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General Description

Learning Outcomes

Target Audience

Prerequisites

Pages

Approx* Duration

Course Disk

Methodology

Companion Publications

The skills and knowledge acquired in Microsoft Excel 2007 Level 3 (with Challenge
Exercises) are sufficient to be perform more advanced features including analysis tools,
pivot tables, solver, outlining, macros and much more.

At the completion of Microsoft Excel 2007 Level 3 (with Challenge Exercises) you should be
able to:

use a range of lookup and reference functions

modify Excel options

create and use labels and names in a workbook

protect data in worksheets and workbooks

summarise data using subtotals and relative range naming

use data linking to create more efficient workbooks

use the Data Consolidation feature to combine data from several workbooks into
one

understand and create simple PivotTables

construct and operate PivotTables using some of the more advanced techniques
use goal seeking to determine the values required to reach a desired result
group cells and use outlines to manipulate the worksheet

use Solver to solve more complex and intricate problems

create recorded macros in Excel

use the macro recorder to create a variety of macros

Microsoft Excel 2007 Level 3 (with Challenge Exercises) is designed for users who are
already familiar with basic Excel features and operations and who are now ready to
explore more of the advanced analysis and automation tools in Excel.

Microsoft Excel 2007 Level 3 (with Challenge Exercises) assumes little or no knowledge
of the software. However, it would be beneficial to have a general understanding of
personal computers and the Windows operating system environment.

190 pages

31.7 hrs

Many of the topics in Microsoft Excel 2007 Level 3 (with Challenge Exercises) require
you to open an existing file with data in it. These files can be downloaded free of charge
from our web site at www.watsoniapublishing.com. Simply follow the student files link on
the home page. You will need the product code for this course which is INF779.

The In Focus series of publications have been written with one topic per page. Topic
sheets either contain relevant reference information, or detailed step-by-step instructions
designed on a real-world case study scenario.

There are a number of other complimentary titles in the same series as this publication.
Information about other relevant publications can be found on our web site at
www.watsoniapublishing.com.

* Approximate duration should be used as a guide only. Actual duration will vary depending upon the skills, knowledge, and aptitude of the
participants. This information sheet was produced on Wednesday, May 28, 2008 and was accurate at the time of printing. Watsonia
Publishing reserves its right to alter the content of the above courseware without notice.

Publisher Details

Watsonia Publishing Product Information

Telephone: (61 3) 9851 4000 Facsimile: (61 3) 9851 4001
Web Site: www.watsoniapublishing.com

AUSTRALIAN MADE:



WPD.

Watsonia Publishing

Microsoft Excel 2007

i

Level 3 (with Challenge Exercises)

Contents

Product Code: INF779

m ! " |
ISBN: 978-1-921340-46-8

Lookup Functions

Understanding Data Lookup
Functions

Using CHOOSE

Using VLOOKUP

Using VLOOKUP For Exact
Matches

Using HLOOKUP

Using INDEX

Using MATCH

Understanding Reference
Functions

Using ROW And ROWS

Using COLUMN And COLUMNS

Using ADDRESS

Using INDIRECT

Using OFFSET

Practice Exercise

Setting Excel Options

Understanding Excel Options
Personalising Excel

Setting The Default Font

Setting Formula Options
Understanding Save Options
Setting Save Options

Setting The Default File Location
Setting Advanced Options
Practice Exercise

Chart Object Formatting

Understanding Chart Object
Formatting

Selecting Chart Elements

Using Shape Styles To Format
Objects

Changing Column Colour

Changing Pie Slice Colour

Changing Bar Colours

Changing Chart Line Colours

Using Shape Effects

Filling The Chart Area And The
Plot Area

Filling The Background

The Format Dialog Box

Using The Format Dialog Box

Using Themes

Practice Exercise

Labels And Names

Understanding Labels And Names

Creating Names Using Text
Labels

Using Names In New Formulas

Applying Names To Existing
Formulas

Creating Names Using The
Names Box

Using Names To Select Ranges

Pasting Names Into Formulas

Creating Names For Constants

Creating Names From A Selection

Scoping Names To The
Worksheet

Using The Name Manager

Documenting Range Names

Practice Exercise

Protecting Data

Understanding Data Protection

Providing Total Access To Cells

Protecting A Worksheet

Working With A Protected
Worksheet

Disabling Worksheet Protection

Providing Restricted Access To
Cells

Password Protecting A Workbook

Opening A Password Protected
Workbook

Removing A Password From A
Workbook

Practice Exercise

Summarising And Subtotalling

Creating Subtotals

Using A Subtotalled Worksheet

Creating Nested Subtotals

Copying Subtotals

Using Subtotals With AutoFilter

Installing The Conditional Sum
Wizard

Using The Conditional Sum
Wizard

Creating Relative Names For
Subtotals

Using Relative Names For
Subtotals

Practice Exercise

Data Linking

Understanding Data Linking
Linking Between Worksheets

Linking Between Workbooks

Updating Links Between
Workbooks

Practice Exercise

Data Consolidation

Understanding Data
Consolidation

Consolidating With Identical
Layouts

Creating An Outlined
Consolidation

Consolidating With Different
Layouts

Practice Exercise

PivotTables

Understanding Pivot Tables
Creating A PivotTable Shell
Dropping Fields Into A PivotTable
Filtering A PivotTable

Clearing A Report Filter
Switching PivotTable Labels
Formatting A PivotTable

Practice Exercise

PivotTable Techniques

Using Compound Fields
Counting In A PivotTable
Formatting PivotTable Values
Working With PivotTable Grand
Totals
Working With PivotTable
SubTotals
Finding The Percentage Of Total
Finding The Difference From
Grouping In PivotTables
Creating Running Totals
Creating Calculated Fields
Providing Custom Names
Creating Calculated ltems
PivotTable Options
Sorting In A PivotTable
Practice Exercise

PivotCharts

Creating A PivotChart Shell

Dragging Fields For The
PivotChart

Changing The PivotChart Type

Using The PivotChart Filter Pane

Product Information




WPD.

Watsonia Publishing

Moving PivotCharts To Chart
Sheets
Practice Exercise

Goal Seeking

Goal Seek Components
Using Goal Seek
Practice Exercise

Grouping And Outlining

Understanding Grouping And
Outlining

Creating An Automatic Outline

Working With An Outline

Creating A Manual Group

Grouping By Columns

Practice Exercise

Solver

Understanding How Solver Works
Setting Solver Parameters
Adding Solver Constraints
Performing The Solver Operation
Running Solver Reports

Refining Solver Answers

Practice Exercise

Recorded Macros

Understanding Excel Macros

Setting Macro Security

Saving A Document As Macro
Enabled

Recording A Simple Macro

Running A Recorded Macro

Relative Cell References

Running A Macro With Relative
References

Viewing A Macro

Editing A Macro

Assigning A Macro To The
Toolbar

Running A Macro From The
Toolbar

Assigning A Keyboard Shortcut To
A Macro

Deleting A Macro

Copying A Macro

Tips For Developing Macros

Practice Exercise

Recorder Workshop

Preparing Data For An Application
Recording A Summation Macro
Recording Consolidations
Recording Divisional Macros
Testing Macros

Creating Objects To Run Macros
Assigning A Macro To An Object
Practice Exercise

Product Information




<<
  /ASCII85EncodePages false
  /AllowTransparency false
  /AutoPositionEPSFiles true
  /AutoRotatePages /None
  /Binding /Left
  /CalGrayProfile (None)
  /CalRGBProfile (sRGB IEC61966-2.1)
  /CalCMYKProfile (U.S. Web Coated \050SWOP\051 v2)
  /sRGBProfile (sRGB IEC61966-2.1)
  /CannotEmbedFontPolicy /Error
  /CompatibilityLevel 1.4
  /CompressObjects /Tags
  /CompressPages true
  /ConvertImagesToIndexed true
  /PassThroughJPEGImages true
  /CreateJDFFile false
  /CreateJobTicket false
  /DefaultRenderingIntent /Default
  /DetectBlends true
  /ColorConversionStrategy /LeaveColorUnchanged
  /DoThumbnails false
  /EmbedAllFonts true
  /EmbedJobOptions true
  /DSCReportingLevel 0
  /SyntheticBoldness 1.00
  /EmitDSCWarnings false
  /EndPage -1
  /ImageMemory 1048576
  /LockDistillerParams false
  /MaxSubsetPct 100
  /Optimize true
  /OPM 1
  /ParseDSCComments true
  /ParseDSCCommentsForDocInfo true
  /PreserveCopyPage true
  /PreserveEPSInfo true
  /PreserveHalftoneInfo false
  /PreserveOPIComments false
  /PreserveOverprintSettings true
  /StartPage 1
  /SubsetFonts false
  /TransferFunctionInfo /Apply
  /UCRandBGInfo /Preserve
  /UsePrologue false
  /ColorSettingsFile ()
  /AlwaysEmbed [ true
  ]
  /NeverEmbed [ true
  ]
  /AntiAliasColorImages false
  /DownsampleColorImages true
  /ColorImageDownsampleType /Bicubic
  /ColorImageResolution 300
  /ColorImageDepth -1
  /ColorImageDownsampleThreshold 1.50000
  /EncodeColorImages true
  /ColorImageFilter /DCTEncode
  /AutoFilterColorImages true
  /ColorImageAutoFilterStrategy /JPEG
  /ColorACSImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /ColorImageDict <<
    /QFactor 0.76
    /HSamples [2 1 1 2] /VSamples [2 1 1 2]
  >>
  /JPEG2000ColorACSImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 15
  >>
  /JPEG2000ColorImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 15
  >>
  /AntiAliasGrayImages false
  /DownsampleGrayImages true
  /GrayImageDownsampleType /Bicubic
  /GrayImageResolution 300
  /GrayImageDepth -1
  /GrayImageDownsampleThreshold 1.50000
  /EncodeGrayImages true
  /GrayImageFilter /DCTEncode
  /AutoFilterGrayImages true
  /GrayImageAutoFilterStrategy /JPEG
  /GrayACSImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /GrayImageDict <<
    /QFactor 0.76
    /HSamples [2 1 1 2] /VSamples [2 1 1 2]
  >>
  /JPEG2000GrayACSImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 15
  >>
  /JPEG2000GrayImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 15
  >>
  /AntiAliasMonoImages false
  /DownsampleMonoImages true
  /MonoImageDownsampleType /Bicubic
  /MonoImageResolution 1200
  /MonoImageDepth -1
  /MonoImageDownsampleThreshold 1.50000
  /EncodeMonoImages true
  /MonoImageFilter /CCITTFaxEncode
  /MonoImageDict <<
    /K -1
  >>
  /AllowPSXObjects false
  /PDFX1aCheck false
  /PDFX3Check false
  /PDFXCompliantPDFOnly false
  /PDFXNoTrimBoxError true
  /PDFXTrimBoxToMediaBoxOffset [
    0.00000
    0.00000
    0.00000
    0.00000
  ]
  /PDFXSetBleedBoxToMediaBox true
  /PDFXBleedBoxToTrimBoxOffset [
    0.00000
    0.00000
    0.00000
    0.00000
  ]
  /PDFXOutputIntentProfile (None)
  /PDFXOutputCondition ()
  /PDFXRegistryName (http://www.color.org)
  /PDFXTrapped /False

  /Description <<
    /JPN <FEFF3053306e8a2d5b9a306f300130d330b830cd30b9658766f8306e8868793a304a3088307353705237306b90693057305f00200050004400460020658766f830924f5c62103059308b3068304d306b4f7f75283057307e305930023053306e8a2d5b9a30674f5c62103057305f00200050004400460020658766f8306f0020004100630072006f0062006100740020304a30883073002000520065006100640065007200200035002e003000204ee5964d30678868793a3067304d307e30593002>
    /DEU <>
    /FRA <>
    /PTB <>
    /DAN <>
    /NLD <>
    /ESP <>
    /SUO <>
    /ITA <>
    /NOR <>
    /SVE <>
    /ENA <FEFF005500730065002000740068006500730065002000730065007400740069006e0067007300200074006f0020006300720065006100740065002000500044004600200064006f00630075006d0065006e0074007300200077006900740068002000680069006700680065007200200069006d0061006700650020007200650073006f006c007500740069006f006e00200066006f0072002000680069006700680020007100750061006c0069007400790020007000720065002d007000720065007300730020007000720069006e00740069006e0067002e>
    /ENU <>
  >>
>> setdistillerparams
<<
  /HWResolution [2400 2400]
  /PageSize [595.276 841.890]
>> setpagedevice


