
Introduction

Microsoft Excel is a
spreadsheet software

that is useful for
organising and analysing

also you can visualise
data also you can create
spreadsheets, perform

calculations and
generate reports and
was developed by a

team at Microsoft, with
key figures Charles
Simonyi and doug

klunder and was first
released in 1985.

4.Organisation

Excel can help to organise
charts for orders and

rotas and any business
related issue Excel can

help with templates with
all your organisational

structured details.
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3. Distractions 

Be in a good workspace
and a quiet one, block

out all distractions
including friends and

family keep everything
organised and turn off

phone and other
gadgets that may cause

you to be distracted.
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2.Establish a routine

Create schedule
 templates with time
slots and tasks fill in

cells with your things
that you need to plan,
using formatting for

clarity and
organisation,also in your

day to day life keeping
healthy a mind will

benefit you having good
time management skills.


