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Microsoft
Excel

DVANCED XCELA  E ™ 

AAAdddvvvaaannnccceeeddd   EEExxxccceeelll   
Large spreadsheets can be hard to manage.  Worksheets with hundreds or thousands of records can make 
data analysis daunting, and complicated formulas can prevent you from changing a sheet with confidence.  
This workshop will demystify difficult spreadsheets and make them easier to manage with powerful tools.  
Find out how to: 

 Calculate without formulas 
 Turn thousands of records into summary reports in seconds 
 Navigate through hundreds of rows or columns with a single keystroke 
 Link records together in separate tables or documents 
 Format spreadsheets in a fraction of the time … and lots more.   

L e n g t h :  1  DAY |  T i m e :  9:00AM-4:30PM |  W o r k s h o p  I D :  43 |  f e e :  $350.00 + GST/PERSON 

HHHIIIGGGHHH   SSSPPPEEEEEEDDD   DDDAAATTTAAA   EEENNNTTTRRRYYY   

• Discover tools for speeding up data entry: auto complete, 
autofill, fill down and others. 

SSSEEELLLEEECCCTTTIIINNNGGG   &&&   NNNAAAVVVIIIGGGAAATTTIIINNNGGG   WWWIIITTTHHH   KKKEEEYYYSSS   

• Discover tools for navigating and selecting: Extend select, 
Go To and many keyboard shortcuts. 

CCCRRREEEAAATTTIIINNNGGG   FFFOOORRRMMMUUULLLAAASSS   FFFUUUNNNCCCTTTIIIOOONNNSSS   

• Learn fundamentals of formulas and functions and 
graduate to nested functions and megaformulas. 

MMMAAANNNAAAGGGIIINNNGGG   LLLAAARRRGGGEEE   SSSHHHEEEEEETTTSSS   

• Master tools for managing large sheets: Arrange, split and 
hide windows, Zoom, Hide and Freezing. 

PPPRRRIIINNNTTTIIINNNGGG   

• Discover advanced techniques for making big spreadsheets 
printable on 8.5 x 11 paper. 

NNNAAAMMMEEE   AAANNNDDD   LLLAAABBBEEELLL   RRRAAANNNGGGEEESSS   

• Discover how range names make formulas and worksheets 
easier to manage. 

SSSEEETTTUUUPPP   DDDAAATTTAAA   FFFOOORRR   AAANNNAAALLLYYYSSSIIISSS   

• Discover the most effective method of laying out data for 
easy analysis and avoid analysis errors and pitfalls. 

SSSOOORRRTTTIIINNNGGG   AAANNNDDD   FFFIIILLLTTTEEERRRIIINNNGGG   DDDAAATTTAAABBBAAASSSEEE   AAANNNDDD   LLLIIISSSTTTSSS   

• Master techniques for sorting and filtering worksheets. 

SSSUUUBBBTTTOOOTTTAAALLLIIINNNGGG   AAANNNDDD   OOOUUUTTTLLLIIINNNIIINNNGGG   

• Learn to subtotal and outline your data without formulas. 

AAANNNAAALLLYYYSSSIIISSS   WWWIIITTTHHH   PPPIIIVVVOOOTTT   TTTAAABBBLLLEEESSS   

• Find out why Pivot Tables are the most powerful reporting 
tool in the world. 

VVVLLLOOOOOOKKKUUUPPPSSS   AAANNNDDD   RRREEEFFFEEERRREEENNNCCCEEESSS   

• Discover how to combine information that is stored in 
separate sheets. 

UUUSSSIIINNNGGG   SSSTTTYYYLLLEEESSS   

• Save hours of fiddly formatting by learning styles. 

IIIMMMPPPOOORRRTTTIIINNNGGG   &&&   EEEXXXPPPOOORRRTTTIIINNNGGG   

• Learn to open, read and analyze non-Excel data. 

CCCOOOLLLLLLAAABBBOOORRRAAATTTIIINNNGGG   WWWIIITTTHHH   EEEXXXCCCEEELLL   

• When sharing data with colleagues, find out how to track 
each other’s changes. 

MMMAAACCCRRROOOSSS   

• Learn how to use Macros to record procedures and simplify 
cumbersome tasks. 

WWWhhhooo   SSShhhooouuulllddd   AAAtttttteeennnddd   
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 Excel basics, we suggest you first take our one-day Excel fundamentals workshop. 


