Your Monthly Management Report Workbook — Project Workbook
Capstone project for “Excel for Work: From Blank Sheet to Reports People Trust” · Data & Tech · Beginner-friendly · Skillnaija (free course, verifiable certificate)
Pass mark: 65% · Submit at www.skillnaija.org → the course → “Submit your project”
How to use this workbook
Certificates on Skillnaija are earned by passing this project, not by finishing the lessons. This workbook is the whole brief in one file so you never have to search for what is required.
· Work through every step below and write your answers under it (type here, or print and write by hand, then photograph).
· Keep evidence as you go: photos, screenshots, spreadsheets, receipts, links. Tick the evidence checklist before you submit.
· Score yourself against the rubric at the end. If you would not give yourself the pass mark, improve the weak part first — you can only resubmit after a fail, not after a pass.
· Then upload this workbook (and your evidence) to Google Drive, make the link PUBLIC using the steps at the end, and paste the link into the submission box together with your write-up.
Your brief — what to submit
One workbook, shared as a Google Sheets link with view access or an uploaded .xlsx file, with the six named sheets and formulas left live.
What to do, step by step
Step 1 of 7
Download the practice files from the course (sales.csv, products.csv, customers.csv and sales-messy.csv). Build ONE workbook in Excel or Google Sheets for Mama Ngozi Foods' management team covering January to August 2026, with a clearly named sheet for each part below. Keep formulas live (no pasting values over formulas) so a grader can click into cells and see your working.
Your work:
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________
Evidence for this step (file name, photo, link):
_____________________________________________________________________
_____________________________________________________________________
Step 2 of 7
Part 1. Clean data: import sales-messy.csv onto a sheet, then on a separate sheet produce a clean version: one consistent date format, numbers as numbers with no naira signs or spaces, branch names spelt one way, payment types in one case, and duplicate invoices removed. Add a short note listing each problem you found and the technique you used to fix it.
Your work:
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________
Evidence for this step (file name, photo, link):
_____________________________________________________________________
_____________________________________________________________________
Step 3 of 7
Part 2. Lookups: on the clean sales sheet, add columns that pull in the product name and category from products.csv and the customer type and area from customers.csv using XLOOKUP, VLOOKUP or INDEX/MATCH. Add a margin column using the product cost price. All lookups must be formulas.
Your work:
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________
Evidence for this step (file name, photo, link):
_____________________________________________________________________
_____________________________________________________________________
Step 4 of 7
Part 3. Summaries with formulas: on a Summary sheet, use SUMIFS, COUNTIFS and AVERAGEIFS to show, for each branch and each month, total sales, number of invoices, average invoice value and total refunds. Use absolute references so the block can be copied without breaking.
Your work:
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________
Evidence for this step (file name, photo, link):
_____________________________________________________________________
_____________________________________________________________________
Step 5 of 7
Part 4. Pivot analysis: build at least two pivot tables: sales by category by month, and top 10 customers by amount with their customer type. Add one pivot chart. Write three sentences on what the pivots show that the summary sheet did not.
Your work:
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________
Evidence for this step (file name, photo, link):
_____________________________________________________________________
_____________________________________________________________________
Step 6 of 7
Part 5. Dashboard: a one-page Dashboard sheet with a headline number for the period, at least three charts (choose the chart type for each question and say why in a cell note), a slicer or dropdown to switch branch, conditional formatting that highlights outstanding credit sales, and print settings so it fits one page.
Your work:
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________
Evidence for this step (file name, photo, link):
_____________________________________________________________________
_____________________________________________________________________
Step 7 of 7
Part 6. Template and controls: turn the workbook into something a colleague can reuse next month: data validation dropdowns on the input columns, protected formula cells, an Instructions sheet in plain language, and a named range for the reporting period. Save it and share the link.
Your work:
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________
Evidence for this step (file name, photo, link):
_____________________________________________________________________
_____________________________________________________________________
Evidence checklist — tick before you submit
	Evidence
	Included? (✓)
	Where is it (file / link / page)

	Step 1 — work and proof
	
	

	Step 2 — work and proof
	
	

	Step 3 — work and proof
	
	

	Step 4 — work and proof
	
	

	Step 5 — work and proof
	
	

	Step 6 — work and proof
	
	

	Step 7 — work and proof
	
	

	The final deliverable described in the brief
	
	

	Your write-up (what you did, choices, what you learned)
	
	

	Link tested in an incognito window — opens without sign-in
	
	


How it is graded — score yourself first
The examiner scores each criterion 0–100 and weights them as below. You need 65% overall to pass.
	Criterion
	Weight
	My honest score (0–100)

	The messy data is fully cleaned with the problems and fixes documented
	18%
	

	Lookups and the margin column are correct, formula-based and copy safely
	16%
	

	The SUMIFS/COUNTIFS summary is correct for every branch and month and uses absolute references properly
	18%
	

	Pivot tables and the pivot chart are built correctly and the commentary draws a real insight
	16%
	

	The dashboard fits one page, uses the right chart for each question, and its interactivity and conditional formatting work
	18%
	

	The workbook is reusable: validation, protection, instructions and a named period
	14%
	


A useful habit: read each criterion and ask “where in my submission would an examiner SEE this?” If you cannot point to it, it is not there yet.
Your write-up — paste this into the submission box
Keep it under 5,000 characters. Three short parts:
1. What I did
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________
2. The choices I made and why
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________
3. What I learned and what I would improve next time
_____________________________________________________________________
_____________________________________________________________________
_____________________________________________________________________
Before you submit — make your link PUBLIC
Learners fail this project for one avoidable reason: the link they paste is private. The examiner and any employer who later views your certificate cannot “request access” — a link that asks for sign-in counts as no submission.
· Google Drive (file or folder): right-click the file → Share → under "General access" change "Restricted" to "Anyone with the link" → role "Viewer" → Copy link. Then open the link in a private/incognito window: if it asks you to sign in or "Request access", it is NOT public yet.
· Google Docs, Sheets or Slides: Share (top right) → "Anyone with the link" → Viewer → Copy link. Same incognito test.
· Dropbox: Share → Create link → make sure it says "Anyone with this link can view".
· OneDrive: Share → "Anyone with the link can view" → Copy link.
· Canva: Share → "Anyone with the link" → Can view → Copy link.
· GitHub: the repository must be Public (Settings → Danger zone → Change visibility). Private repos cannot be opened.
· YouTube or video: "Unlisted" is fine; "Private" is not. WhatsApp links and files sent by chat cannot be graded.
· Photos: put them in one Drive folder shared as above and paste the FOLDER link — not one photo per link.
Final test: paste your link into a private/incognito browser window. If the work opens with no sign-in, you are ready.
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