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Course DescriptionCourse DescriptionCourse DescriptionCourse Description    
How far have you maximized the potential of Microsoft Excel Charting? Creating a bar chart, a pie 
chart or a histogram is relatively straightforward. Exploring the more powerful charting features can 
be daunting to many. Mastering the skills of charting, which users tend to overlook, one will be able 
to produce imposing charts which reflects a more accurate and high-impact data presentation, be it 
for sales figures, for financial data, etc.  

Module 1 : Chart BasicModule 1 : Chart BasicModule 1 : Chart BasicModule 1 : Chart Basic    
�� Various Types of Charts 
�� Knowing Which Chart to Use 
 

Module 2 : Basic ChartingModule 2 : Basic ChartingModule 2 : Basic ChartingModule 2 : Basic Charting    
�� Single Column Chart 
�� Combination chart 

�� Bar of Pie Chart 
 

Module 3 : Effectively Communicating DataModule 3 : Effectively Communicating DataModule 3 : Effectively Communicating DataModule 3 : Effectively Communicating Data    
�� Benchmark and Delta Charts 
�� Highlighting One Column Chart 
�� Waterfall Chart 
�� Enhanced Column and Line Charts 

Module 4 : Interactive ChartsModule 4 : Interactive ChartsModule 4 : Interactive ChartsModule 4 : Interactive Charts    
�� Chart that Automatically Expand as New 

Data is Entered 
�� A Dynamic Chart to Update Automatically  
�� Charting by Scroll Bar  
�� Charting by Checkboxes 

ContentsContentsContentsContents    



Course PreCourse PreCourse PreCourse Pre----requisitesrequisitesrequisitesrequisites    
At the end of the programme, participants will be able 
to: 
�� Identify the right chart to use 
�� Do basic charting 
�� Create a chart that show actual performance 

against expected performance 
�� Create a chart that focuses on one data point  
�� Show how an initial value is increased and        

decreased by a series of intermediate values, 
leading to a final value using charts 

�� Highlight Highest and Lowest values in charts 
�� Create and use interactive charts 

PerformancePerformancePerformancePerformance----based Objectivesbased Objectivesbased Objectivesbased Objectives    

 
Programme Title:  Expanding Microsoft Excel 2007 ChartsExpanding Microsoft Excel 2007 ChartsExpanding Microsoft Excel 2007 ChartsExpanding Microsoft Excel 2007 Charts 
Date  : May 4, 2012 (Friday)May 4, 2012 (Friday)May 4, 2012 (Friday)May 4, 2012 (Friday) 
Time  : 9.00 am – 5.00 pm 
Venue  : Suite 37-8,  
     The Boulevard, Midvalley City  
     Lingkaran Syed Putra 
   59200 Kuala Lumpur 
Fees  : FMM Members – RM 350 Non Members – RM 450 
(Fees include course materials, Certificate of Attendance and refreshments. Lunch is not provided.)(Fees include course materials, Certificate of Attendance and refreshments. Lunch is not provided.)(Fees include course materials, Certificate of Attendance and refreshments. Lunch is not provided.)(Fees include course materials, Certificate of Attendance and refreshments. Lunch is not provided.)    
Registration is on a first-come first-served basis. Cheques made in favour of the “FMM Institute” FMM Institute” FMM Institute” FMM Institute” should be forwarded one 
week before the commencement of the programme. Completed registration form, that is faxed, mailed or e-mailed to FMM 
Institute, would be deemed as confirmed.  
 
All cancellations must be made in writing. There will be no charge for cancellation received 10 or more working days before 
the start of the programme. Cancellation received 6 – 9 working days before the start of the programme is subject to a    
cancellation fee of 50% of the course fees. Cancellation received 5 working days and below before the start of the          
programme is subject to a cancellation fee of 100% of the course fees. If the participant fails to attend the programme, the 
full course fees are payable. However, replacement can be accepted at no additional cost. 
 
The FMM Institute reserves the right to change the facilitator, reschedule or cancel the programme and all efforts will be 
taken to inform participants of the changes. 

Administrative DetailsAdministrative DetailsAdministrative DetailsAdministrative Details    

Participants should have the basics of Windows and 
experience working with Microsoft Excel. 

For further enquiries, please contact: 
Ms Ong Li Choo / Ms Ravathi / Pn Hafifah 
FMM Institute 
Tel: 03-62867200 

      Fax: 03-62776712 
      Visit us at www.fmm.edu.my 

SBL SchemeSBL SchemeSBL SchemeSBL Scheme    



The ManagerThe ManagerThe ManagerThe Manager    
FMM Institute FMM Institute FMM Institute FMM Institute     
Tel: 03-62867200 
Fax: 03-62776712  
 
Dear Madam, 

Please register the following participant(s) for the above programme. 
(To be completed in BLOCK LETTERS) 
1) Name     Designation                                   E-mail  
______________________________________________________________________________________________________________ 
    Nationality     IC No. 
______________________________________________________________________________________________________________ 
2) Name     Designation          E-mail 
______________________________________________________________________________________________________________ 
    Nationality     IC No. 
______________________________________________________________________________________________________________ 
3) Name     Designation          E-mail 
______________________________________________________________________________________________________________ 
    Nationality     IC No. 
______________________________________________________________________________________________________________ 

(If space is insufficient, please attach a separate list) 
 
Enclosed cheque/bank draft No. ____________________ for RM ____________________ being payment for____ participant(s) 
made in favour of the “FMM Institute”.“FMM Institute”.“FMM Institute”.“FMM Institute”.    
 

    Submitted by: 

    Name     Designation                                   E-mail  
______________________________________________________________________________________________________________ 
    Company 
______________________________________________________________________________________________________________ 
     Address 
______________________________________________________________________________________________________________ 

    FMM Membership No.   My Corporate Identity No.     

______________________________________________________________________________________________________________ 
    Tel No.     Fax No.    Date 
______________________________________________________________________________________________________________ 
 

Registration FormRegistration FormRegistration FormRegistration Form    

Please tick ( √ ) accordingly: 
    
PSMB Scheme  PSMB Scheme  PSMB Scheme  PSMB Scheme      
□ SBL   
□ Non-Contributor 

Expanding Microsoft Excel 2007 ChartsExpanding Microsoft Excel 2007 ChartsExpanding Microsoft Excel 2007 ChartsExpanding Microsoft Excel 2007 Charts    
May 4, 2012May 4, 2012May 4, 2012May 4, 2012    



Panel of TrainersPanel of TrainersPanel of TrainersPanel of Trainers    

Any one of below trainers will facilitate the programme.Any one of below trainers will facilitate the programme.Any one of below trainers will facilitate the programme.Any one of below trainers will facilitate the programme.    
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