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This one day course is designed to teach the more sophisticated spreadsheet techniques of Excel XP to those who are already familiar with the basics.  The course will enable delegates to create more advanced formula and graphs. This course also forms part of the Microsoft Office User Specialist curriculum
COURSE CONTENT

· Using the Format Painter

· Using IF() Functions and Input Cells
· Creating and Using Lookup Tables

· Freezing Panes

· Linking Cells and Files within Formula

· Setting Conditional Formatting

· Inserting and Manipulating Workbook Pages

· Creating and Managing Lists using Data Forms

· Setting Filters

· Sorting, Selecting and SubTotaling lists

· Auditing a Spreadsheet (Tracing Precedent & Dependants, Using the Watch Window and error tracing)

· Creating and Formatting Text Boxes, Graphics & Drawing Tools

· Creating and customising Charts 

WHO SHOULD ATTEND

Anyone wishing to further their basic knowledge of Excel XP.  The emphasis is on using the package to work on typical spreadsheet problems and to illustrate techniques for proper organisation of data. Previous attendance on our Fundamentals of Excel course or equivalent knowledge is recommended..

DURATION

1 Day (9.30 – 4.30) Refreshments included

AVAILABILITY
This is a scheduled course for groups (max. 8)

To book this course, or further information contact:

Lisa Shepherdson or Melisa Money

E-Mail : lshepherdson@hcctraining.co.uk
Tel : (01482) 325576    Fax : (01482) 586101







