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What Future Professionals Need to Know
Now for Their Careers Later
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SOFTWARE/
@APPLICATIONS s u rvey Re’ u I t’

What Managers say: What Interns say:

 IDEA/ACL  IDEA/ACL
e Word e Word

e Qutlook e Qutlook

e PowerPoint  Access

e Adobe e PowerPoint
e Access e Adobe

e Social Media

But, according to both managers andinterns, the

#1 technology students should learn is...
e






Spreadsheet Management:
Not what you figured?

Describe the level your company utilizes
spreadsheets to support business

processes or financial reporting

H Heavy. We rely on spreadsheets for critical portions
of the business

H Limited. We have some use of spreadsheets but
significant spreadsheet errors could not impact the
business

= None. We do not use spreadsheets

m Don't Know/ Not Applicable

Votes Received: 2804
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~ $preadsheet Management:
Not what you figured?

Does your company factor
spreadsheet risk into your overall
risk reporting and decision-making

M Spreadsheets are considered as a part of my
company’s periodic risk assesment

B Spreadsheets are not considered as a part of
my company's periodic risk assesment

= My company does not formally assess risks on
a periodic basis

m Don't Know/Not Applicable

Votes received: 2908
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S
% Microsoft Excel

WHY EXCEL?

e Easily emailed or transferred among users to
share accounting information because so many

companies use Excel

e Other spreadsheet software is usually compatible
with Excel because of its popularity, allowing the
user to open and manipulate an Excel
spreadsheet
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S
% Microsoft Excel

WHAT STUDENTS NEED TO KNOW:

e Excel features that manipulate and sort
financial data

e Automate the entry of common business
formulas

* How to use pivot tables to extract details

e How to set up other standard financial
calculations

Postlethwait
PN Jastiin



S
% Microsoft Excel

WHAT STUDENTS NEED TO KNOW (cont.):
e How to create logical arguments (IF, THEN)

* |ntegrating Excel documents with other
applications (Word, PPT, etc.)

e More complex calculations
 Page formatting
e Adding charts, symbols, and diagrams
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Common Excel Scenarios:

Accounting
Budgeting
Billing and Sales
Reporting
Planning

Tracking

|x- Microsoft Excel
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@SOFTWARE/
APPLICATIONS P
s oea . IDEAJACL

DATA ANALYTICS SOFTWARE:

e Software tools that allow for the extraction of
data from a client’s computer files for analysis
and testing

— Used largely for sample selection and analysis of
activity
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SOFTWARE/
= = Microsoft Word

—

e Understand mail merges, formatting shortcuts
 Everyone uses Word!
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SOFTWARE/
@APMCA"ONS Microsoft Outlool

N
= 4

e Creating list of contacts

 Has features to help them stay organized
(calendar, tasks lists, public folders, etc.)
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* Relational Database Management System

= Microsoft Access

— Related data is stored in many separate tables and

linked together
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 Generating presentations on-the-fly

'3 PowerPoint

* Inserting graphs
e Using SlideMaster
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ﬁAPPLICATIONS i A d o be Acro ba t

 Converting documents into PDF

e Manipulating PDF files as an organized packet for

the intended user from a variety of sources (whether
it’s other PDFs, PPTs, Word docs, Excel files, etc.)

% Combine Files

Ln Add Files... ~ () single POF () POF Partfolio
Drag and drop files to add them, and then arrange them in the order you want.
Marne Page Range Size Modified \Warnings Errars
T5i2010-2011 Tax Planning Guide.pdf 2-25 1.32 ME 91612010 ...
-EiReu:u:uru:lsRetentiu:unSu:heduIe_Indi... all Pages 222,54 KB 3r15/z2011 ...
-£iRecurdsRetentiDnSchedulE_Busi... all Pages 18749 KB 3f15f2011 ...
File Size:  [H B Ll
[ Help ] [ Options Zombine Files ] [ Zancel ]
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* Final presentation/report (deliverable)

SOFTWARE/
APPLICATIONS

— Opening letter (Word)

— Tables/graphs (Excel)

— Presentation slides (PowerPoint)
— Emails (Outlook)

— Package it in a PDF (Adobe)

Example
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SOCIAL
S\ | MeDia

Linked [T}

Social Networking

Online service, platform,
or site that focuses on
building and reflecting
of social networks
among people who
share interests and/or
activities
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@O - |ﬂ hitp s Jink edin.comy/

V| || K ‘Google

File Edit W“iew Favorites Tools Help

i\-’ E'&' [ﬂ LinkedIrn | Relationships Matter ] ls

) e

——

PO >

Linked [[1)

Over 60 million professionals use
LinkedIn to exchange information, idegz
and opportunities

PELFN Stay informed about your contacts 2

Find the people & knoxs

*ﬁ Control your professional identity online

dA46 achieve

Search for someone by name:

Join Linkedin Today

First | |

Name:

Last | |

Name:

Email: | |

Password: | |

& or more characters

Join Now *

Already on Linkedin? Sign
in.

‘ ‘Last Name ‘ |Go ‘

Linkedin member directory: abcdefghijklmnopgretuvwxysz mure| Browse members by country

* By clicking Join Now, you are indicating that you have read, understood, and agree to Linkedin's User Agreement and Privacy Policy.

€ Internet



N e
Social Networking

Build Your Resume

Linked m

Basit Account Upgrade

L'Inkgd@@ Home Profile Contacts Groups Jobs Inbox More..

Edit My profile  View My Profile

Add Education
) D u pl ICate th Country: Urited States v
on y e same |nf0rmat|0n state: | Louisiana v
0 U r H chool Name: outheastern ouisiana Universi N
e ) res u m e - J 0 bS’ e d u Catio n senocttem ipﬁ?ynu tcan'thn’u'i your schoo! plgse select "Other..”
Xperlence’ etc... 4 Degree: |BA

Field(s) of Study: Marketing & Graphic Desl gn\
Examples: English Physics Economics

e Getr i
o ecommendations from previou
ployers and peers S

* Lin
c)thk your.personal website or links to
er social networking sites

Dates Attended: |- v lto!- 3
Tip: current students: enter your expected graduation year

Activities and
gocieties:

Tip: Use commas o separale muitiple activities
Examples: aipha Phi Oomega Chamber Chorale Debate Team

Additional Notes:

v  UPLO
y Linke:llz )(OUR RESUME TO YOUR PROFILE!
is more for Professional Searches.
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@ ¢ ocial Networking

Build Your Resume

facebook

e Personable, but professional. "
 Edit pictures and content to depic

"t mi er
behavior you wouldn’t mind an employ

seeing.

J
I y

personality |
e Contact information

v" Facebook is more SOCIAL

Contact Information

Email; allison.roques @selu.edy
WO213458 @sely, edy
Yahoo: alhsnn_roques

Education ang Work

Grad Schaol: 5.E. Louisiana '0g

MEA, Marketing and Finance
High Schogl; Ponchatouis High Schioal 91
Employer: Faostlethwaite &Netter-'llle, APAC

Marketing Covrdinator
Batan Rouge, L4

Groups Se= All (57)

Member of: Team Ella Grace, Tell Katt Williams To Stop Selling The Same Routing,
CO»‘«CHEI'R»‘«'-:‘EL, CURE CYsTic FYBROS;S, The Cisposabis Heroes
Project, Frash ¢ SMPUS &t Sautheaster University, miss Southeastern
wisiana!, Amsterdam & Pari May 17, 2010,
5 of 2001, The Official Southeastern
¥ Alumni Assodiation, Mj Cags Mexican Grij g
Canting, Remembering Shaun Pendar vis, Ponichatouls High Schog| -
Ponchatoula, LA, ruby, Sautheastern Leadership Copfey ence, [ Lave
kay-la handbags et - W OMECOMING
COURT 20081, 21 | Yate Jen O'Copnel for
Hornecommg Court!!), yate Kaleigh aguifar for Sophamore Clags
Swestheart! yope Maily Fenton far Senior Class Sweetheart],
MILLIONS Ag \INST FACEBOOK's pi POLICIES AND Larour
VORK!, Migs Southeastern
Goes to Miss Lavisiana, Boondack Sparts, outheastern ¢ sek
Community, Vote Johanng Kelly for Hnmetoming Court 200711 ,In
Loving Memary of David Pumg

Suae

&

i 2} eMerge
’

J & Salonfizg
Salows

A Artistically Yours

! ’b Erin Guedry Photagraphy Lc

1% Chat (Offline)

& Internet
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SOCIAL
MEDIA

Who Can See Your Profile?

If you prefer for your profile to NOT be seen
publically, or for certain information to show to

those whom you have NOT added as a FRIEND or
CONTACT, be sure to adjust your privacy settings.

**Some employers look at your FRIENDS, too**

Privacy Settings

Profile Information
Control who can see your profile and who can post to your Wal

b {

Contact Information
Control who can contact you on Facebook and see your contact information and email

[k Applications and Websites
Control what information is available to Facebook-enhanced applications and websites

drs

(& Search
Control who can see your search result on Facebook and in search engines

Block List
Control who can interact with you on Facebook

Social Networking

(& You,
Pubjic p
rofila Urg,

Whars thigz

Your i
Urre," UR .
(B i L is:
Ustomjze thig addrehnp ey linkagjn o
58; ’77-"}”—‘le.';;//
/5017»r0quep

/ "q'"'79h.v"223

| Sethsies,

WO finge

g d/ﬂ-"omr -
“oméing [allisop,

22Nroques

Note, ¥
* Your

Pleage Slistom g,

d RL

0 not use Spaoml'nusf SOntajn 5 _ 2
" Sboss, or Sﬂeg‘ allphﬂﬂumerrc h
ial Charagy, Characte,
fers, lers,

& Pubic Profife

* Py,
: Prt;t#;z;ﬁ Your Linkegyy,
e vy Profile wiitjgog

le tg the wep,
Ustomizag buttppg

[O] Full s
View P,
recnmmended Ublic Pro il

€ pry Eligy-

& Speciaftigg

7] Currgnt Pusitione

B Show detajg
Pag -
t Positipng s

& Show detajig
EdUCazluns

Shay detsjig
& Wabsiteg

7] Ime”«“its
12} GI‘DUps

(9]
Honggg 309 Awiarys
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Social Networking

How Employers are using

and Linked[[J] :

e Scanning profiles for content and ‘appropriate behavior’

e Looking for experience

e Looking for activity in their communities (both physical and
ONLINE)

 Seeing what people have to say about them

 Seeing how in-tune they are to what’s going on around
them
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TECHNOLOGY
TRENDS




Cloud Computing

The use of internet services to perform
functions that were traditionally done with
software installed in your office

Some common “cloud” applications:

Google Docs
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TRENDS

Web 2.0

Refers to the second generation of the World Wide
Web, especially the movement away from static

webpages to dynamic and shareable content and
social networking

w A new generation of web
<o . DY e services and applications with
VA an increasing emphasis on

™ human collaboration.
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TRENDS

Social Engineering

The act of obtaining confidential information by manipulating
people with access to that critical information

People are generally the weakest point
—and thus, the greatest threat—
to any security system.

Techniques include:
e Spoofing attacks (e-mails and phone calls)
e Trojan horses
e Phishing
PRI et



Closing Remarks

 Technology is constantly changing the way we do our
jobs

* Most of these new tools help makes our jobs/lives
easier and more efficient

e Stress to your students the importance of learning
and keeping up with technology

|t will not only make their lives easier, but will also
make them more valuable to employers
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QUESTIONS?

rpilcher@pncpa.com
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