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MS Excel Advanced

	Duration:

· One Day

Pre-Requisites:  

Delegates should have attended the MS Excel Intermediate Course or be confident using the features covered.

Objectives:

· Use Functions & Formulae

· Link and Embed Files

· Create and Edit Macros

· Work with Templates

· Create Scenarios

· Use Advanced Database Features

· Import Files

· Manipulate Text

· Work with Pivot Tables


	
	Core Topics:

Revision of Functions & Formulae
Revision Exercise; Functions; String Manipulation with Text Functions; Concatenation; Date and Time Functions; IF, AND, OR Conditional Functions; Lookup and Reference Functions ; ISBLANK Functions

Object Linking & Embedding 

Linking Excel into Word

Introduction to Macros
Understanding Macros; Recording Macros; Running Macros; Assigning Macros to Toolbars & Menus

Templates
Amending the Default Template; XLStart Folder ; Creating Templates; Templates Folder 

Auditing
Auditing Features; Precedents and Dependants; Tracing Errors & Invalid Data

What If Scenarios
Using Goal Seek; Creating & Editing Scenarios; Summarising Scenarios
Advanced Database
Multi-Level Subtotals; Advanced Filtering; Groups & Outlines; Consolidation Techniques
Importing Files

Using Text Import Wizard
Manipulating Text Files
Text Manipulation

Pivot Tables
Creating a Pivot Table; Managing a Pivot Table; Query and Pivot Toolbar; Drilling Down; Refreshing Data













