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8.30 pg – 10.30 pg 
(2 jam) 

 
Data Cleaning in Excel 
 
Effective ways to clean data in Excel 

 Sorting data to check extremes and peaks 
 Remove duplicates in Excel 
 Use the find and replace function 
 Check the Type of Data in a Cell 
 Convert Numbers Stored as Text into 

Numbers 
 Eliminate blank cells in a list or range 
 Fixing Date and Time Problems 

 
Clean Data to Split text into columns 

 Clean Data using Built-in Excel Functions 
 Concatenate text using TEXTJOIN function 
 Change Text to Lower – Upper – Proper 

Case 
 Remove non-printable characters – The 

CLEAN formula 
 Clean extra spaces using the TRIM function 

 
 
 
 
 
 
 

11.00 pg – 1.00 tghari 
(2 jam) 

 
Data Analysis in Excel 
 
Introduction Excel Tables 

 Benefit of Excel Tables 
 Different between Range and Tables 
 Create an Excel Tables 
 Sorting and Filtering 

 
Working with Multiple Worksheet 

 3D Formula 
 Consolidate 

 
 

 
 

2.30 ptg – 4.30 ptg 
( 2 jam) 

 
 
 
 

 
 
Pivot Table Fundamentals 

 What Is a Pivot Table? 
 Why Should You Use a Pivot Table? 
 When Should You Use a Pivot Table? 
 Anatomy of a Pivot Table 
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2.30 ptg – 4.30 ptg 
 

 
 
Creating a Basic Pivot Table 

 Preparing Data for Pivot Table Reporting 
 Creating a Basic Pivot Table. 
 Introducing Slicers 
 Saving Time with New Pivot Table Tools 

 
Customizing a Pivot Table 

 Making Common Cosmetic Changes. 
 Making Layout Changes. 
 Customizing the Pivot Table Appearance with 

Styles and Themes. 
 Changing Summary Calculations. 
 Adding and Removing Subtotals. Using 

Running Total, % of, Rank Options. 
 

09 Mac 2021 
 

(Selasa) 

 
 
 
 
 
 
 
 
 
 
 

8.30 pg – 10.30 pg 
(2 jam) 

 
Grouping, Sorting, and Filtering Pivot Data 

 Grouping Pivot Fields. 
 Ungrouping 
 Looking at the PivotTable Field List. 
 Sorting in a Pivot Table. 
 Filtering the Pivot Table. 
 Using Filters in the Label Areas. 
 Filtering Using the Report Filter Area. 
 Quickly Selecting or Clearing All Items from a 

Filter 
 Using Slicers 

 
Pivot Charts 

 Introduction to Pivot Charts? 
 Pivot Chart Elements 
 Manually Creating Pivot Tables 
 Pivot Charts Types 
 Pivot Chart Layout 

 
 
 
 
 

11.00 pg – 1.00 tghari 
(2 jam) 

 
Editing Pivot Tables and Pivot Charts 

 Timelines 
 Analyzing data 

 
Interactive Charts Examples (Dynamic Charts) 

 Bar chart with scroll bar and checkbox 
 Scatter chart with Combo Box 
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2.30 ptg – 4.30 ptg 
( 2 jam) 

 
PivotTable – Updating Data 

 Updating PivotTable Layout 
 Refreshing PivotTable Data 
 Changing the Source Data of a PivotTable 
 Changing to External Data Sources 
 Delete PivotTable 

 

10 Mac 2021 
(Rabu) 

 
8.30 pg – 10.30 pg 

(2 jam) 

 
Interactive Dashboard Reporting 
 
Dashboard Principles 

 What are Dashboards and Reports? 
 Define the data dimensions and filters 
 Dashboard Design Principles 
 Use layout and placement to draw focus 
 Format numbers effectively 
 Use titles and labels effectively 

 
Getting the data ready for Excel Dashboards 

 Different Data model layers (Data, Analysis, 
Presentations) 

 
 

11.00 pg – 1.00 tghari 
(2 jam) 

 
Interactive Dashboard Components 

 Adding a scroll bar to a data window 
 Adding option buttons to a chart 
 Using a spin button to sort data 
 Using a combo box drop-down menu 
 Using a list box control 
 Using the Check Box Control 

 
 
 
 

2.30 ptg – 4.30 ptg 
( 2 jam) 

 
 
 
 
 

 
Securing Your Dashboards and Reports 

 Securing access to the entire workbook 
 Limiting access to specific ranges 
 Protecting the workbook structure 
 Linking Excel Dashboards to PowerPoint 
 Distributing Your Dashboards Via PDF 
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BIL NAMA GRED NEGERI TEMPAT BERTUGAS JABATAN/KEMENTERIAN

1 ZULIZA BINTI RAZALI W29 PUTRAJAYA BA MOF BA MOF, JANM

2 NURAZHARIAH BINTI ISMAIL W29 PUTRAJAYA BA MOF BA MOF, JANM

3 NORLAILI BINTI SAIFI W29 PUTRAJAYA BA MOF BA MOF, JANM

4 MARDIEANA BINTI MOHAMMAD W29 PUTRAJAYA BA MOF BA MOF, JANM

5 SUHAZLINDA BINTI MOHAMED W29 PUTRAJAYA BPAD BPAD, JANM

6 SIVASUNTHAR A/L PASUBALAN W29 PUTRAJAYA BPAD BPAD, JANM

7 ROSMARIA BINTI MAMAT W32 PUTRAJAYA BPOPA BPOPA, JANM

8 SITI ZUBIDAH BINTI MOHD ANUAR W32 PUTRAJAYA BPOPA BPOPA, JANM

9 MOHD AZIZUL BIN ZAKARIA W32 PUTRAJAYA BPOPA BPOPA, JANM

10 DATIN SUHAILA BINTI ARIFFIN SHAH W36 PUTRAJAYA BPOPA BPOPP, JANM

11 MUHAMMAD HAFIZ BIN ABD RAHMAN W29 PUTRAJAYA BPPP BPPP, JANM

12 WAN NORHAYATI BT WAN ALWI W29 PUTRAJAYA BPPP BPPP, JANM

13 RAFIDAH BINTI AHMAD W32 PUTRAJAYA BWTD BWTD, JANM

14 SHAFIZOL BIN HALIFAH W29 PUTRAJAYA BWTD BWTD, JANM

15 ARIF BIN AWANG @ ABDULLAH W32 PUTRAJAYA BWTD BWTD, JANM

16 NOR HIDAYAH BINTI MOHD NADZRI W29 KUALA LUMPUR PARLIMEN MALAYSIA JABATAN PERDANA MENTERI

17 NURUL KHUSNA BINTI ABDUL KAHAR W29 KUALA LUMPUR PARLIMEN MALAYSIA JABATAN PERDANA MENTERI

18 SITI ZURAIDA BINTI AMIT W29 KUALA LUMPUR PARLIMEN MALAYSIA JABATAN PERDANA MENTERI

19 NOREEN AZLIN BINTI MOHD YUNUS W29 PUTRAJAYA JAKIM JABATAN PERDANA MENTERI

20 NOOR HAFIZAH BINTI ABDUL MAJID W36 PUTRAJAYA BAHAGIAN AKAUN JABATAN PERDANA MENTERI

21 SITI ROZANI BINTI MUSTAFA W36 PUTRAJAYA BAHAGIAN AKAUN KKWT JABATAN PERDANA MENTERI

22 NORAINI BINTI YUSOF W36 PUTRAJAYA BAHAGIAN AKAUN KKWT JABATAN PERDANA MENTERI

23 SIVASANGKARI A/P MATHIVANAN W32 PUTRAJAYA BAHAGIAN PENGURUSAN HARTANAH JABATAN PERDANA MENTERI

24 MAIZATUL RIZA BINTI ABDUL MANAP W36 PUTRAJAYA JABATAN INSOLVENSI MALAYSIA JABATAN PERDANA MENTERI

25 AISHAH @ NOORLIZA BINTI HASSAN W36 PUTRAJAYA
MAHKAMAH PERSEKUTUAN 
MALAYSIA

JABATAN PERDANA MENTERI

26 MOHD RIDZWAN BIN AHMAD MAULANA W29 PUTRAJAYA BAHAGIAN PENGURUSAN HARTANAH JABATAN PERDANA MENTERI

27 MOHD HAFIZ BIN ABDULLAH SANI W32 KUALA LUMPUR ISTANA NEGARA JABATAN PERDANA MENTERI

28 NOR HAYATI BINTI BAKERI W32 PUTRAJAYA BAHAGIAN KEWANGAN JABATAN PERDANA MENTERI

29 NORSARINIZA BINTI JAMLUS W32 PUTRAJAYA BAHAGIAN KEWANGAN JABATAN PERDANA MENTERI

30 MUHAMAD HILMI BIN IBRAHIM W32 PUTRAJAYA BAHAGIAN KEWANGAN JABATAN PERDANA MENTERI

31 SALMIZA BINTI SAAD W32 PUTRAJAYA BAHAGIAN AKAUN JABATAN PERDANA MENTERI
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32 MAIZATUL AINI BINTI SIDEK W32 PUTRAJAYA BAHAGIAN AKAUN JABATAN PERDANA MENTERI

33 NURUL AIN BINTI ISHAK W32 PUTRAJAYA BAHAGIAN AKAUN JABATAN PERDANA MENTERI

34 NOOR LAILA BINTI YUSOF W36 PUTRAJAYA JABATAN PERKHIDMATAN AWAM JABATAN PERDANA MENTERI

35 SUZANA BINTI AHMAD W36 PUTRAJAYA KEMENTERIAN PERPADUAN NEGARA JABATAN PERDANA MENTERI

36 SITI HASMAH BINTI DERASIK W32 PUTRAJAYA KEMENTERIAN DALAM NEGERI KEMENTERIAN DALAM NEGERI

37 NORHAYATI BINTI BAHAROM W32 PUTRAJAYA KEMENTERIAN DALAM NEGERI KEMENTERIAN DALAM NEGERI

38 NORHAFIZAH BINTI ABD RAHMAN W29 PUTRAJAYA KEMENTERIAN DALAM NEGERI KEMENTERIAN DALAM NEGERI

39 NORMAINUNAH BINTI HAJI ISMAIL W36 PUTRAJAYA BAHAGIAN AKAUN, KDN KEMENTERIAN DALAM NEGERI

40 SITI NOORFAIRUZ BINTI ROSSLAN W32 PUTRAJAYA KEMENTERIAN DALAM NEGERI KEMENTERIAN DALAM NEGERI

41 AZHAR BIN HASSAN W36 PUTRAJAYA BAHAGIAN AKAUN KEMENTERIAN DALAM NEGERI

42 ANNE NIRMALA A/P P. PATMANATHAN W36 PUTRAJAYA  BAHAGIAN AKAUN KEMENTERIAN DALAM NEGERI

43 NORMAZIAH BINTI KAMARUDZAMAN W36 PUTRAJAYA BAHAGIAN AKAUN KEMENTERIAN DALAM NEGERI

44 NORHAYATI BINTI JOHARI W36 KAJANG JABATAN PENJARA MALAYSIA KEMENTERIAN DALAM NEGERI

45 WAN MOHAMMAD HIZAL BIN WAN ZAINAL          W32/W36 PUTRAJAYA
BAHAGIAN KESELAMATAN DAN 
KETENTERAMAN AWAM

KEMENTERIAN DALAM NEGERI

46 AZRINA HANI BT AZMI W32/W36 PUTRAJAYA JABATAN IMIGRESEN MALAYSIA KEMENTERIAN DALAM NEGERI

47 SITI SAHIDAYU BINTI ABU BAKAR W32/W36 PUTRAJAYA BAHAGIAN AKAUN KEMENTERIAN DALAM NEGERI

48 AZ PALELA BINTI ABDULLAH W32/W36 PUTRAJAYA BAHAGIAN AKAUN KEMENTERIAN DALAM NEGERI

49 HALISA BINTI MUDI W32/W36 PUTRAJAYA BAHAGIAN AKAUN KEMENTERIAN DALAM NEGERI

50 MISRAH BINTI JAIS W32/W36 PUTRAJAYA BAHAGIAN AKAUN KEMENTERIAN DALAM NEGERI

51 NURUL AIN BINTI AINUDDIN W32/W36 PUTRAJAYA JABATAN IMIGRESEN MALAYSIA KEMENTERIAN DALAM NEGERI

52 NOR REMEE BIN ABD RAZAK W32/W36 PUTRAJAYA JABATAN IMIGRESEN MALAYSIA KEMENTERIAN DALAM NEGERI

53 MOHD SYAHIR BIN ABDULLAH W32/W36 PUTRAJAYA
JABATAN PENDAFTARAN 
PERTUBUHAN

KEMENTERIAN DALAM NEGERI

54 NG PEIK LING W32/W36 KAJANG PENJARA KAJANG KEMENTERIAN DALAM NEGERI

55 NORZIAN BINTI MOHAMAD W32/W36 SUNGAI BULOH PENJARA SUNGAI BULOH KEMENTERIAN DALAM NEGERI

56 IMELDA NORVILLA BINTI SAFRUDDIN W32/W36 PUTRAJAYA BAHAGIAN AKAUN KEMENTERIAN DALAM NEGERI

57 NORAINI BINTI YAAKUB W32/W36 KAJANG JABATAN PENJARA MALAYSIA KEMENTERIAN DALAM NEGERI

58 SITI ZAINAB BINTI ABLUN W32/W36 PUTRAJAYA BAHAGIAN AKAUN KEMENTERIAN DALAM NEGERI

59 YULIANA BINTI BAHTIAR W32/W36 PUTRAJAYA JABATAN PENDAFTARAN NEGARA KEMENTERIAN DALAM NEGERI

60 HAFSAH BINTI MOHD ALI W32/W36 PUTRAJAYA BAHAGIAN AKAUN KEMENTERIAN DALAM NEGERI
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