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ALTAWAIL Consulting & Training

Computer Applications for Preparing
Business Reports
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* Saving time and effort in preparing reports.

Course Objectives 6)Jgall calasl
At the end of this course, the participants should be able cnle gyalé gg5)litall 95y ol oy dyaill )92l dlgi (na
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* Recognize the importance of preparing work reports.

* Use electronic applications for report preparation.

* Improve participants' skills in preparing accurate and
effective reports.

Target Audience adagiwoll diall
* Employees in various departments who need to ke alae] ol ggoling guadl aaliandl aljlall cné ggabgoll *
prepare work reports. |

* Managers and supervisors who want to improve the
quality of work reports.
* Anyone who wants to learn how to use electronic
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applications for report preparation. Jlailslacy
Course Outline 6)jgall (pgino
> Introduction and Basics of Report Preparation WAl slae] aluwlwig doado <

* Introduction and basics of report preparation
* Importance of preparing work reports.
* Types of work reports.
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* Basic elements of a work report.

* Introduction to electronic applications used in report
preparation.

* How to choose the appropriate application for
report preparation.

» Electronic Applications for Report Preparation

* Introduction to Microsoft Office applications (Word,
Excel, PowerPoint).

* How to use Microsoft Word for report preparation.

* How to use Microsoft Excel for data analysis and
report preparation.

* How to use Microsoft PowerPoint for presenting
reports.

* Other useful applications for report preparation
(such as Google Docs, Google Sheets).

Practical Applications and Evaluation

* Preparing a practical report using Microsoft Word.

* Preparing a practical report using Microsoft Excel.

* Preparing a presentation for the report using
Microsoft PowerPoint.

* Evaluating the prepared reports and providing
feedback.

* Tips for improving report preparation in the future.

Target Competencies

Skills in using electronic applications.
Report preparation skills.

Data analysis skills.

Presentation skills.

Course Methodology

This training course will be carried out through the use of
best practices and the right combination of engaging and
purposeful tools such as:

*

*

*

*

Relevant case studies and practical exercises
Workshops and group activities

Experiential learning

Brainstorming

Training films and video clips
Demonstrations
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Microsoft Office (Word, Excel, clauhi jc dordo *
PowerPoint)
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3 Days

20-22/4/2025
Dammam - English

7-9/9/2025
Riyadh - English

14-16/12/2025
Jeddah - Arabic

5400 SR
Fees do not include value added tax

Daily snacks & refreshments + lunch meal
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