
This course is designed for those who wish to 
understand how to analyse and present their data more 
efficiently as well as automate common tasks. 

By the end of this course attendees will be able to 
present data using Pivot tables, analyse workbooks and 
data and record macros 

This course will enable attendees to:

¶ Create Logical, Lookup and Text Functions 

¶ Use Database Management Tools 

¶ Manipulate, analyse and present large amounts of 
data 

¶ Record and edit macros 

Attendees must be proficient in using Excel including 
creating formulae and common functions, formatting 
cells and managing books and sheets. 



¶ ¶ 

¶ 

¶ Constructing formulae 

¶ Using functions 

¶ Absolute and Relative cell 
referencing 

¶ Naming ranges 
 

¶ Database functions 

¶ Financial functions 

¶ Text functions 

¶ Lookup & Reference functions 

¶ Math & Trig functions 
 

¶ Using the Auditing toolbar 

¶ Error Checking 

¶ The Watch Window 

¶ The Formula Evaluator 

¶ Goal Seek 

¶ Scenarios 
 

¶ Creating and using templates 

¶ Using Data Validation 

¶ Sheet and workbook protection 

¶ Using form controls 

¶ Creating Pivot Tables and 
Charts 

¶ Modifying Calculations 

¶ Customising views 
 

¶ The benefits of Macros 

¶ Recording and Running Macros 

¶ Editing a macro 

¶ Creating Macro buttons and 
shortcuts 


