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Microsoft Excel
Foundation
This course outline should be used to determine whether the course is appropriate for the student, based on current skills and training needs.
	Duration:


	1 day 

	Audience:


	New or inexperienced users of Microsoft Excel

	Prerequisites:


	PC literate  IF "Enter Audience PreRequisites" \* MERGEFORMAT 

	Course Topics:


	

	· What is a Spreadsheet?

· Screen Layout

· Open, Close & Save Workbooks

· AutoFill And Custom Lists

· Creating Formulas

· Addition

· Subtraction

· Multiplication

· Division

· Bodmas

· Absolute Cell Referencing

· Using AutoSum

· Paste Function
	· Understanding Functions

· Sum

· Max

· Min

· Average

· Count

· Formatting Numbers

· Formatting Cells

· Inserting And Deleting Columns and Rows

· Print & Page Setup

· Creating Simple Charts

· Changing Workbook Structure

	At Course Completion delegates will be able to:



	· Understand the uses of Spreadsheets

· Enter, Edit & Format Data

· Create basic Formula
	· Create a Chart

· Print a Spreadsheet

· Work effectively with Microsoft Excel


Microsoft Excel
Intermediate

This course outline should be used to determine whether the course is appropriate for the student, based on current skills and training needs.
	Duration:


	1 day

	Audience:


	Proficient users of Microsoft Excel 

	Prerequisites:


	Previous attendance of Microsoft Excel Foundation or equivalent knowledge  IF "Enter Audience PreRequisites" \* MERGEFORMAT 

	Course Topics:


	

	· Recap Foundation Course Topics

· Absolute Cell Referencing

· Using Named Ranges

· Group Mode

· Cross Sheet Calculations

· Data Consolidation

· Advanced Charts

· Conditional Formatting

· Custom Formats
	· String Functions

· Logical Functions (IF, nested IF, And & Or)

· Conditional Statistical Functions (SumIF & CountIF)

· Lookup Functions

· Protecting Worksheet

· Using Datalists

	At Course Completion delegates will be able to:



	· Consolidate data from multiple sheets

· Create & Customise Charts

· Use features to enhance the functionality of spreadsheets
	· Work with additional Formula & Functions

· Use Datalist effectively


Microsoft Excel
Advanced

This course outline should be used to determine whether the course is appropriate for the student, based on current skills and training needs.
	Duration:


	1 day

	Audience:


	Proficient users of Microsoft Excel who wish to develop their skills.

	Prerequisites:


	Previous attendance of Microsoft Excel Intermediate or equivalent knowledge  IF "Enter Audience PreRequisites" \* MERGEFORMAT 

	Course Topics:


	

	· Recap Intermediate Course Topics

· Databases & Pivot Tables

· Database Functions

· Grouping & Outlining

· Scenario Manager

· Report Manager

· Auditing the Worksheet
	· Custom View Manager

· Goal Seek

· Solver

· Data Tables

· Data Validation

· Macros

	At Course Completion delegates will be able to:



	· Create Pivot Tables using Database information

· Use Database functions to extract detailed information

· Use Analysis tools to work more effectively with spreadsheet data
	· Use Validation to ensure accurate data entry & calculation

· Use Auditing to trace relationships of formula within Worksheets

· Create Macros & assign to toolbars
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