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Microsoft Excel has many time saving tools that will help you become even more productive. This
advanced Excel course covers a wide range of topics that will help you take full advantage of Excel’s

powerful features.

2 - Day Program

e  Work with named ranges

e Use advanced functions

e Resolve formula errors

e Consolidate and manipulate data

e Analyze data using the Analysis Toolpak
e  Work with PivotTables

e Use Macros

Anyone who wants to use Microsoft Excel to create spreadsheets and automate data processing. Basic

knowledge in Excel.

Advanced Formula Tasks
e Understanding Relative and Absolute Cell References
e Using Multiple Cell References
e Using 3D References
e Using Array Formulas

Advanced Formula Tasks

e Understanding Named Ranges

e Defining Named Ranges

e Editing Named Ranges

e Deleting Named Ranges

e Using Named Ranges in Formulas
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Using Advanced Functions

Using the PMT Function
Using the FV Function

Using VLOOKUP and HLOOKUP Functions

Using IF, AND, OR Functions

Resolving Formula Errors

Tracing Formula Precedents and Dependents

Showing Formulas

Evaluating Formulas

Setting Error Checking Options
Using Error Option Buttons
Running an Error Check

Managing Data

Consolidating Information
Removing Duplicates
Configuring Data Validation
Transposing Data
Converting Text to Columns

Outlining and Grouping Data

Outlining Data

Showing and Hiding Outline Details
Grouping Data

Creating Subtotals

Removing Outlining and Grouping

Working with Scenarios

Creating Scenarios

Loading Scenarios
Merging Scenarios

Editing Scenarios

Creating a Scenario Summary Report

Deleting Scenarios

Using Solver

Setting up the Worksheet

Running Solver

SPARTAN

Allied Services

Detever Beaclts - (Preate Talue

www.saservices.com.ph



3 | Microsoft Excel 2013 Advanced

¢ Generating Reports and Scenarios with Solver
e Modifying Constraints

e Setting Solver Options

Analyzing Data

e Enabling the Analysis ToolPak

e Using Data Analysis Tools
e Using Goal Seek

e Using Data Tables

Advanced PivotTable Features

e Creating a Basic PivotTable

Creating a Basic PivotChart
Using the PivotTable Fields Pane
Adding Calculated Fields

Sorting Pivoted Data

Filtering Pivoted Data

Using PowerPivot

e Enabling PowerPivot

Importing Access Data
Importing Excel Data

Integrating Data with Relationships

Creating a PivotTable with PowerPivot Data

Using Macros

e Recording a Macro

e Writing a Macro using the Visual Basic Editor
e Editing a Macro

¢ Running a Macro
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We Deliver Results We Create Value
SAS Management Inc. has consistenty proven its SAS Management Inc believes in ensuring that our services
capability to deliver and exceed our clients’ expedations. meetthe intended needs of our clients. To us, itis more than

We are the only PEQPLECERTE Accredited Training just providing training and consulting but rather ensuring that
Organization (ATQ) in the Philippines. Our pool of these are the things that our clients really need. This is why

consulants and frainers are seasoned industry veterans SAS ManagementInc is probably the only training provider
who have above average qualifications and cerdfications thatdoes a thorough needs assessment prior to providing a
such as Business Management, Process Improvement, proposal. Our goal for every proposal is to CREATE WALUE for
and Organizational Development Programs. your organization.

SAS Management, Inc. is affiliated and endorsed by the following organizations:

Key Affiliatons/Accreditation Key Parmer Programs Key Partners
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	Program Overview
	Learning Objectives
	Primary:  By the end of the program, articipants should be able to: (1) apply rational methods to analyze issues, and identify and solve problems; (2) properly assess the situation, classify and evaluate risks and consider potential opportunities to s...
	Secondary:  Participants will learn group facilitation techniques to effectively generate alternatives and ideas in solving problems.
	Target Audience
	Functional or Project Managers (of varying levels), or management trainees who are expected to solve business issues and whose decisions impact company goals and objectives are perfect candidates for this course.
	Program Structure and Outline
	 Evaluating Alternatives
	 Day 2 Synthesis

	DAY 3
	 Potential Problem Analysis (aka Risk Analysis)
	 Potential Opportunity Analysis (POA)
	 Program Synthesis: Building a Culture of Rational Decision-Making in the Organization.
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