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Microsoft Training

Institute of IT Training
Accredited Training Provider

Business Systems Group

Microsoft Excel Intermediate

Duration: 1 Day

Benefit

This course is designed for those delegates who wish to
build on their basic knowledge of Excel to enhance their
calculations and perform data analysis as well as apply

enhanced chart formatting.

Course Objectives

On completion of this course attendees will be able to
use logical functions, manage workbooks and use the
database features.

Skills Gained

This course will enable attendees to:
Create IF and Lookup functions
Calculate with dates

Create and manage data lists

Filter large amounts of data

Link multiple workbooks

Apply advanced formatting to charts
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Pre-requisites

Attendees must have experience using Excel including
creating new files, formatting cells and inserting basic
formulae.
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Creating a spreadsheet
Writing formulae

Using functions

Absolute and Relative cell
references

Named ranges

Using IF Functions

Using SUMIF and COUNTIF
Using AND OR Operators
Calculating with Dates
Using the Lookup function
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Create custom rumber formats

Create custom text formats
Apply conditional formatting

Linking cells

Linking worksheets
Linking workbooks
Using workspaces

Using Data consolidation
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Data list design

Importing data

Sorting lists

Using AutoFilter

Using advanced filter
Find and Replace

Adding subtotals

Using database Functions

Adding Trend Lines
Inserting Error Bars

Using stack and scale
formatting options
Creating and using custom
chart types



