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Target Audience

Creating Compelling Reports is a Professional Skills course developed by the Cisco Networking Academy.
Professional Skills courses are designed to complement technical training and equip learners with essential skills for
success in the workplace. This course sits under the Core Skills sub-category, which covers interpersonal skills that
can be developed throughout a career. Creating Compelling Reports is designed for participants who want to
communicate complex information effectively, produce reports that meet the specific needs of stakeholders, and
craft reports that provide business value. The course is appropriate for learners of many ages and education levels.

Prerequisites

There are no prerequisites for this course. Learners are expected to have the following skills:

High school reading level

Basic computer literacy

Basic PC operating system navigation skills

Basic internet usage skills

Course Description

Learning how to develop compelling reports is an essential skill that can help learners stand out in the workplace.
Impactful reports resonate with stakeholders, drive business success, and elevate your professional reputation. In
this course, students will learn how to tell a compelling story with reports. They will also make design choices, so
their reports meet specific requirements and drive business impact. This course also includes an immersive
interactive activity for learners to practice and explore situations related to report creation. Learners will make
authoring decisions and see how they turn out and can then re-play the interactive activities to explore outcomes
for other design choices.

The course also includes opportunities for students to practice as they learn. Learning by doing is the most powerful
way to build new skills and knowledge. Having students apply what they are learning to real-world situations will
deepen their understanding.

Creating Compelling Reports includes the following features:

e Embedded assessments provide immediate feedback to support the evaluation of knowledge and acquired
skills.

e Active Learning Model requires learner participation (cannot just sit back and listen).

e Easily understood by learners at all levels. Embedded interactive activities build and reinforce
comprehension.

e Assessments and practice activities are focused on specific competencies to increase retention and provide
flexibility in the learning path.

e Multimedia learning tools, including videos, games, and quizzes, address a variety of learning styles and help
stimulate learning and promote increased knowledge retention.
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e Re-playable branching immersive scenario allows learners to make report authoring decisions and explore

the outcomes.

Course Obijectives

Creating Compelling Reports introduces foundational concepts in crafting reports that are applicable to any industry.
After completing the course, learners will know how to do the following:

e Explain the business value of creating compelling reports

e Implement appropriate design choices

e Apply contextual understanding to design of a report

e Select authoring decisions to support a compelling report

Equipment Requirements

Any device with Internet access (Smartphones/Tablets/Chromebooks/Laptops/Desktops).

Course Outline

Listed below are the current set of modules and their associated competencies for this offering. Each module is an
integrated unit of learning that consists of content, activities, and assessments that target a specific set of
competencies. The size of the module will depend on the depth of knowledge and skill needed to master the

competency.

Module Title and Objective

Module Title/Topic Title Objective

Module 1: Business Value of Reports

Explain the business value of creating compelling reports

1.1 Business Value of Reports

Identify the purpose-for a report

1.2 The Audience

Identify the target audience for a given report

1.3 Audience Characteristics

Identify methods for discerning what is important to the audience

1.4 Reports for Different Purposes

Compare reports for different purposes

1.5 Basic Writing Styles

Describe different writing styles for reports

1.6 How Reports Add Value

Describe the business value of a given report

1.7 Business Value of Reports Summary

Business Value of Reports Summary

Module 2: Working within Report Requirements

Implement appropriate design choices

2.1 Identifying Report Requirements

Identify the purpose, audience, and available formats

2.2 Report Format and Design

Identify appropriate format

2.3 Data for Reporting

Describe available data

2.4 Steps of Report Planning

Order steps of report planning
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2.5 Working within Report Requirements Working Within Report Requirement Summary

Summary

Module 3: Craft Your Message Apply contextual understanding to design of a report

3.1 Tone Select the tone needed for a given report

3.2 Relevance Identify key points of relevance to include

3.3 Organization Organize report structure to communicate the relevant points

3.4 Succinctness Analyze report messaging for succinctness

3.5 Crafting Your Message Summary Crafting Your Message Summary

Module 4: Shape Your Report Select authoring decisions to support a compelling report

4.1 Interactive Scenario Determine appropriate responses for individual reporting scenarios
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