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Excel Intermediate Level Course Outline
Training is planned to build upon foundation level knowledge and develop a range of intermediate skills in using Excel to manage more complex and non-routine tasks. Basic knowledge is assumed, so this course would not be suitable for anyone with limited or no previous knowledge of Excel. It Is hoped that in addition to learning new skills, anyone attending this course will also leave with increased confidence to use and explore Excel further.
Enter and Organise Data
· Adjusting row height and column width, including autofit
· Hiding rows, columns and tabs
· Wrapping Text
· Merge and Centre
· Cell formatting
· Formatting as a Table
· Basic Conditional Formatting
· Absolute v Relative cell referencing, including mixed references
· Managing Comments
· Advanced Printing
· 2-Directional freezing of Panes / Split Panes 
Managing Data
· Filters
· Show Formulas
· Data Validation
· Data Checking – Circular cell references and tracing precedents and dependents
Intermediate Calculations, Functions and Formulas
· More complex calculations and using Indices
· IF Statements
· SumIf
· CountIf
· VLookup
· Concatenate
Basic Charts
· Bar Charts
· Pie Charts
· Line Charts
· Axis, Legends and Titles
· Move and resize
Basic Pivot Tables
· Creating Pivot Tables
· Managing Fields
· [bookmark: _GoBack]Basic sorting
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