c¢@sts are shared
properly among branches, helping to understan profitable each
one truly is.

. Customer and Market Insights: This se i?)ﬁq includes information

about the type of customers each branch, §drves and which products
are popular. It also looks at the 10C@h arket, such as population,
income levels, and job availability. ese insights help branches
understand their surroundings aé\ow to better serve customers or
expand business.

. Operational and Staff %%Qr)zing: Reports may also track how

efficiently branches are king like how many transactions are
completed, how produetive staff are, and how many employees are
needed. This helps @anning staff levels, improving operations, and
using resources % y to meet the branch’s goals.

isualization Tools: To make the data easy to
understand @e report often includes dashboards, charts, and tables.
Users ca@ ter information, save different views, and share reports
ea?léf&ese visual tools make it simpler for managers to spot trends,

co e branches, and take quick action when needed.

and Uses

Q%rategic Alignment: Ensures branches align with corporate objectives
such as revenue growth, customer retention, and cost control.

e Performance Monitoring: Enables branch managers and higher-level
executives to track progress against targets and benchmarks regularly.

e Decision Support: Combines internal performance data with external
market factors to inform branch expansion, marketing campaigns, and
product development.
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e Efficiency Improvements: Identifies operational inefficiencies and
supports staff planning to optimize branch productivity.

e Enhanced Reporting: Automated and integrated reporting tools reduce
manual effort and data redundancy, improving accuracy and timeliness
of performance insights.

Example: Solutions and Tools

e Calxa: Offers branch KPI comparison reports and visual breakdowns of
income and expenses by business unit.

e Phrazor: Provides automated branch performance reports that é 1nate
manual data consolidation and improve reporting efficiency. \\

e IBM Cognos Branch Performance Blueprint: A sophlqsb)ted solution

combining internal data and external market ana@

for detailed

profitability planning, forecasting, and real-time mo

e Branch Dashboard: Provides campaign pe;gﬁglance reports with

customizable filters and trend graphs to ana €9

arketing impact across

branches.

C. Risk Analysis Report \©

A Risk Analysis Report is a structur‘&ocument that identifies, assesses,
and provides strategies to mana otential risks that an organization or
project may face. is e ial for understanding uncertainties,
minimizing losses, and sup & ing informed decision-making.

Key Elements of a Rlsbén

1.

lysis Report

Risk Identlflca@t This involves listing potential risks that could

impact the o,galzatlon or project. These risks can be commercial,

financial, tional, environmental, reputational, compliance-related,
ﬁifety, strategic, or workforce-related.

health an
. Ris@essment: This step evaluates the likelihood (probability) and

ct (severity) of each identified risk. Tools such as risk matrices,
ision trees, Failure Mode and Effects Analysis (FMEA), and bowtie
odels are commonly used to quantify and prioritize risks.

. Risk Characterization and Analysis: The report characterizes risks

by estimating their consequences and how serious they could be. It also
may include root cause analysis to understand underlying issues and
failure mode analysis to identify potential process failures.

. Risk Management and Mitigation Plans: The report outlines risk

management strategies and control measures to mitigate or eliminate
risks. This includes a risk corrective action plan detailing how to
respond if a risk materializes.
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5. Risk Communication: Effective communication of risk findings to

stakeholders is vital. The report should present risks clearly, often
using dashboards, heat maps, and visual analytics to ensure
understanding and facilitate decision-making.

. Supporting Data and Documentation: A risk report often includes a

risk register (listing risks, their owners, rankings, and responses),
performance data reviews, project schedules, and status updates to
provide context and track risk management progress.

Types of Risk Analysis Included 6

Risk-Benefit and Cost-Benefit Analysis: Weigh advanjc@ and
disadvantages or costs against benefits to guide decisiongo\\

Needs Assessment: Identifies gaps in resources or ca@gltles critical
to success.

Business Impact Analysis: Evaluates the ef 6\Qf disruptions and
helps prioritize recovery efforts. \

Failure Mode and Effects Analysis (Fl@ldenﬁﬁes potential failure
points to improve reliability and redu@o ts.

Root Cause Analysis: Investigatg%ndamental causes of problems to
prevent recurrence. Q\

Benefits of a Risk Analysis e&t

Minimizes losses by & icipating adverse events and planning
responses.

Strengthens secv@v and operational resilience.

Improves re§§?ce allocation by focusing efforts where risks are
highest.

Enhal@ ompliance with regulatory requirements.

ts strategic decision-making by balancing risks and benefits.

T@ and Software for Risk Analysis Reporting

eral software platforms facilitate risk analysis reporting by integrating

data, automating workflows, and providing advanced analytics and
visualization:

Risk connect: Offers customizable dashboards, heat maps, predictive
and prescriptive analytics, and easy report building for decision-ready
insights.

IBM OpenPages: A governance, risk, and compliance (GRC) platform
with workflow automation and reporting capabilities.
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e Service Now GRC: Cloud-based platform with incident management,
risk assessment, mitigation planning, and continuous surveillance.

e Risk Optics: Provides operational risk management with customizable
risk calculations and compliance management.

Perform Risk Analysis (Summary Steps)
1. Identify hazards and risks relevant to the organization or project.

2. Evaluate risks by assessing their likelihood and potential impact using

appropriate tools. %)

3. Decide on and implement control measures to mitigate risks.\éo

4. Document findings thoroughly to maintain records support
transparency. Q

5. Review and update the risk analysis regularly (b@ﬂect changes in
conditions or new information.
xO

EXCEL OUTPUT IN REPORTS X

When using Excel output in reports, especia@isuals like charts or pivot
tables, it is important to consider how to rt, clean, format, and embed
these visuals effectively. Below is a detadiled overview covering exporting
visuals, cleaning and formatting thelﬁ\ and the pros and cons of using
screenshots versus linked objects. X¢

1. Exporting Excel Visuals fo@ports

e Exporting Data witbﬂive Connection: When Excel visuals are
connected to dy @‘data sources such as Power BI, export options
allow maintain{i live connection. This enables the Excel workbook
to refresh d directly from Power BI visuals, ensuring real-time
accuracy 4 S orting.

o Exp;@g Pivot Tables and Charts: The “Copy as Picture” feature in
Ex an be used to export pivot tables or charts as images while
@ning their visual layout and formatting. This is especially useful for
%%serting visuals into documents or presentations.
R

e Export to PDF: Exporting Excel reports or charts as PDFs ensures
consistent formatting and layout across devices and platforms. This
reduces the risk of misinterpretation and preserves the visual integrity
of the report.

2. Cleaning and Formatting Excel Visuals

e Data Cleaning: Prior to creating visuals, data should be cleaned by
removing duplicates, correcting spelling errors, standardizing text case,
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and eliminating blank rows or columns. Use Excel formulas to process
the data, and replace formulas with values to stabilize the dataset.

Formatting Charts: Select appropriate chart types that suit the data
and intended message. Avoid unnecessary clutter, apply consistent
colour schemes to emphasize key points, and customize labels and
titles for clarity. Use legible fonts and minimize excess gridlines and

labels to maintain chart readability.

e Consistent Formatting: Apply templates and uniform styling aoﬁss
all reports to ensure a professional appearance and enfance

stakeholder engagement.

3. Screenshot vs. Linked Object

&
R\

Aspect

Screenshot (Static Image)

Linked Ogg:t (Dynamic

O ink)

Data Update

Does not update if source
data changes; static
snapshot

2 sutomati
Up&%t s automatically when
s@.lrce Excel file changes

Typically, smaller, as 1%6-)/

)

Can increase file size due to

with by opening in Excel

File Size . )
ust an image - embedded data
j g é\\fb
Interactivity | No intera(:tivity'3 f@ image Can be edited or interacted

Ease of Use

N
Simpl @%sert and
pésk n anywhere

Requires source file access
and can be more complex to
manage

Reliability

s displays exactly as
-\ﬁ tured, no broken links

Risks broken links if source
file is moved or renamed

C

Good for sharing finalized
reports without source

Collab Q/
o

Better for ongoing reports
needing live data updates

dependencies

w TABLES AND VISUALS
1.*Choosing the Right Chart

Selecting the appropriate chart type depends on the nature of the data and
the message to be conveyed:

e Use Bar or Column Charts to compare quantities across categories.

e Use Line Charts to show trends over time.

e Use Pie Charts to show percentage distribution.
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e Use Scatter Charts to show relationships or patterns between two
numeric variables.

2. Table formatting
Effective tables should be easy to read and facilitate comparison:
i) Layout and Arrangement:

e Arrange numerical data in columns for easier vertical
comparison. 6

e Place time-series categories across columns. <

e Calculated values should be to the right of the s@te data

columns. \SQ

e Indent subentries or use separate columns instedd of cut-in rows
for hierarchical data. \Q

iij Alignment: \O
o Left-align text (especially in stub c@s) for readability.
e Right-align numbers and ensu@c nsistent decimal places for

easier comparison.
p . ‘0\
g\

)
e Use thin, light lin s(&\naringly—preferably only to separate
headers and footer oid heavy grids that clutter the table.

iiiy Visual Design:

e Employ white @e generously to improve readability; a row
height rou oubles the font size is recommended.

e Use sut%s ading or zebra striping for alternate rows to guide
the ey, pecially in wide tables.

o &j}gﬁ@ght important data with noticeable but not overwhelming
urs.

C,\ Remove duplicates and unnecessary
@ Sorting and Grouping:
Q e Sort data by rank or time when applicable.
e Group related data logically (e.g., sales by country).

v) Text Orientation: Use horizontal text orientation for all table text
to maintain readability.

vi) Font: Use a legible, consistent font throughout the table.

3. Enhancing Visuals in Reports
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The following are to be followed to make visuals more effective and
engaging:

e Purpose and Clarity: Ensure each visual has a clear purpose and is
tailored to the audience. Avoid adding visuals that do not contribute to
the main message.

e Simplicity: Keep visuals simple; remove unnecessary elements like
excessive gridlines, labels, or colours that distract from the data.

e Use Colour Strategically: Use colour to highlight key data poin@or

differentiate categories. Stick to a cohesive colour palette alig ith
your brand or report theme. ‘\\(0

e Labels and Annotations: Use clear labels and brief @)tations to
explain what the visual shows, making it easier to inteégpret.

e Interactive Elements: When possible, incorpor%teractive visuals
(e.g., dashboards) to allow users to explore dag@ynamically.

e Contextualization: Provide context aro @"visuals to help readers
understand the significance of trends or liers.

e Accessibility: Use high-contrast c@urs and ensure visuals are
accessible to all users, including e with colour vision deficiencies.

PRACTICAL EXERCISES x9

Activity 1: Developing a Samp@ialytical Report using Excel (Sales Report
for Q1).

Situation: A company 1& to track and evaluate its sales performance for
the first quarter (Q1 o& year. As a data analyst, you need to develop an
analytical report usi xcel.

Task: Prepare arterly Sales Report for Q1 using Excel. The report should
summarize @s y product, region, and month, and include visual elements
like chartgs

Materi equired:

. Q@el software

e ‘Sales data (sample data provided or created by students)
o Basic Excel skills: charts, tables, formulas

Procedure:

1. Gather or create sample sales data for Q1 (January, February, March) for
multiple products and regions.

2. Use Excel to:
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¢ Calculate total sales per month.
e Summarize sales by product and region using PivotTables or summary
tables.

3. Create visualizations:

e Bar charts for product-wise sales.
e Line charts for monthly trends.

4. Format tables and charts for clarity and presentation.

5. Prepare an Excel report file showing both raw data and sum

analysis. ‘Q

Activity 2: Integrating Excel Elements into a Word Do@nt with
Descriptions.

Situation: Manager requires the Excel analysis to b@presented in a
professional Word document for client review.

Task: Create a Word document report by embeddi sigcel tables and charts.
Provide clear descriptions and interpretations f% @ch visual.

Material Required:
e Microsoft Word and Excel . ‘0\
\Y.
o Completed Excel sales report fromé{a‘awty 1
o N
e Writing skills for report desc@@n
Procedure:

1. Open a new Word dog@\t and insert the title: Quarterly Sales Report —
Q1 2025. GJ

2. Write an introdqé@n summarizing the report’s objectives.
3. Embed for d Excel tables (copy as linked objects or embedded

content)
4. Inse ”Eg(*el charts with appropriate headings.

5. (F;[o%ach table or chart:

Write a short description explaining what the data shows.
e Provide brief interpretations (e.g., top-selling product, regional
performance).

6. Summarize findings and add conclusions at the end of the report.
7. Save the document as Draft Report — Q1 2025.
Activity 3: Presenting Draft Reports in Small Groups.
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Situation: You will present your draft report to your classmates in a small
group to receive peer feedback and improve your final report.

Task: Present your draft analytical report and explain the key findings using
your Word and Excel documents.

Material Required:
e Draft analytical report (Word file)

e Excel analysis file 6
e Presentation preparation (5-7 minutes) %)
Procedure: ‘\\(;Q

1. Prepare a short oral presentation covering: \Q

e Purpose of the report. @Q
¢ Key sales trends and findings. \Q
e How the tables and visuals support your analy;@

2. Share your Word and Excel files with your gr. @’@\'
3. Present your draft report to your classm@ n a small group.
4. Receive feedback on:

e Clarity of visuals. Q)K\
e Quality of analysis. N\
e Report structure and for ng.

5. Take notes on suggested @%rovements.

6. Use the feedback to e your final report.
CHECK YOUR PROGRESS
A. Fill in the S

1. Ina format, data is presented in structured tables for quick
ref ce and numerical analysis.

section of a business report typically summarizes key
Q% indings and provides actionable insights.

____________ object in Excel updates automatically when the source
data changes, while a screenshot remains static.

4. A chart is most appropriate for showing trends over time.

5. Cleaning and visuals in Excel ensure that charts and tables
are clear, readable, and professionally presented.

B. Multiple Choice Questions
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C. &Q{p

. Which of the following is an advantage of the narrative format in

analytical reports?

a) Easy to scan numerical data

b) Supports decision-making with explanations
c) Best for periodic summaries

d) Requires minimal reading time

. What is NOT a typical component of a business analytical report?

a) Title 6

b) Fictional Story \QQ)
c) Methods ‘\C'Q
d) Conclusion NS

. Which type of visual in Excel is best for comparing Ca@ories?

a) Line Chart \QQ
b) Pie Chart \O
c) Bar Chart E @)

d) Scatter Plot

. Which of the following is a di‘sq,ggantage of using screenshots in

reports? »&\

a) They update automatic 111;5\
b) They are easy to past

c) They remain stati; Q&n if data changes

d) They can be resi

. Which report is %monly used to evaluate operational and financial

outcomes of i idual branches?

a) Risk P@rsis Report

b) Br%h erformance Report
c) ly Sales Report
rketing Plan Report

the columns

Column A Column B

Tabular Format Decision support with explanations

Narrative Format Tracks monthly sales performance

Monthly Sales Report Static image, not auto-updating

Linked Object (Excel) Quick reference of numerical data

a R W b=

B o 0w

Screenshot Updates automatically with source
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D. Short Answer Questions

1.

4.
5.

What is the key difference between a tabular format and a narrative
format in analytical reports?

. Why is it important to clean and format visuals before inserting them

into a report?

. List two advantages of using linked Excel objects instead of screenshots

in business reports.
Name three key components of a business analytical report. Q)b

What is the purpose of a Risk Analysis Report in financial ser%@s’Q

E. Long Answer Questions

1.

F. Check You

1.

Qﬁa

Explain the structure of a business analytical rep(Q\%escrlbe the
purpose of each section (Title, Objectives, @hods, Analysis,
Conclusion).

. Compare the advantages and dlsadvantageS\}'usmg screenshots vs.

linked objects when adding Excel outpu eports. Provide examples.

. Discuss the differences between tabu @e nd narrative analytical report

formats. When would each f01: be most appropriate? Provide
examples from financial services&\

visuals to a report. Ho
understanding? *

selecting the right chart type enhance

. Describe the steps and co;§ iderations involved in adding tables and

. Write a detailed ex ;@atlon of how a Monthly Sales Report is prepared,

including data rces, analysis methods, visual representations,
conclusions, ? recommendatlons

ormance

Ana@he advantages and potential limitations of using visuals like
arts and line graphs in a Monthly Sales Report. When might
(a? ls mislead decision-makers?

esign a Monthly Sales Report template that includes tabular data,
narrative summaries, and appropriate Excel visuals. Explain your
design choices and how they improve report clarity.

. Develop a strategy to automate the process of exporting, cleaning, and

integrating Excel visuals into analytical reports. Your strategy should
ensure the reports remain accurate and easy to update.
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SESSION 4: PROFESSIONAL PRESENTATIONS
DESIGN PRINCIPLES FOR SLIDE DECKS

The core design principles for creating engaging slide decks are centered
around clarity, visual impact, and audience engagement. Based on expert
recommendations and best practices, these principles include:

1. Storytelling Structure

e Design the slide deck like a story with a clear beginning, middle, 81d
end to guide the audience smoothly through your message.

e Use intentional narrative gaps, questions, or hints to enga{@‘losny
and keep the audience eager to follow along.

2. Simplicity and Focus Q
e Stick to one main idea per slide to avoid overwhel%gé viewers.
e Minimize text and bullet points; use concise, c@' language.

e Avoid clutter by removing unnecessary elefoents and focusing on key

messages. @

3. Consistency \

e Maintain a uniform look and fe ‘Q}troughout the deck using consistent
fonts, colours, layouts, and

e This cohesion helps thé\audience focus on content rather than
distracting design cha&%s.

4. Visual Hierarchy a adability

o Use size, contgast, and positioning to guide the viewer’s eye to the most
important 11{@%nat10n first.

e Make %/ itles larger and bolder than supporting text.

o whitespace generously to avoid crowding and improve
c@ rehension.

S.Q &of Strong Visuals

e Replace or complement text with relevant, original visuals such as
images, charts, graphs, and icons to make data and concepts more
memorable.

e High-quality visuals should support the message without distracting
from it.

6. Audience-Centered Design
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e Tailor content and visuals to the audience’s knowledge, interests, and
needs.

e Design slides to help the audience succeed in understanding, not just
to support the speaker’s script.

7. Clear Typography and Colour Use

e Choose easy-to-read fonts and ensure text size is legible from a
distance.

e Use a limited number of fonts and consistent color schemes witQQgh
contrast for accessibility. . éQ

8. Minimal and Effective Use of Multimedia: Incorporat@ultimedia
elements like videos or animations sparingly to enhaQ ngagement
without overwhelming the audience %

EXCEL CHART INTEGRATION IN SLIDE DECKS \Q

Integrating Excel charts into slide decks, xé&-rticularly PowerPoint
presentations, can be done in several ways %}nding on whether static
visuals or dynamic, updateable links are required. The following are the core
methods and best practices for integrating\t@ excel charts in slide Docks.

1. Copy and Paste Excel Charts into%&erPoint

iy Simple Copy-Paste: Select chart in Excel, copy it (Ctrl+C), then
paste it into PowerPoint (@t ). This creates a static image of the chart
by default.

iiy Paste Options: Af@sting, different paste options can be selected;
e Use Destin iga) Styles: Formats the chart to match PowerPoint’s
style but i t linked to Excel data.
e Keep @&rce Formatting: Maintains Excel’s look but remains static.

. : Embeds the Excel chart as an object, allowing editing within
CngerPoint but increases file size.

%% Picture: Pastes as an image, no editing or updates possible.
QLmking Excel Charts for Dynamic Updates

e Paste Special with Paste Link: Use PowerPoint’s Paste
Special feature and select Paste Link to create a live connection
between the Excel chart and the PowerPoint slide.

e Benefits:

i. The chart in PowerPoint updates automatically when the Excel
data changes.
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ii. Ensures data consistency and saves time on manual updates.
¢ Requirements:

i. Both Excel and PowerPoint files must be saved and accessible,
preferably in the same folder to avoid broken links.

ii. Need to manually update links in PowerPoint or set automatic
update options.

3. Embedding Excel Objects 6
e Entire Excel worksheets or selected ranges can be embedé&@mto

PowerPoint slides as objects. . \%
e Embedded objects can be edited within PowerPoint by d@e-chcking,
opening an Excel interface inside the slide. Q
Best Practices for Excel Chart Integration \QQ

e Simplify and Clean Charts in Excel: Removs@mecessary gridlines,
labels, and colours before copying to improve clafity and visual consistency
in the presentation.

e Match Design: Adjust chart colours anc@nts to match the theme of the
slide deck. . (b

N
e Manage File Locations: Keep li;k Excel and PowerPoint files together
to prevent broken links. Qo)

e Test Updates: Before pres%t g, verify that linked charts update correctly
and that embedded obje pen without issues.

e Use Embedded C@ts for Static Data: When data won’t change,
embedding or paSQog as pictures reduces dependency on external files.

o Use Linkedﬁg'ts Jor Dynamic Data: When data changes frequently,
linking e that the presentation always reflects the latest figures.

ESEN’@ N SKILLS

PR

Good&entation skills enhance the effectiveness of a slide deck and help

cor@ nicate ideas clearly and confidently. While slides provide structure and
al support, the speaker's delivery plays a key role in engaging the

audience. The following skills are essential to complement any slide

presentation:

1. Clear and Confident Speaking: Presenting with clarity and confidence
ensures that the message is understood by the audience. Speaking at a
moderate pace with proper pronunciation allows the listener to follow along
easily. Confidence in tone helps build credibility, while pauses can be used
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effectively to emphasize key points or allow time for the audience to absorb
information.

2. Body Language and Eye Contact: Non-verbal cues such as posture, facial
expressions, and gestures play a significant role in communication.
Maintaining eye contact builds trust and keeps the audience engaged.
Using natural body language and avoiding nervous habits can make the
speaker appear more assured and connected with the audience, enhancing
the delivery of the message.

3. Voice Modulation: Varying pitch, tone, and volume helps to maintain
audience interest and avoids a monotonous delivery. Emp ing
important words or phrases through voice modulation can drawﬁion
to critical information. A lively and expressive tone also adds@ gy to the
presentation, making it more impactful and easier to foll

4. Effective Use of Slides: Slides are visual aids meag %o support the
presentation, not replace the speaker. Instead of rea directly from the
slides, the presenter should explain the content,(@dd context, or share
examples. Smooth transitions between slides ‘and alignment of spoken

content with visuals help maintain flow an force the message.
5. Time Management: Good time manage tis essential to ensure that all
important points are covered withou ing or exceeding the allotted

time. Practicing the presentation be@and helps with pacing and allows
adjustments if necessary. Priori @1g key information ensures that the
core message is delivered ev fbime becomes limited.

6. Audience Engagement: An %agmg presentation encourages interaction
and keeps the audienc volved. Asking questions, using relatable
examples, or includi g}mmple activities can make the session more
interactive. Observ@ audience reactions and adjusting tone or pace
accordingly also"\‘eontributes to a more responsive and dynamic
presentation

7. Handling thns Responding to questions with patience and clarity
demons és subject knowledge and openness. Listening carefully and
an % Nng directly builds trust with the audience. If a question cannot be
a ed immediately, offering to follow up later shows professionalism

a willingness to help.

Strong presentation skills turn a simple slide deck into an impactful
communication tool. These skills not only enhance clarity but also build
confidence, helping to deliver a memorable and professional presentation.

PRACTICAL EXERCISES
Activity 1: Creating a Slide Presentation from an Analytical Report.
Situation: You have completed an analytical report (e.g., Monthly Sales

Report, Branch Performance Report, or Risk Analysis Report). Your manager
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now requires you to present the key findings to the management team using
a professional slide deck.

Task: Create a slide presentation that summarizes your analytical report,
integrates Excel visuals, and highlights key insights. The presentation should
effectively = communicate the report’s purpose, analysis, and
recommendations.

Material Required:

e Completed analytical report (Excel and Word document) b
e Presentation software (PowerPoint, Google Slides, etc.) . éQQ)

e Key Excel charts and tables to integrate \Q\\

e Understanding of slide design principles QQ

e Basic presentation skills \QQ

Procedure: \O

1. Planning the Slide Deck 0\'

a) Review your completed analytical rep@a d identify:
e The report’s objective . ‘0\
ofis

e Key data points and conclusi
e Important visuals (charts es)

b) Outline your slide flow: @

e Title Slide 6\\
e Report Objecti e@de
e Key Data Fj s Slides
Rfs Slides
e Sum and Recommendations Slide
2. Slide Creatio

e Visuals/

b)

a) O @our presentation software and start a new slide deck.
(&gn each slide using proper formatting:

Q e Use minimal text and bullet points.
e Apply consistent fonts, colours, and styles.
e Ensure charts are properly formatted and readable.

c) Embed or link Excel charts and tables as needed.

d) Add short descriptions and insights for each visual to guide the
audience.

3. Finalizing the Slide Deck

a) Review for:
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e Clarity
e Consistency
e Proper sequencing of slides

b) Rehearse the presentation:

e Focus on explaining visuals and key findings.
e Prepare to answer questions from the audience.

4. Present your slide deck to classmates in small groups.

5. Receive feedback on slide design, content clarity, and presentation st
6. Note down improvement / suggestions for your final submission.__ @)
7. Revise as per the suggestion. . (';Q
8. Show to the teacher. \Q\\
CHECK YOUR PROGRESS Q\\’

A.Fill in the Blanks <&

1. A good slide design should follow the principle o@ to maintain
visual consistency throughout the presentatiqr'l.

2. Excel charts should always be %@fore inserting them into
slides to improve clarity and visual irr@c

3. One key advantage of using Excel objects in slides is that
they automatically update when xcel file changes.

4. A well-designed slide deck sh L&vmd visuals that distract

from the key message. (b.
ﬂs'

5. Good presenters mainta contact with their audience to

build connection and S%
B. Multiple Choice Que @ s

1. Which of the folléwirtg is NOT a recommended slide design principle?
a) Simplicity Q’\\,
b) Consist
c) Clutte layout
d) Vi hierarchy
2. W \ the benefit of embedding a linked Excel chart in a slide?
cannot be edited
It updates automatically if the Excel data changes
c) It improves slide background
d) It increases file size unnecessarily
3. Which chart is most appropriate to show trends over time?
a) Pie chart
b) Bar chart
c) Line chart
d) Scatter chart

4. Which of the following is an essential presentation skill?

a) Reading slides word-for-word
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b) Speaking clearly and confidently
c) Avoiding eye contact
d) Ignoring audience questions

5. The best way to handle feedback during a presentation is to:

a) Argue with the audience

b) Politely accept and address questions
c) Avoid responding

d) Read directly from the slides

C.Match the Columns b
Column A Column B \QQ
1. Simplicity A. Use high-contrast colo@o
9. Linked Excel Chart | B. Keeps slides clean Q\\)
O
3. Contrast C. Updates with R}Qfée data
4. Visual Hierarchy D. Conne %%&;g:au dience
5. | Eye Contact E. Guﬁxudience attention
D. Short Answer Questions \v

1.
2.

3.

4.

5.

1.

2.

What is the importance of consj \cy in slide deck design?

Why should Excel charts be Q%S&ned and formatted before inserting into
a presentation? @

What are the benefits %‘smg visual hierarchy in a slide deck?

List two advantages éﬂ intaining eye contact during a presentation.
What is the diffe@ee between embedding and linking an Excel chart

Explain ey design principles that should be followed when creating

a pro§ ional slide deck.
De e the step-by-step process of integrating an Excel chart into a

%Qi)z. Mention the pros and cons of using screenshots versus linked
arts.

in a slide? X
E. Long Answer ; &tions.

Q@Disouss the importance of presentation skills in effectively delivering a

4.

5.

report. Provide examples of good and poor presentation practices.

How can visuals such as charts and tables improve the impact of a
presentation? Explain with examples.

Explain the best practices for engaging an audience during a
presentation. How can a presenter ensure audience participation?

F. Check your Performance

1.

Evaluate the pros and cons of using a linked Excel chart versus a static
screenshot in a business presentation.
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. Justify the importance of visual hierarchy when designing slides for a

sales presentation.

. Assess how poor presentation skills can reduce the effectiveness of even

well-designed slide decks.

. Design a 5-slide deck to summarize an analytical report using proper

slide design principles and Excel visuals. Explain your design choices.
Develop a presentation plan that integrates Excel charts and includes
techniques to engage the audience throughout the session.
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ANSWER KEY

MODULE 1: BANKING SECTOR AND ROLE OF MIS DATA ANALYST
SESSION 1: OVERVIEW OF THE BFSI SECTOR
A. Fill in the Blanks

1
2
3
4
5

B. Multiple Choice Questions \\

. Banking

Reserve Bank of India (RBI)
Commercial

. Central 6

. NBFCs (Non-Banking Financial Companies) ‘%QQ)

N N

b) Banking, Financial Services, and Insurance 0
c) RBI

c) Providing financial services without being a bank @,

c) Digital banking

. ¢) Offer protection against risk \O

C. State whether the following statements a:eéue or False

I

. True @

False

True

False fb
False ;

D. Match the Columns \}6*
b

1-B

2-E .{b

3-D Q
e &
5- >
SESSJON 2: MIS IN BFSI

AXFill in the Blanks
1.

AW

Operational
Database
Businesses
Regulations
Management

B. Multiple Choice Questions
1) C) Decision-making and operations
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2) B) Retail Banking

3) D) Processing Unit

4) B) Hierarchy

5) B) Credit Risk
C. State whether the following statements are True or False

1) False

2) True

3) False

4) True 6

S) True
D. Match the Columns . \(;Q

1) 1-D \Q\

2) 2-B QQ

3) 3-E

4) 4-A \Q®

5 5-C
SESSION 3: MIS DATA ANALYST IN FINANCIé RVICES
A. Fill-in-the-Blanks

1. Data \

2. KPI ‘\‘0

) s A\
x<Q

3. Excel (b,

4. Marketing @

3
5. Tables 06

B. Multiple Choice Q ions
1. b) Managemegg\&'nformation System
2. b) Excel Q&
3. b) AQ ing market trends
4. ¢ \t Interest Margin
% Data and performance metrics
(QState whether the following statements are True or False
1. False
2. True
3. False
4. True
5. True
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D. Match the Columns
1-C
2-D

3-A

4-B
5-E

SESSION 4: ETHICS, DATA PRIVACY, AND REGULATORY ENVIRONM@IT

A. Fill in the Blanks A Q)

1. Confidentiality \\%
Consent \Q

Transparency Q\)‘
Digital Personal Data Protection %,
. Unethical \Q
B. Multlple Choice Questions \O

1. c) To protect individuals 0

2. c) Selling user data without informing th%
3. b) Know Your Customer
4
5

kb

. ¢) To follow legal rules and protect @stomers
. d) Gaining informed consent fr \he customer
C. State whether the following s% ents are True or False

1. False

2. True 6*
3. True %\\'}

4. False Q’\\,

5. 4

True Q
D. Matchﬁﬂolumns
4 -B
5-E
MODULE 2: EXCEL FOR FINANCIAL DATA MANAGEMENT

SESSION 01: EXCEL INTERFACE AND BASIC OPERATIONS

A. Fill in the Blanks
1. Letter, number
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Page

Ribbon

Number, text, dates and logical values

1048576, 16,384

B. Multlple Choice Questions

b) It allows access to Excel's features and commands

c) General

a) Formula Bar

b) Use the Center button in the Alignment group b
. b) It locates and selects specific data %)
C. State whether the following statements are True or False . \(';Q

. False \Q
. True QQ

1
2
3. False \Q
4

. True \O

AW

N

5. True 0
SESSION 2: BASIC FORMULAS AND FUN@ois IN EXCEL
A. Fill in the Blanks . Q}
N\

N
addition (D’S.Q)
AVERAGE @
MAX
multiplication 6*
ultiple Choice Q ns
b) SUM s\

b) 100 >
d) / Q‘

a) MI

0‘:”905\3?‘59‘%90502—‘

T
C. Stéi ether the following statements are True or False

2. False
3. True
4. False
5. False
SESSION 3: DATA PRESENTATION AND BASIC CHARTS IN EXCEL

A. Fill in the Blanks
1. formatting
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Column
portion
Conditional
. Conditional Formatting
B. Multlple Choice Questions
1. b) Line Chart
2. c) Identify the highest or lowest values in a range
3. b) Data Bars
4. c) Column Chart b
5. c) Pie Chart <
C. State whether the following statements are True or False . éo

N
. False \Q
. True Qo

1
2
3. False \Q
4. False \O
N

5. True io
SESSION 4: LOOKUP AND LOGICAL FUN(@O S

A. Fill in the Blanks . Q}
1. formatting ’K\
xQ

Column (b'

portion @

Conditional *

. Conditional Formatti

. Multiple Choice Q ns
. b) To search fg& alue vertically in a table and return a corresponding
value

AW

kb

—

2. d) It che &f a condition is true or false and returns one value if true,

ano& lse
3.

e row index number from which the corresponding value will be
urned
Q d) HLOOKUP
State whether the following statements are True or False

1. False
2. False
3. False
4. True
5

. True
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MODULE 3: DATA ORGANIZATION AND MIS REPORT
SESSION 1: DATA ORGANIZATION AND VALIDATION

A. Fill in the Blanks

1. structured, analyse
Data Validation
Insert
Structure

AW

. Organization 6
B. Multlple Choice Questions 2

1. b) Clarity . (.;Q
2. b) Automatically expands when new data is added \\

3. d) Graphic \SQ

4. a) Automatically calculates sums and averages Q

3. c¢) Date

C. State whether the following statements are Trubo\?False

. False \\

1
2. True éo
3. True @
4. False

5. False (b'
SESSION 2: AGGREGATE ANA IS

A. Fill in the Blanks S
1. single %\'

. multiple

2
3. a specific (5{\'
4. multiple Q&
S. multi%{
B. Multi oice Questions

1. s values based on a single condition
% UMIFS can handle multiple criteria, while SUMIF can only handle
one

3. b) AVERAGEIF
4. c) It can count cells based on multiple conditions
5. b) An average_range and its criteria
C. State whether the following statements are True or False

1. True
2. False
3. False

269



MIS DATA ANALYST - FINANCIAL SERVICES GRADE-XI

4.
5.

True

False

SESSION 3: CREATING MIS REPORTS
A. Fill in the Blanks

1.

2
3
4.
5

informed

. tables

daily

weekly 6

B. Multiple Choice Questions .

1
2
3.
4
5

.

. ¢) Detailed company policies \Q

. summary %)
2}

b) To summarize data and help in decision-making \Q\\
d) Year-over-year change Q
b) Monthly report

. ¢) To assess short-term progress and trends x{

O
C. State whether the following statements are &pe or False

> L0 b=

5.

. True @é

False
0\®\

False

True

False @@

SESSION 4: DATA VISUAS@I‘ION AND PIVOT TABLES
A. Fill in the Blanks (\

1.
2.
3.
4.
5.
B. M

summarize X
Pivot Table &(b
Filters

Pivot

Va

E.laqwe Choice Questions

&

To summarize and analyse large datasets
d) Performing data entry tasks

3. b) By summarizing key metrics and trends for decision-making

4.
5.

b) Column chart
b) Selecting the data range

C. State whether the following statements are True or False

1. True

2.

False

3. True
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4. False

5. False
MODULE 4: ADVANCED EXCEL FOR ANALYSIS AND DASHBOARDS
SESSION 1: ADVANCED LOOKUP AND DYNAMIC FUNCTIONS

A. Fill in the Blanks
1. VLOOKUP
row_num
HLOOKUP Q)b
MATCH (;Q

. range_lookup N
B. Multlple Choice Questions \Q

) MATCH Q\\}
b) Performs an approximate match %)

a) INDEX \Q

b) HLOOKUP \O

b) They allow more flexibility than VLOO%TJ@ HLOOKUP
C. State whether the following statements rue or False

SIS

abh L=

. True

1

2. False »{\@\
3. True 6\.@

4. False @

5. False 6*

SESSION 2: MIS REP%‘Q‘ USING EXCEL

A. Fill in the Blan}ﬁs
1. Key Perfo ce Indicators (KPIs)

2. Pivot
3. =(Cu %’f Week Sales - Previous Week Sales)/Previous Week Sales

4. C Nnn
5. y
B, ﬁ:p iple Choice Questions

Ql. a) Total Sales
2. b) Line Chart
3. d) All of the above
4. b) Use bold font and shaded background
5. a) AVERAGE
C. State whether the following statements are True or False

1. True

2. False
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3. False
4. True
5. True
SESSION 3: PIVOT TABLES AND DASHBOARDS

Fill in the Blanks
summarize
Filter

Slicer 6

months \QQ)
calculated \\(O
A\®)

. Multiple Choice Questions 0’
b) Summarizing data Q

c) Slicer %)

c) It lists the unique values \Q

b) Grouping \O

a) Calculated Field N

. State whether the following statements rue or False

Qbbb @HOREON= P

KA

. True
False
False (b'
True @

5. True 6*
SESSION 4: MIS REP%‘Q‘ AND BASIC DASHBOARDS
A. Fill in the Blanks™

1. Dashboard Q&

2. Slicers
3. GroupinQ/

4. info

; Kg%;z

B ﬁ:p iple Choice Questions
c

Q ) To display important data visually

2. b) Slicer

3. d) A key value like pass percentage

4. b) Bar Chart

5. c) Arrangement of charts and tables

C. State whether the following statements are True or False

1. False
2. True

> 0 b=
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3. False
4. True
5. False
MODULE 5: AUTOMATION AND PRESENTATION OF REPORTS
SESSION 1: MACROS AND VBA IN EXCEL
A. Fill in the Blanks

1. Macro
Alt + F11 \Q
VBA Editor \Q\\%
Variables Qo

Recording a Macro \QQ

a k> b

B. Multiple Choice Questions \O
b) Visual Basic for Applications
b) View

b) Alt + F11 @
b) A storage location for data

b) Range(“A1”).Select § Qo)

C. Match the Columns
S

a kK 0 b=

1—-D

2—-C %\9
3—B (5{\'
4> E Q&

5—A

SESSI(@: AUTOMATING REPORTS AND DASHBOARDS
A. n the blanks

1 Developer

2. button

3. Ctrl + Shift

4. repetitive

5. Windows Task Scheduler

B. Multiple Choice Questions
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1. a) Enabling the Developer tab

2.Db) .xlsm

3. b) Windows Task Scheduler

4. b) Ctrl + Shift + (Key)

5. ¢) The macro runs when the button is clicked

C. Match the Columns
1-B
2-D O
3-C
4-A ‘Q\\
5-E Q¥
SESSION 3: ANALYTICAL REPORTS @

. Fill in the Blanks O\Q
Tabular \\

Conclusion éo
Linked @

AN
\\(b
Formatting (b"\Q)

. Multiple Choice Questions
b) Supports decision—malgg with explanations

b) Fictional Story \9

c) Bar Chart

c) They remain st@tic even if data changes
b) Branch Perf&{&ance Report

. Match the mns

1-D

> A?C\A
3
Q@ C
SESSION 4: PROFESSIONAL PRESENTATIONS
A. Fill in the blanks

Line

Qukobd—@m 0k W= »

Consistency
Cleaned and formatted

Linked

> L b=

Decorative
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QO @ & 0 h = W a

Eye

. Multiple Choice Questions (MCQs)

c) Cluttered layout
b) It updates automatically if the Excel data changes
c) Line chart

b) Speaking clearly and confidently

b) Politely accept and address questions 6
. Match the Columns ‘QQ)
1-B '\\(9
¥
3-A Q
4-E %)
5-D O
xO
N
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