
 

िनȑं Ůयȉेन समािहतेन, िवȨा धमō च िवȅं च साȯं। 
िƗŮं न िसȯİȶ न चाɗशƐं, त˝ात् Ůयȉं ŮितपȨ बुȡा॥ 

"With consistent and focused effort, one can attain knowledge, virtue, and wealth. They may not be achieved 
quickly, nor are they impossible. Therefore, one should diligently and wisely strive for them." 
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To,  

CGCA, DoT 
Advisor (F), DoT HQ  
All Pr. CCAs/CCAs/Jt. CCAs 
 

  
Sub: 2-Day Hands on Training on “Advanced Excel”-  reg. 
                                                       
National Communications Academy - Finance is organizing a two-day Hands-on Training on Advance 
Excel for Group A Officers (upto STS Level), Group B & C Officers/Officials of DoT. The subject and 
schedule of Workshop is as under: 
  

Sl. 
No. 

Topic Date  Venue 

1 Hands-on Training on “Advanced 
Excel” 

19.03.2026 – 20.03.2026 
 

Academic Block, NCA-F 

  
Introduction:  
  
A two-day hands-on training program on Advanced Excel emphasizing on practical, real-time handling 
of datasets, with special focus on LF and SUC related datasets. The program is designed to strengthen 
participants’ skills in rapid data cleaning, automated compilation using Macros and Power Query, 
structured yearly and quarterly up-dation, advanced lookup techniques, dashboard creation, trend analysis, 
and application of analytical and statistical tools to support accurate regulatory reporting and data-driven 
decision-making. 
  
 Learning Objectives: 

 Efficiently clean, structure, validate, and prepare datasets for analysis, including detection of 
inconsistencies, duplicates, missing values, and outliers etc. 

 Automate compilation and periodic up-dation of multiple datasets using Macros, Power 
Query, and advanced lookup functions (VLOOKUP, XLOOKUP, HLOOKUP, INDEX–
MATCH). 

 Perform multi-dimensional data analysis using Pivot Tables, Pivot Charts, dashboards, 
applied Excel formulas, and latest data analysis and trend analysis tools. 

 Apply What-If Analysis, Goal Seek, and basic statistical techniques (including regression 
concepts) to interpret trends and derive meaningful financial and policy insights. 




