(Available in Microsoft Excel 2003, 2007 or 2010 format)

Venue: Onsite (your premises) or Inhouse (our premises)

Duration: 1 Full Day (9am - 4pm)

Part One - Foreign Data & Managing Workbooks Part Five - Automating and Customizing Excel

* Importing and Exporting Data
* Importing workbooks created in other versions of Excel
+ Importing data from other applications
* Using the text import wizard
+ Importing a Web Page
* Exporting Data
* Managing Workbooks
+ Applying a template
» Editing a template
+ Creating a template
» Consolidating Data

Part Two - Formula Auditing

Auditing Formulas

Locating and Resolving Errars
Finding Precedents & Dependants
Watch Window

Part Three - Making Excel even Easier

* Goto > Special
* Naming Ranges
= Creating names in bulk
* Using names in formulas
* Lookup & Reference Functions
» Using VLOOKUP
* Using HOOKUP

Part Four - Subtotals, Lists & Ranges

* Creating Subtotals

e Defining & Applying Advanced Filters
* Using Grouping & Outlining

* Data Validation

CONTACT MOBILE MOUSe NOW

tel : (08) 9404 7041
email : officeadmin@mobilemouse.com.au
website : http://www.mobilemouse.com.au

E-_-J Microsoft Excel Expert (Advanced)

* Advanced Formatting
» Creating custom number formats
* Codes for dates and times
* Use Conditional Formatting
= Cell Value conditions
* Using formulas as conditions
* Creating Macros
= Recording a macro
= Absolute and Relative cell references
* Editing macro code
* Customizing Toolbars and Menus
= Creating a custom toolbar (Excel 2003)
* Adding macros to toolbars and menus (Excel 2003)
* Creating a custom Quick Access Toolbar (Excel 2007)
» Adding macros to the Quick Access Toolbar (Excel 2007)

Part Six - Analysing Data \

* PivotTables & PivotCharts
* Creating / Modifying PivotTables
* Grouping and Filtering PivotTable items
= Summaries & Formats for fields
* Creating PivotCharts
 Using Business Analysis Tools
* Creating data tables
= Using goal seek
* Using solver
= Scenarios

Part Seven - Sharing Excel Data

* Passwords, Protections and Properties 4
* Protecting a workbook What We Provide at your Venue
* Protecting worksheets and ranges
* Allowing users to edit ranges

* Collaborating with Others
* Creating a shared workbook
= Highlight, accept & reject changes
* Merging workbooks

- i‘l‘i" y (& Fun i
s Downloadable practice files
* FREE online support

WHO SHOULD ATTEND THIS COL

This course is designed for people who need to come to grips with more advanced features of Excel.
Anyone who reports, edits and maintains larger spreadhseets is an ideal candidate to attend this cours

Please note that this course is not intended for novice users of Microsoft Excel.
Attendees should already have Intermediate or Advanced skills in Microsoft Excel



