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Microsoft Excel

Digitalise your Business !!
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Lesson’s Objectives

• Improve and learn innovative ways to use Excel in your 
business
• Incorporate the use of Microsoft Excel to improve your 

productivity



Learning Units

We will go see how to use Excel for:

• Invoices and expenses
• Holiday and Employee Calendar
• Inventory and cash control
• Marketing and Event Management
• Social Media and Gantt Calendar



Lets go!



Practical Examples 
Excel for daily Business Tasks

Invoices & Expenses
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Introduction and benefits

• Efficiency and speed
• Data organization and storage
• Versatile tool
• Reduces errors
• Automates processes
• High level of compatibility 
• Consolidate important information



Client’s Invoices & 
Tracking Expenses

Simple invoice:
• This affordable product sales invoice template 

will calculate line-item totals, sales tax and 
deduct any discounts offered. 

• It can be modified in Excel to match your 
company needs.



Client’s Invoices & 
Tracking Expenses

Small Business Expense Sheet
• This budget includes monthly expense sheets
• An annual summary, as well as graphs and 

conditional formatting to facilitate control of 
business expenses.



Simple invoice

https://create.microsoft.com/en-us/template/service-invoice-(simple-lines-design-worksheet)-c10068f0-7a64-423b-abad-dced024877b0


Business Budget

https://create.microsoft.com/en-us/template/business-budget-331a20a1-7844-4039-9b75-45754e8dc2fd




Practical Examples 
Excel for daily Business Tasks

Holiday Calendar & Employee Attendance
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Excel for Human Resources

Employee attendance records

This visual employee attendance tracking template will allow 
you to track the turnout of each of your employees at a glance. 

You can use it to create a professional-looking employee 
attendance record.



Excel for Human Resources

Employee holiday calendar

Allows you to keep track of the days taken by your 
employees for a variety of reasons ranging from 

holidays to sick days. 



Employee attendance records

https://create.microsoft.com/en-us/search?query=employee%20attendance%20records


Employee holiday calendar

https://create.microsoft.com/en-us/search?query=Employee%20holiday%20calendar
https://create.microsoft.com/en-us/search?query=employee%20holiday%20calendar&filters=excel
https://www.planillaexcel.com/planilla-de-excel-de-calendario-de-vacaciones-de-empleados




Practical Examples 
Excel for daily Business Tasks

Excel for Marketing Management
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Excel for Marketing

Marketing Event Manager
• Plan your marketing event with this accessible budget template. 
• Set up various expense categories and estimate the costs of each. 
• See at a glance which categories have the highest costs with the category chart.

Channel Marketing Budget
• Use template, possibly in conjunction with a marketing budget, to help you decide 

how much you want to spend on your marketing channel activities. 
• This 12-month accessible budget automatically calculates totals and updates 

sparklines. 



Channel Marketing Budget

https://create.microsoft.com/en-us/template/channel-marketing-budget-6667de34-e27d-4c5e-8a86-151e798da560
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