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bcl/ od,lbddd Course Detaits

I Modute o: Creating a Basic Excel Worksheet

. ldentify the Etements of the User Interface

. Customize the Excel Interface

; 
. Work with Cetts

i . Enter Data in an Excet Workbook

I . obtain Hetp in Excel
i

I

Module b: Performing Calculations in an Excel Worksheet

I . Create Basic Formutas

. Catcutate the Celt VaLues by Using Functions

Copy Formulas and Functions

d:mO-oo:6no

.nr Modifying an Excet Worksheet

Manipulate Data

Modi[i the Worksheet Elements

search for Data in a Worksheet

Moditr/ Rows and Cotumns

d: Formatting an Excel Worksheet

Modify Fonts

Check a worksheet for Spe(ting Errors

Appty Number Formatting

Add Borders and Cotors to Cetts

Atign the Content in a Celt

Apply CetL Stytes

l.

ir

I

I

j

lModul.e
I

i.
i.

!

LUNCN

fi,-



Modute d: Printing Exce( Workbooks

. Set the Pale Layout Options

. set Page Ereaks

. Print a Workbook

,Modu[e b: Managing an ExceI Workbook

. Format Worksheet Tabs

. Manage Worksheets

. View Worksheets and Workbooks

".i"|." ", 
a",.u|.u,,* Data with Advanced Formulas

. Appty CeLt and Range Names

. Calculate Data Across Worksheets

o Use Specialized Functions

. Anatyze Data with LogicaL and Lookup Functions

Modute c: Organizing Worksheet and Tabl,e Data

. Create and Modify Tabies

. Format Tabtes

. sort or Filter Worksheet or TabLe Data

bd/odfr,dled

Use Functions to Catcutate Data in a Tabte or Worksheet

Course Details

.i: Presenting Data Using Charts

Create a Chart

Modif/ Charts

Format Charts

oo: Anatyzing Data Using PivotTab[es, Sticers, and pivotcharts

Create a Pivotlable Report

Fitter Data Using Sticers

Anatyze Data Using Pivotcharts

rModute oo: lnserting Graphic Objects

. Insert and Modify Pictures and CtipArt

. Draw and Modify Shapes

. ltlustrate Workflow Using SmartArt Gfaphics

. Layer and Group Graphic Objects

€"-



Modute ob: Customizing and Enhancing Workbooks and the

. Customize the Excel Environment

. Customize Workbooks

. Manage Thernes

. Create and Use Ternplates

ExceI Environment

rLUnCn

Modute rocl: streamlining Workflow

. Create a Macro

. Fdit a Macro

. AppLy Conditionat Formatting

. Add Data Va(idation Criteria

. Update a Workbook's Properties

i

ModuLe od: Co|.Laborating with Others

i o Pr6tF.r Fircc

i Share a Workbook

. Trace Cetts

. TroubLeshoot Er.ors in Formutas

i . Troubleshoot Invalid Data and Formulas

I Watcl" and Lvatuate formLtas

] . Create a Data List Outtine

I

I

]ModuLe 6b: Anal.yzing Data
I . Create a TrendLine

: . Create Sparktines

o set Revision Tracking

. Review Tracked Revisions

. Merge Workbooks

. Administer Digitat Signatures

. Restrict Document Access

. Create Scenarios

. Perform What-lf Analysis

. Pedorm Statisticat Anatysis with the Anatysis ToolPak
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Course Details

Module 6d: Working with Muttiple Workbook

. Create a Workspace

. Link Celts in Different Workbooks

. Edit Links

Modute od: lmporting and Exporting Data

. Export Excet Data

. lmport a Delimited Text Fite

Modu(e 6cl: Using Excet with the Web

i . Publish a Worksheet to the Weo

I . lmport Data from the Web

i Create a Web Query

I

lModute bo: Structurinc Workbooks with XMLl-
I o Devetop XML Maps

. lmport and Export XML Data

]Modul,e bo: ldentirying the Etements of the Excel booo Environment

] . ldentify the User Interface Elements

. ldentify the Ribbon Components

o Use Contextual Tabs

. Use Excet Gatteries

o Customize the Excel lnterface

bb: Organizing Data

. ldentiryi the Enhancements to ExceL booo Spreadsheets

. Insert Tabtes

. Format Tabtes

bm; Anal,yzing Data

. Appty Conditionat Forrnatting

. sort Data in a Spreadsheet

. Filter Data in a Spreadsheet

. Appl.y a Formula

f-"<



6)c:rno-ob:mo Module bd: presentins Data

. Create Charts

. Format Charts

. Work with lliustrations

o Create pivotTabtes and pivotcharts

. Share Excel Charts

. Save Data in Compatibte Formats

Modute bd: Using Office Web Apps

. Save Excet Spreadsheets to the Web

. Access and Work with Spreadsheets on the Web

9r'15't { [? a 1n 1t o u: tJ

iulrra'r 8.30 - 12.00 u.

c_

s
t'
s
J
)
9)
2
c'

13.00 - 16.30 u.

27 tu. .

2554

Creating a Basic Excel, Workheet

Performing Catcutations in an Excel Worksheet

Modib/ing an Excel Worksheet

Formatting an Excel Worksheet

- Printing Excel Workbooks

- Managing an Excel Workbook

- Cal.cutating Data with Advanced Formuras

Organizing Worksheet and Tabl,e Data

28 r!.u.

2554

- Presenting Data Using Charts

- AnaLyzing Data Using PivotTabtes, Sticers, and

Pivotcharts

- Inserting Graphic Objects

- Customizing and Enhancing Workbooks and the

Excel Environment

- Streamtining Workflow

- Cottaborating with Others

- Auditing Worksheets

- Anatyzing Data

29 tu.u.

) EqA

- Working with MultipLe Workbooks

- lmporting and Exporting Data

- Using Excel with the Web

- Structurins Workbooks with XML

- ldentirying the Etements of the Excet hooo

Environment

- Organizing Data

- Anatyzing Data

- Presenting Data

Using Office Web Apps
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