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Excel 2019 Intermediate

About this Course:

Microsoft's spreadsheet application used to clean and organize data.

Course Objectives:
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¢ We start with the basics, showing you the user interface and quick ways to
navigate. Once you're comfortable with the software's layout, we quickly
move on to calculating data with basic formulas and functions. In the
Intermediate section, we show you the various tools and ways to sort and
filter data in a timely manner. Then, we dive into one of Excel's most
popular features; the Pivot Table. Our Advanced training starts with basic
functions like the IF function. After that, we explore complex Database
functions, provide an introduction to Macros, and show you how to save
time by automating common Excel tasks

Audience:

e Beginners and average, everyday users looking to sharpen their skills and
increase efficiency in Microsoft Excel.

Course Outline:

¢ Overview of List Design

e Formatting Lists as Tables

e Filtering Records from Lists or Tables

¢ Removing Duplicates from Lists or Tables

e Flash Fill

¢ Single & Multi-Level Sorting

e Inserting Automatic Subtotals in Lists

¢ Inserting Data Charts Using Recommended Charts
e Formatting & Editing Chart Elements

¢ Creating & Applying Custom Chart Templates
¢ Adding & Removing Data from Charts

¢ Inserting Sparklines

¢ Printing Charts

¢ Inserting Pivot Tables

* Filtering Pivot Tables

¢ Using Report Layouts in Pivot Tables

¢ Refreshing & Changing Source Data in Pivot Tables
¢ Inserting Pivot Charts

e Data Validation

¢ Applying Built-In Conditional Formatting

¢ Creating Custom Conditional Formats

¢ Linking Data

e Comments

¢ Protection

Credly Badge:

Display your Completion Badge And Get The
Recognition You Deserve.
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BUSINESS
PRODUCTIVITY

Add a completion and readiness badge to your
Linkedin profile, Facebook page, or Twitter account to
validate your professional and technical expertise. With
badges issued and validated by Credly, you can:

e Let anyone verify your completion and
achievement by clicking on the badge

e Display your hard work and validate your
expertise

e Display each badge's details about specific
skills you developed.

Badges are issued by QuickStart and verified through
Credly.

Find Out More or See List Of Badges
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