Schedule:

Day 1
Session 1The Excel application, workbook and worksheet
· Disadvantage of multiple instances

· Structure of an excel spreadsheet

· Navigation / Shortcut techniques; 
· Inputting & manipulating data

· Properties of a cell

· Value or formula - Types of cell formats - Row height, column width, word wrap, format painter, etc. - Cell comments -Hyperlinks

· Validation (to be covered in detail in session 3)

· Paste special; - Excel date system; - Custom lists & Auto correct - Exploring Excel Options from a practical point of view - Page Setup & Printing techniques

· Page Break Preview

· Freeze panes, Split worksheet

· Find & replace

· Data Filter and Data Sort
Session 2: Referencing, introduction to formulae & excel features

• Relative and absolute referencing *
• Names in Excel
o Name Manager & Application of defining names

• Advanced filter and remove duplicates
• Getting started with formulae
o Basic formulae -o IF and nested IF - o COUNT, COUNTA & COUNTBLANK

o COUNTIF, SUMIF, COUNTIFS & SUMIFS & SUMPRODUCT

o Trace Precedents & Dependents

• Group & Outline 
• Text to columns; • Linking Excel to web (Importing data with real time updation);
• Sharing workbook; • Thesaurus in Excel; • Protection of worksheet & workbook with exceptions; 
• Advanced formulae - o VLOOKUP *, HLOOKUP; o Making ‘Column / row index no’ dynamic * Since these topics find frequent & significant application in the industry, they will be addressed in extensive detail.

Day 2
Session 3: Advanced Excel Formulae, Charts & Pivot Tables

• Advanced formulae continued
o MATCH

o Using MATCH to make ‘Column / row index no’ dynamic

o INDEX

o Combination of INDEX and MATCH for left lookup

• Conditional Formatting
o Using basic conditions

o Advanced application using formula

o Data bars & cell icons

• Data Validation
o Basic validation & its types o Alert & Error messages

o Dependent validation with INDIRECT and SUBSTITUTE

• Miscellaneous Functions
o ISERROR, ISBLANK, ISNUMBER, ISTEXT, ISODD, ISEVEN

o DATE, DATEVALUE, DAY, MONTH, YEAR, TODAY, NOW, WEEKDAY

• Charts
o Selecting appropriate chart type

o Plotting charts & common errors encountered

o Basic chart types – Line, Bar, Pie, Doughnut, Scatter

o Charts with a Z axis value – Bubble charts

o Gnatt charts

• Dynamic charts with the OFFSET formula.

• PivotTable and PivotCharts

o Inserting a PivotTable

o Components of a PivotTable – Row, Column, Data & Page fields

o Working with a PivotTable

o Calculated Item and Calculated Field

Session 4: String & array formulae, analysis tools and macros

• String Functions

o CONCATENATE, &, TRIM, LEN, LEFT, MID, RIGHT

o FIND, SEARCH, REPLACE, SUBSTITUTE, CHAR, EXACT

• Introduction to array / CSE formulae
o How to enter an array formulae

o Basic array formulae – INDIRECT and TRANSPOSE

• Analysis tools

o Sensitivity analysis with Data Table

o Goal Seek and Solver

o Use of the scenario manager

• Introduction to Macros & Visual Basic for Applications (VBA)
o What are Macros

o Use of Macros

o Recording Macros and viewing generated code

o Running Macros

· From Macros panel

· Assigning a keyboard shortcut

· Assigning a macro to a toolbar, menu, button or object

· From VBA editor

o Writing macros in the VBA editor

· Basic syntax

· Using generated code instead of remembering code

· Writing a basic macro

· Loops

· FOR loop

· IF loop
· FOR EACH loop
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