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	Duration
1 Day(s)
Overview
This course builds upon the foundational Microsoft® Office Excel knowledge and skills you’ve already acquired and sets you on the road to creating advanced workbooks and worksheets that will deepen your firm’s business intelligence.
Who Should Attend
This course is designed for students who already have foundational knowledge and skills in Excel  and who wish to begin taking advantage of some of the higher-level functionality in Excel to analyse and present data.
At Course Completion
Upon successful completion of this course, students will be able to:
use advanced formulas - organize worksheet and table data using various techniques - create and modify charts - analyse data using PivotTables, Slicers, and PivotCharts - insert and modify graphic objects in a worksheet - customize and enhance workbooks and the Microsoft® Office Excel® environment. 
Prerequisite(s) or equivalent knowledge
	Excel 2010 - Step 1



Suggested Next Steps
	Excel 2010 - Step 3


Outline
	Lesson 1 : Customizing the Excel Environment

	Custom Autofill Lists 
Customize the Ribbon and the Quick Access Toolbar 
Enable Excel Add-Ins

	Lesson 2 : Text Documents

	Import External Data from Text Document
Save Excel to Text Document

	Lesson 3 : Advanced Formatting

	Conditional Formatting
Data Validation

	Lesson 4 : Organizing and Analysing Data

	Sort Data 
Subtotals
Filter Data 
Advanced Filtering

	Lesson 5 : Visualizing Data with Basic Charts

	Create Charts 
Modify and Format Charts

	Lesson 6 : Advanced Data Analysis 

	Determine Potential Outcomes by Using Scenarios 
Use the Goal Seek Feature  
[bookmark: _GoBack]Create a PivotTable 
Analyse PivotTable Data 
Present Data with PivotCharts 
Filter Data by Using Slicers (2010 and up)
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