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APPLY EXCEL TO MAXIMIZE THE
DATA VALUE OF HR

With the coming of the data age, HR data analysis has become a
skill that all HR professions should learn and master. Microsoft
Excel, as a very practical tool, not only can be used for storing data
as a database, but also as software to help professionals compare
and analyze data. In an industry-specific salary and talent
evaluation survey, Excel technology was also widely applied.

In Mercer’s one-day seminar, the frequently-used Excel functions of
human resource professionals are divided into the introduction
chapter, core chapter and advanced chapter unfolded layer by layer
centering on human resource information management, salary and
welfare, performance, recruitment, training and other realistic
scenarios, to help trainees understand and learn to use the powerful
functions of Excel to manage, analyze and display data, evaluate
the organizational labor conditions and enhance HR data value. In
the learning form, Mercer’s combined-type teaching model will be
used to combine online and offline learning and effectively intensify
and reinforce the learning effect.

TOPICS COVERED
The introduction chapter of Excel function application
o Excel’s basic functions are not simple from a simple game
e Screening, automatic format, freezing, encryption,
protection, sharing, etc.
o Data validity, sequencing, conditional format, combination,
combining segmentation data, etc.
e The application in HR information management,
compensation and benefit, performance, recruitment,
training, etc.

The core chapter of Excel function application
e The basic concept of statistical analysis and the relation with
Excel operation
e Formula and function
o The power of $: The foundation to learning all Excel
formulas
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o The application of common formulas and functions
including Vlookup, Subtotal, Match and Growth in HR
management

e Pivot Table

o The functions and settings of row fields, column
fields, page fields, etc.

o The grouping function of the pivot table

o Data perspective and its linkage

e Various graphic designs

o Basic charts: pie chart, bar chart, line chart, stacking
chart, etc.

o Advancement chart: bubble diagram, radar map,
stock price chart, dotted line composite graph, etc.

e Use the shortcut key and other means to enhance long and
short term efficiency

e The application in HR information management, salary and
welfare, performance, recruitment, training, etc.

The advanced chapter of Excel function application
e Exercise logical thinking and challenge the limit of nested
formulas
e Overall formula linkage to reduce the probability of human
error
The drawing of dynamic utility charts
The efficient linkage between Excel and PPT/Word
The preliminary application of Macros
Multiplayer collaborative cross-table quotation and cross-file
guotation, no need to worry about going off-line and the
disconnection of data
e The methods of normalized improvement of Excel
technology
e Application in HR information management, salary and
welfare, performance, recruitment, training, etc.

BENEFITS TO PARTICIPANTS
e Understand the basic knowledge and concept of statistical
analysis
e Skillfully use various frequently used functions of Excel
Master logical management and analyze and present data
concepts and common methods
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e Comprehensively use Excel to conduct HR data
management drills

TARGET PARTICIPANTS
HR professionals who need to improve Excel skills
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