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 SMK Taruna Tekno Nusantara is one of the national standard schools 
that is required to always develop and improve the quality of education 
and professionalism of services to students. Information and 
Communication Technology (ICT) today is needed by students at SMK 
Taruna Tekno Nusantara. It really requires training in the use of 
information and communication technology devices so that later 
students can make good use of them. The students have not been able 
to fully use Microsoft Excel due to the high cost of computer courses 
among students in the Medan area. One way is to train the ability to 
utilize word processing applications, namely Microsoft Excel. 
Community service activities are focused in the form of training on how 
to apply Microsoft Excel for 20 students of SMK Taruna Tekno 
Nusantara. It is hoped that with this training, students and students can 
find out more about the techniques for using Microsoft Office by utilizing 
Microsoft Excel from the community service activities carried out to 
provide experience and skills for students and students in using 
Microsoft Excel. Thus the implementation of community service 
activities at SMK Taruna Tekno Nusantara Using Microsoft Excel 
provides significant benefits for improving the skills of students in 
utilizing information technology and computers, they are very 
enthusiastic about participating in further activities. They already 
understand and can implement Microsoft Excel. 
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1. INTRODUCTION  

Information technology currently plays an important role in the business of  an institution or company  
(Lesmana & Parlina, 2021a). Information technology information technology in an educational 

institution can gain a strategic advantage in the competition between business players in the current 
business people in today's tight competition (Hany Bengu et al, 2024).. In achieving this, a strategic 
strategic planning in the f ield of  information technology through strategic planning that is dynamic 

and f lexible(Andri Widianto et al, 2024). 
One of  the most important parts of  the application of  information technology that is now felt 

is the growing exchange of  information with the utilization of  information technology (Amrul et al, 

2023). the development of  information exchange with the utilization of  computer information 
technology to create convenience and ef f iciency in completing human tasks properly and accurately 
in data processing and its application in various f ields. data processing and its application in various 

f ields using microsof t of f ice applications, namely microsof t excel  (Amrul et al., 2023). 
An educational institution can objectively see internal and external conditions so that it can 

anticipate existing changes and be able to provide information services in a more f lexible and 

accountable manner (Wijaya et al, 2022). 
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SMK Taruna Tekno Nusantara is one of  the high schools that currently has an academic 

information system. The existence of  an academic information system at SMK Taruna Tekno  
Nusantara aims to provide optimal information services to students, management and stakeholders  
(Indra Kurniawan et al, 2020). 

Microsof t Of f ice Excel is a spreadsheet application program created and distributed by 
Microsof t Corporation that runs on Microsof t Windows and Mac OS  (Senna Hendrian et al, 2023). 

This application has calculation and graphing features which, using Microsof t's aggressive 

marketing strategy, have made Microsof t Excel one of  the most popular computer programs used in 
microcomputers to date (Kurniawan et al, 2021). Microsof t Excel has many functions and uses 
including : To create accounting f inancial statements, For the administrative purposes of  an agency, 

To sort various data in both number and word processing, To perform automatic calculations using 
formulas and logic. 

Microsof t Excel as a popular program has advantages including:  Userf riendly user interface., 

Availability of  f eatures to create data graphics, VBA programming feature, Ability to store large 
amounts of  data. 

The objectives of  this community service activity, which is carried out through training 

activities introduction and application of  Microsof t Excel at SMK Taruna Tekno Nusantara are:  
Improve students' ability to use computers, Optimizing students' ability to use the Microsof t Excel 
application package, Fulf illing the obligations of the Tridharma of  Higher Education, namely to carry 

out service to the community. 

2. RESEARCH METHOD 

The implementation of  this Community Service activity was carried out on February 04, 2025 in the 

form of  education and understanding material related to how to process data using Ms. Excel. As the 
solution of fered, this service activity will be carried out in several stages as follows: 
 

 
Figure 1. Activity Implementation Stage 

 

The training took place in one of  the classrooms at SMK Taruna Tekno Nusantara with students as 
training participants totaling 20 people. This training aims to improve participants' ability to use 
Microsof t Of f ice applications (Lesmana & Parlina, 2021). 

The training began with introducing Microsof t Of fice applications to participants. In the form 
of  a brief  history brief  history of  development as well as the convenience and benef its of fered by the 
application. This caused participants' enthusiasm because they understood the functions of  the 

applications to be discussed and the benef its of using them in everyday life. in everyday life (Ulvatiya 
et al., 2021).  

Then, participants were introduced to one of  the most widely used parts of  Microsoft Office, 

namely Microsof t Of f ice. used in processing data in the form of  numbers, namely Microsof t Of fice. 
Participants were f irst were f irst introduced to worksheets in Excel(Stikes, Rs, & Surabaya, 2020). 
Af ter understanding worksheets and some basic functions, then the participants were given an 

understanding of  several formulas in Excel that facilitate the data processing process.  
The development of  technology and information has now entered into all aspects of  people's 

lives and in various f ields. and in various f ields (Yayu Sri Rahayuningsih & Tatang Muhtar, 2022). 

This should also be followed by the community's ability to manage and operate information 
technology in the form of  computer applications with the aim of  facilitating and operate information 
technology in the form of  computer applications with the aim of  facilitating human work, especially 

students and human work, especially students at SMK Taruna Tekno Nusantara. Therefore, it is 
hoped that students and female students can follow the work system which mostly already uses 
information technology in data processing on the application. use information technology in data 

processing on computer applications and have insight into the utilization of  information technology 
on micro computer applications. of  the utilization of  information technology in microsof t of fice 
computer applications, especially in microsof t excel to determine the formulas used and the functions 

of  the formulas needed in solving calculation problems using a computer. solving calculation 

https://issn.brin.go.id/terbit/detail/20250320451632439


JPBM ISSN 3089-9036 (online)  

 

Tri Budiarti Damanik, Introduction to Office (Excel) in the Data Processing Process towards Digital Business  

35 

problems using a computer af ter that the participants were also invited to listen to a presentation 

about the microsof t excel application which is a popluer application and a spreadsheet program used 
by many parties. spreadsheet program that is used by many parties (Arif  Rahman Muttaqin et al., 
2021). 

The training was closed by providing a series of  evaluations in the form of  questions and 
answers regarding the students' understanding of  what had been presented in the training. students' 
understanding of  what has been presented in the training  (Widayani & Nurida, 2023). Students were 

also asked to work on some problems that require the use of  formulas, such as f inding the maximum 
value, the center, and addition. 

As a result of  the evaluation, it was concluded that the participants had understood the 

benef its of  the application and were able to use it to facilitate various tasks. the results of  the 
application and were able to use it to facilitate various jobs(Sri Roekminiati et al, 2019). 

Before getting into the discaussion of  Microsoft Excel, it is better to know f irst how Microsoft 

Excel looks like, along with some terms. Microsof t Excel looks like, along with some common terms 
that will be used (Kurniawan et al., 2021). 

 

Figure 2. Microsoft Excel Window View 

 
In Microsof t Excel there are 4 main components, namely :  

1. Row Heading 

Row Heading, is a pointer to the location of  a row in the active worksheet. Row Head also 

functions as one part of  the cell pointer (discussed later). The number of  rows provided by 

Microsof t Excel is 65,536. 

2. Column Heading 

Column Heading, is a column location pointer on the active worksheet. Similar to Row Heading, 

Column Heading also functions as one part of  the pointer (discussed later). Columns are 

symbolized with the alphabet A - Z and its combination. Af ter columnZ, we will see columns AA, 

AB to AZ then columns BA, BB to BZ and so on until the last column which is IV (totaling 256 

columns). What a huge worksheet, isn't it. (65.53 rows with 256 columns).  

3. Cell Pointer 

Cell Pointer, is the active cell pointer. A cell is the intersection between a column and row. Cells 

are named according to their column and row positions. Example. Cell A1 means the intersection 

between column A and row 1.  

4. Formula Bar 

The Formula Bar is where we type in the formulas that we will use later.  In Microsof t Excel, 

formula typing must begin with the '=' sign. For example, we want to  add the values in cells A1 

and B1, then we can type in the formula bar =A1+B1. 
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After the exposure to Microsof t Excel computer applications, participants were guided to practice  

using the application with examples of  formula functions in Microsof t Excel. In this training, 
participants have been able and can operate the Microsof t Excel computer application properly and 
precisely according to the formula applied(Wijaya et al., 2022). well and precisely according to the 

formula applied. 
The training was closed by conducting several evaluations in the form of  questions and 

answers with the trainees about the material presented, both in theory and in practice.  about the 

material presented, both in theory and practice. From the results of  the evaluation conducted,  It can 
be concluded that there has been an increase in participants' insight and experience(Indra Kurniawan 
et al., 2020). 

 
Implementation Method 
To achieve the previously formulated objectives, the implementation of  this community service is 

carried out in several steps involving f ield research methods in the form of :  Problem identif ication 
which is carried out as a preliminary step to formulate what will be used as material to analyze data 
processing and training materials in this community service activity.  Conducting data processing 

activities on Microsof t Excel at SMK Taruna Tekno Nusantara as a place to carry out activities. Then 
conduct an interview and discussion process with the school, especially class teachers to identify 
problems in using computers, especially in the Microsof t Excel application.  Literature research for 

reference materials used during this service activity.  Direct training given to students and students 
of  SMK Taruna Tekno Nusantara. 

3. RESULTS AND DISCUSSIONS 

The implementation of  Community Service activities with the title “Introduction to Of f ice (Excel) in the 
Data Processing Process towards Digital Business at SMK Taruna Tekno Nusantara”, has been 

completed. The following are the results that have been achieved in this community service activity. 

Table 1. Activity Results 

Step Goals Results 
Activity Administration

  
Prepare complete documentation of 

activities 
Schedule of activities, attendance list 

Module creation Making modules as training 
presentation materials  

Module 

Making evaluation 
materials 

Making evaluation materials related 
to the material to measure students' 

understanding.  

Evaluation questions 

 
The f irst step in the implementation of  this training was to make a proposal for the activity. training 
activities. This proposal was made based on the problems and needs encountered in the community, 

in this case the students of  SMK Taruna Tekno Nusantara. in this case, the students of  SMK Taruna 
Tekno Nusantara. This proposal was then submitted to the LPPM campus for review and approval. 
The campus LPPM will then provide a letter of  assignment and a list of  attendance for the 

participants. attendance list of  activity participants, as complete documentation.  
The next step is the process of  making materials that will be used in the presentation of  

activities. From this material, appropriate evaluation materials are designed. Which can be used as 

a benchmark in determining the participants' understanding.  
 

Table 2. Implementation of Activities 

Step Goals Results 
Pre-Test Knowing the stages of the 

participants' level of understanding 
related to Microsoft Excel Office 

applications 

Answers Pre-Test 

Module exposure Activity implementation Activity implementation 
Evaluation Measuring the ability of participants 

regarding the use of computer 
applications in Microsoft Excel after 

the presentation of the material 

Answers Pre-Test 
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In the implementation of  this activity, the speaker f irst provides a series of  questions that are asked 

to the training participants. This question aims to measure the participants' level of  understanding of  
Microsof t Of f ice applications, especially Microsof t Excel. Next, the speaker presented the material 
that had been prepared previously. Related to the tools tools and formulas used in Excel to facilitate 

data processing. The presentation was done by giving examples o f  direct use in f ront of  the activity 
participants. Using a series of  examples of  input data to produce the expected output. In the 
implementation of  the activity, activity participants actively participated in the training by asking to 

solve several examples of  problems using Excel. 

 

Figure 3. Excel Formula Exercise Table Creation 
 

The activity was closed by asking several questions that were intended to measure participants' 
ability to use Microsof t Excel. 

Table 3. Closing 

Step Goals Results 
Activity 

Evaluation 
Determining the success or 

failure of the implementation of 
activities as material for 

improvement in the future 

Suggestions for the implementation of further 
activities 

Preparation of 
Final Report 

Reporting the series of activities 
that have been carried out 

Final report on PKM activities 

 
The activity was closed with an evaluation of  the smooth implementation of  each activity in the 
training. The result of  this step are suggestions for improvement for the implementation of  further 

activities. Af ter all activities have been carried out, the Community Service implementation team 
compiles a f inal report in the form of  documentation of  all activities that have been carried out. in the 
form of  documentation of  all activities that have been carried out.  
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Figure 4. Training on the use of Microsoft Excel computer applications 
 

Based on the evaluation carried out, in the form of  questions and answers, interviews, and 
observations of  the implementation team Community Service activities obtained the following results: 

Increased student understanding of  the benef its of  using technology in almost all aspects of  life. 
Increased students' ability and mastery of  the Microsof t Excel application in managing data.  
Increased participants' interest in the application of  technology in facilitating work.  

4. CONCLUSION  

From this community service activity it can be concluded that: Computers are very important in 
everyday life because computers are tools in doing all tasks at home or in of f ices and industries. The 

trainees were able to recognize and utilize the functions and features of  Microsof t Of fice, especially 
Excel. The trainees can implement these skills in facilitating the learning process at school.  
Suggestions: In this system, it is realized that there are still many shortcomings and weaknesses,  

therefore for further development it is recommended:  Need more concrete implementation to be able 
to develop broader knowledge about computers.  Further training is needed to increase the 
knowledge and insight of  the trainees in community development at SMK Taruna Tekno Nusantara.  
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