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	COURSE OBJECTIVES:
	· Creating, Maintaining, Filtering and using Subtotals in a List

· Recording, Assigning and Using Macros

· Creating and Using User‑Defined Functions

· Performing “What If” Analyses

· Working with Scenarios and Data Maps

· Working with Pivot Tables

· Querying a Database 

· Importing and Exporting Files 

· Using Object Linking and Embedding

· Protecting Data


	WHO SHOULD ATTEND:
	This course takes users to a advanced level of knowledge using macros, Pivot Tables and Querying database.  


	EXPERIENCE NEEDED:
	Delegates should have an understanding of any of the following operating systems: Windows 2000 or above Delegates should have a good understanding of Microsoft Excel or alternatively should have attended our Essentials course.


	COURSE CONTENT

	

	M1:  Working with Lists


 

Creating a List


Identifying the Parts of a List
Entering Column Labels in a List


Entering Data in a List

Maintaining a List
Using the Data Form

Adding and Deleting Records Using the Data Form

Editing Records Using the Data Form
Adding and Deleting Fields in a List

Finding Records in a List


Sorting a List
Filtering a List

Using AutoFilter

Customizing AutoFilter Criteria


Using the Top 10 Feature

Performing an Advanced Filter


Copying Filtered Data to Another Location
Using Subtotals in a List

Using Automatic Subtotals 
Working with Subtotal Outline Symbols

Nesting Subtotals 



	M2: Working with Macros and User‑Defined Functions

 
Recording and Using Macros

Recording a Macro


Running a Macro
           
Recording a Macro in the Personal Macro Workbook


Editing a Macro

Deleting a Macro



Recording a Macro Using Relative References


Assigning Macros


Assigning a Macro to a Keyboard Shortcut

Assigning a Macro to a Toolbar Button

Assigning a Macro to a Worksheet Button

Using User‑Defined Functions



Creating a User‑Defined Function

Using a User‑Defined Function

Adding Documentation to Visual Basic
   Code

	
	


	M3: Using Basic Analysis Tools
 
Performing “What If” Analyses


Using Goal Seek


Using Data Tables


Using Solver



Working with Scenarios


Creating a Scenario


Displaying the Results of a Scenario

Editing a Scenario




Creating a Scenario Summary Report

Deleting a Scenario


Working with Data Maps

Creating a Data Map


Changing the Size and Position of a Data Map


Formatting a Data Map


Editing the Title and Legends

Adding Features to a Data Map


	M4: Using Advanced Analysis Tools 

Section Skills and Their Importance


Working with Pivot Tables


Identifying the Parts of a Pivot Table

Starting Pivot Table Wizard


Selecting the Source Data Range for a Pivot Table

Finishing PivotTable Wizard


Rearranging, Adding, and Removing Fields in a  Pivot Table


Changing the Display of a Pivot Table

Changing the DATA Area Number Format

Querying a Database

Starting a Simple Query using Query Wizard

Selecting Columns in Query Wizard

Filtering and Sorting Data in Query Wizard

Finishing Query Wizard



	M5: Working with Other Applications and Users




      

Section Skills and Their Importance


Importing and Exporting Files



Importing a File from Another Application

Starting Text Import Wizard for a Delimited Text File






Setting Delimiters in Text Import Wizard


Setting the Column Data Format in Text Import Wizard





Exporting an Excel File




Using Object Linking and Embedding


Creating and Editing an Embedded Object

Creating and Editing a Linked Object


Working with Others





Setting Up a Shared Workbook



Tracking Changes





Showing a History of Changes



Incorporating Changes and Resolving Conflicts






Merging Workbooks




Protecting Data





Hiding and Unhiding Rows and Columns


Using Data Validation




Using Worksheet Protection



Password Protecting a Workbook



	

	


Excel 2003 L3
Course Specification 
11/10/2008

