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Course Objective:

You will learn the useful Features of Microsoft Office Excel such as Protect Sheet and Workbook, Data
Validation, Condition Formatting, etc. and can apply these features to make your work easier.

Course Duration: 1 day (9:00 — 16:00)

Course Outline:

Protection and Security Setting

Set a password to prevent other users from opening or modifying your workbooks or allow
other users to open your workbooks as read-only

Set a password at a cell level for each user to modify only some certain cells.

Protect worksheet as read-only or allow users to modify only some certain cells, format cell,
adjust row height/width, apply Sort, Filter, PivotTable features, etc.

Prevent a formula from displaying in the formula bar
Protect Object; for example, prevent users to move or edit message in Text Box

Protect Workbook to prevent users from modifying Worksheet such as insert, delete, copy,
format, hide, unhide

Technique for selecting cells to be Locked/ Unlocked

Technique for setting an optional feature that prompts users to open a workbook in a read-
only mode but can select to open a workbook in read-write mode to modify data

Share Workbook

Link Cell

Create a shared workbook so several users can edit the contents simultaneously.
Understand the limitation of a shared workbook

Set MS Excel to update a shared workbook automatically so you can see the changes made by
other users quickly

Check who are working on a shared workbook
Prevent users to turn off sharing (Share Workbook feature)

Combine data from a workbook that is copied to another workbook without copy and paste
manually.

Check if a cell has been edited and identify any changes made to the data in a shared
workbook and accept or reject those changes.

Link data from another cell in the same/different worksheet and from another workbook
Change the linked data to the constant value without doing Paste Special Value

Check if the links stay up to date to ensure that if data in the source workbook have changed,
they will be linked to the destination workbook

Technique for going to the source of the link quickly and opening the source workbook quickly

Solve the problems caused by linking cell to different workbook and linking cell to the
incorrect destination
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Data Validation

Make a list of the entries that restricts the values allowed in a cell; for example, input values
must be integer, positive number, etc.

Create In-cell dropdown list to display a list of values that users can choose from

Solve the problem when you create the list by using the list of values that is in different
worksheet (Excel 2003 and 2007)

Create a message explaining the type of data allowed in a cell
Validate if a cell contains value that does not comply with Data Validation
Check if a cell contains Data Validation

Technique for preventing Data Validation from disappearing when pasting data in a cell
containing Data Validation

Conditional Formatting

Color a cell based on the conditional formatting set; for example, color a cell containing value
greater than 5,000, color a cell containing the specified text, color a cell containing maximum
or minimum value, etc.

Display Icon / Data Bars / Color Scales instead of the range of data; for example, display a
green circle for the value greater than 0 and display a red circle for the value less than 0

Technique for using user-defined 5 Icons for Conditional Formatting

Create a formula to set a condition for coloring data. For example, in the Accounts Receivable
report, color the rows containing overdue A/R data.

Check if a cell contains Conditional Formatting

What-if Analysis

Explore the various results based on different sets of values by using Scenario Manager

Technique for setting Scenario Summary to refer to Changing Cells and Result Cells by name
instead of by cell position. For example, set Changing Cells to display as “Sales” instead of
IISASZII

Use Goal Seek feature to find the input value to get the required results. For example, find
the principle for calculating interest rate and duration to get a total interest of 20,000 baht

Use Data Table to create a table displaying calculation results from a formula using several
variables

PivotTable & PivotChart

Others

Introduce you to the basic of using PivotTable and PivotChart: a useful tool that help you
create, analyze, and present data professionally.

Create a backup file which contains data of the previously saved version of your workbook.

Create an Excel Template that you can use to create other workbooks. A new workbook
created from Excel Template will be saved as a new file so it will not replace your master file.

Who should attend:

Please call 089-546-2557 or email: training@excel-smart.com

A user who is familiar with Excel and want to gain knowledge in other features.

Taught by an experienced instructor with Microsoft Office certifications from Microsoft Corporation
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