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Excel 2019 Core Topics:

Introduction & File Managemnet Basics
* Introducing Excel 2016

* Introducing the Backstage View

* Customizing the Interface

* Managing Excel Files

Working with Data

Identifying Data Types
Copying & Moving Data
Finding & Replacing Data
Formatt gniNumbers
Formatting Text

Formatting Cells

Copying & Clearing Formats
Sorting & Filtering Data Lists
Excel & Database Program's



Working with Functions

* Functions Overview

* Relative & Absolute References
* 3-D References

» Statistical Functions

* Logical Functions

* Text Functions

Visuailzing Data

Creating Excel Tables

Formattnig Excel aTbles

Editing Excel Tables

Calculating Values in Excel Tables
Creating Charts

Formatting Chart Elements
Customizing Chart Elements
Creating Sparklines

Customizing Sparklines

Managing Worksheets

Navigatnig Worksheets

Changing the Worksheet View
Customizing the Workspace

Linking Data to Different Worksheets
Inserting Hyperlinks

Freezing Panes

Splitting Windows

Arranging & Hiding Windows

Printing
* Preparing Worksheets for Printing
* Previewing & Printing Data




Excel 2019 Advanced Topics:

Advanced Formatting Technigeus

* Applying, Modifying & Creating Cell Styles
* Applying, customizing & saving Themes

* Working with Templates

* Unisg Conditional Formatting

Working with lllustrations

* Inserting pictures, Screenshots & Clip Art
* Iresnting mSartArt Graphics

* Formatting and Organizing lllustrations

Working with Data

* Importing and Exporting Data

* Applying Custom & Advanced Filter
» Setting Data Validation Criteria

* Using Data Forms

Summarizing and Analyzing Tools

* Displaying Data Outline & Subtotals

* Consolidating Data in Multiple Worksheets

* Design PivotTable and PivotChart

* Analyzing Inputs Using Scenario Manager & Data Tables
* Analyzing Outputs Using Goal Seek

Advanced Functions and Formulas

* Managing Named Ranges

e Using Lookup Functions

* Using Conditional Functions

* Tracing & Correcting Formula Errors

Collaboration & Workgroup Skills

* Protecting Cells, Worksheets & Workbooks

* Checking Workbooks for Compatibility, Accessibility &
Personal Information

* Preventing Accidental Changes

* Inserting Digital Signatures

» Sharing Workbooks

* Tracking Changes

* Inserting Comments

* Exchanging, Comparing & Merging Files

Automation and Customization
* Working with Macros

e Designing Worksheet Forms
* Saving Custom Views

* Customizing the Workbook Properties
* Customizing the Program Interface







