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Course: 	Microsoft Excel 2013 Level 3; Advanced
Duration:	One-Day
	COURSE OBJECTIVES:
	· Creating, Maintaining, Filtering and using Subtotals in a List
· Recording, Assigning and Using Macros
· Creating and Using User‑Defined Functions
· Performing “What If” Analyses
· Working with Scenarios
· Querying a Database 
· Importing and Exporting Files and Data
· Protecting Data
· Pivot Tables, Reports and Charts.
· Other Advanced Business Analysis Tools.



	WHO SHOULD ATTEND:
	This course takes users to a high level of knowledge using financial topics available in Excel such as Financial functions, auditing and Charts.  



	EXPERIENCE NEEDED:
	Delegates should have an understanding of the Windows operating system. Delegates should have a good understanding of Microsoft Excel or alternatively should have attended our Essentials course.












System and course requirements
SYSTEM (HARDWARE) REQUIREMENTS:   Office 2013 requires the following: 

	[bookmark: grid_0]Component
	Requirement

	

	Computer and processor
	500 megahertz (MHz) processor or higher.

	Memory
	256 megabyte (MB) RAM or higher.

	Hard disk
	1.5 gigabyte (GB); a portion of this disk space will be freed after installation if the original download package is removed from the hard drive.

	Drive
	CD-ROM or DVD drive.

	Display
	1024x768 or higher resolution monitor.

	Operating system
	Microsoft Windows(R) 7, VISTA, XP with Service Pack (SP), Windows Server 2003 with SP1, or later operating system.




TRAINING COURSE REQUIREMENTS:   This training course requires the following components:

	Component
	Requirement

	

	Course data
	Access to the Course Data folder supplied with this course.

	Hardware
	PC or Notebook with at least Microsoft Office Basic installed.

	Training Manual
	The training manual according to this specification.

	Network
	No network connection is required for this course in its intended format. This course is designed as a workstation (non-networked)  instructor-led course.  Extra benefits from Microsoft office 2013 can be taken advantage of with networked computers. 

	Internet
	No Internet connection is required for this course in its intended format. This course is designed as a stand-alone instructor-led course. 

It is optional but the instructor may combine this course with internet connection to explore added web-content benefits in Office 2013. Especially at higher levels or with delegates interested in web content features.

	
	




DISCLAIMER:   This course material is written as a guide and structure for an instructor-led course. It does not guarantee the course delegate or participant will learn and it does not guarantee the participant will be able to apply the components of this course de facto. That is the responsibility of the instructor and also depends on the course participant as well. The participant is likely to learn and a work at a pace slower or faster than what is laid out in this course as a one-day duration session. 

The course manual is a training manual, not a text book or instruction manual. It is not by any means exhaustive and contains selected Microsoft Office features, options and tools. If the course participant wishes to explore options and features outside the scope of this course he/she should make the instructor aware of the need for additional material, exercises and demonstrations. The course is written in line with our other courses for different Microsoft Office versions, in the hope the course participant will be able to apply knowledge from this course to the other versions. 


	
COURSE CONTENT

	

	1: Working with Lists
Creating a List
Maintaining a List
Editing Records Using the Data Form
Filtering a List
Using Subtotals in a List	
Assignment


	[bookmark: _ChapterTitle]2: Working with Macros and User‑Defined Functions
Recording and Using Macros
Assigning Macros
Using User‑Defined Functions
Assignment



	3: Using Basic Analysis Tools
Performing “What If” Analyses
Working with Scenarios
Assignment
	4: Using Advanced Analysis Tools and External Data
Querying a Database
Importing and Exporting Files
Protecting Data
Using Data Validation
Using Worksheet Protection
Password Protecting a Workbook
Assignment

	5: Using Business Analysis Tools
Working with Pivot Tables and Pivot Charts
Identifying the Parts of a Basic Pivot Table
Pivot Table Reports
Create a PivotTable from worksheet data
Create a PivotTable from an external data sourc
Create a PivotChart report from an existing PivotTable report
Delete a PivotTable or PivotChart report
Slicers
Using slicers
Formatting slicers for a consistent look
Sharing slicers between PivotTables
Sparklines
Types of Sparklines
Create a sparkline
Customize sparklines
Control which value points are shown
Change the style of or format sparklines
Online Analytical Processing (OLAP)
Business intelligence
What is Online Analytical Processing (OLAP)?
OLAP features in Excel 2013
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The Office Task Panes
Smart Tags
Smart Data Tags
New Worksheet Features
New Argument and Function Features
Other New Features and Enhancements in Excel 2013

	
Appendix B: Additional Features in Office 2013
Office 2007 – A New Platform
At a Glance Highlights Across the Suite
New Visual and navigational Features
File formats
User Assistance System (HELP)
Collaboration features
Themes and Quick Styles
Application-specific changes
General Keyboard Navigational Tips in Office 2013
Beyond Office 2013
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