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RRReeepppooorrrtttiiinnnggg   aaannnddd   AAAnnnaaalllyyysssiiisss   
 
If you use Microsoft Excel in your daily work and your job includes summarizing, reporting, and analyzing data, this is the 
workshop for you.  You will find out how you can create complex reports in minutes – even if it once took you hours, and 
master the world’s most powerful reporting tool: The Pivot Table.  You’ll discover formulas that will save you hours of work 
and powerful formatting techniques including how to format by using formulas.  Plus a whole host of powerful shortcuts! 

L E N G T H :  2 DAYS 9:00AM-4:00PM | W O R K S H O P  I D :  04 | F E E :  

RRRAAANNNGGGEEE   NNNAAAMMMEEESSS   

 Edit and navigate with range names 
 Using range names in formulas 

SSSEEETTT   UUUPPP   AAA   DDDAAATTTAAA   LLLIIISSSTTT   IIINNN   EEEXXXCCCEEELLL   

 Data normalization 
 Transposing data 

FFFIIIXXXIIINNNGGG   PPPRRROOOBBBLLLEEEMMM   WWWOOORRRKKKSSSHHHEEEEEETTTSSS   

 Clean up poorly laid out spreadsheets 
 Correct common spreadsheet problems 

CCCLLLEEEAAANNNIIINNNGGG   UUUPPP   DDDAAATTTAAA   

 Use formulas for fixing poorly entered data 
 Discover text to columns 

QQQUUUIIICCCKKK   LLLIIISSSTTT   AAANNNAAALLLYYYSSSIIISSS      

 Subtotal and summarize without formulas 
 Using subtotals, sorting, outlining and grouping 

SSSIIIMMMPPPLLLIIIFFFYYYIIINNNGGG   TTTAAABBBLLLEEESSS   WWWIIITTTHHH   VVVLLLOOOOOOKKKUUUPPP   

 Simplifying spreadsheets with Vlookup 

FFFAAASSSTTT   FFFOOORRRMMMAAATTTTTTIIINNNGGG   TTTEEECCCHHHNNNIIIQQQUUUEEESSS   

 Conditional formatting 
 Using styles 
 Format with formulas 

LLLIIINNNKKKSSS   

 Discover 2 ways of sharing data between spreadsheets 

PPPEEERRRFFFOOORRRMMMIIINNNGGG   CCCAAALLLCCCUUULLLAAATTTIIIOOONNNSSS   

 Sumif and countif 
 Understanding relative vs absolute references 
 Understanding nested functions 

PPPIIIVVVOOOTTT   TTTAAABBBLLLEEESSS   

 Pivot tables techniques – reporting like a pro 

AAAUUUTTTOOOMMMAAATTTIIICCC   RRREEEPPPOOORRRTTTSSS   

 Link data between spreadsheets 

AAADDDVVVAAANNNCCCEEEDDD   FFFIIILLLTTTEEERRRSSS   

 Discover how to query your data with Advanced filters 
 Find out how to find data quickly and easily 

DDDFFFUUUNNNCCCTTTIIIOOONNNSSS   

 Use Dfunctions to summarize data 

HHHOOOWWW   TTTOOO   AAADDDDDD   HHHEEELLLPPP   TTTOOO   SSSPPPRRREEEAAADDDSSSHHHEEEEEETTTSSS   

 Using comments to mark up a spreadsheet 
 Using data validation to prevent unwanted actions 

PPPRRRIIINNNTTTIIINNNGGG   RRREEEPPPOOORRRTTTSSS   

 Excel’s print options 
 Working with graphical snapshots 

MMMAAACCCRRROOOSSS   

 Automate repetitive work with Macros… and more

WWWhhhooo   SSShhhooouuulllddd   AAAtttttteeennnddd   
This is an advanced workshop.  We assume you have worked with Excel or have taken an introductory 
Excel course.  You should be able to create a simple formula, set a print range and format the font style in 
a cell.  If you are not yet comfortable with all the Excel fundamentals, we suggest you first take our one-
day Excel introductory workshop. 


