
Excel Project Management

Training Methodology

The Excel Project Management course is designed to give participants hands-on experience using

Excel as a project management tool. The methodology includes:

- Instructor-led demonstrations: Showcasing Excel tools for planning, tracking, and managing

projects.

- Hands-on practice: Participants will work on real project scenarios using Excel templates and

features.

- Interactive sessions: Group discussions and Q&A to solve project-related challenges.

- Practical exercises: Real-world examples of managing project timelines, resources, and budgets.

- Continuous feedback: Regular assessments and feedback on project plans created in Excel.

Course Overview

This course provides participants with the knowledge and skills needed to manage projects

effectively using Microsoft Excel. The focus is on using Excel tools to plan, track, and report on

project tasks, budgets, and resources. By the end of the course, participants will be able to manage

a project lifecycle from initiation to completion using Excel.

What You Will Learn

- Project Planning: Learn how to structure and schedule a project in Excel.

- Task Management: Use Excel to assign tasks, track progress, and manage deadlines.

- Resource Allocation: Track project resources, manage workloads, and allocate resources
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efficiently.

- Budget Tracking: Monitor project costs and track expenses against the budget.

- Reporting: Create visual reports to communicate project status to stakeholders.

Who Should Learn

- Project Managers: Professionals managing projects who need a simple tool for tracking and

reporting.

- Team Leaders: Individuals responsible for overseeing team tasks and managing deadlines.

- Small Business Owners: Entrepreneurs needing to manage internal and external projects using

Excel.

- Students: Those who need to understand project management and want to learn Excel-based

tools.

- Professionals in Any Industry: Individuals looking to manage small to mid-sized projects without

complex software.

5 Training Modules

Module 1: Project Planning and Scheduling in Excel

- Setting up a project timeline and Gantt chart in Excel.

- Defining project milestones and critical paths.

- Creating task lists and assigning deadlines.

Module 2: Task Management and Tracking
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- Using Excel templates to assign and track tasks.

- Creating dynamic progress trackers for each task.

- Managing task dependencies and adjusting timelines.

Module 3: Resource and Budget Management

- Allocating resources (staff, equipment) and managing workload distribution.

- Setting up budget templates to track project costs.

- Using Excel formulas to monitor expenses and compare against the budget.

Module 4: Risk Management and Change Tracking

- Tracking project risks and issues in Excel.

- Setting up change request logs to track scope changes.

- Creating status reports to manage project scope and changes.

Module 5: Project Reporting and Dashboard Creation

- Building visual project dashboards using charts and PivotTables.

- Creating automated reports for tracking progress and performance.

- Using Excel to present project status to stakeholders in an organized manner.

Conclusion

By the end of the Excel Project Management course, participants will have gained practical skills in

planning, executing, and monitoring projects using Excel. They will be able to manage tasks,

resources, and budgets effectively, and create visual reports to communicate project status. This

course is ideal for project managers, team leaders, and professionals looking for a simple yet
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powerful tool for managing projects.
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