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Objective:
This course presents many useful techniques for working and solving problems on Microsoft Office
Excel, which help users to work more effectively.

Course Length: 1 Day (9:00-16:00)

Course outline

Learning the interesting Shortcut Keyboard which can help users to work faster and easier
Adding a new line in a cell without using unnecessary spacebar

Using Format Painter button to Paste Format several times without clicking the Format Painter
button repeatedly

Copying visible row(s) or column(s) when copying data that have some hidden rows and/or
columns so that users do not have to waste time deleting unused rows and/or columns
Deleting blank rows quickly

Filling data in blank cells in the database so that Sort/Filter/PivotTable features can be applied
Deleting non-formula cells quickly when users have to prepare a file for new data entering
routinely

Deleting or changing Error data quickly; e.g., #N/A generated by VLOOKUP function when the
data are not found; and such error prevents users to apply SUM formula so they have to delete
all error cells or change them to 0 (zero)

Learning Calculation techniques (e.g. Sum, Count, etc.) to calculate data from multiple
worksheets without selecting cells in each worksheet when doing the calculation. This is useful
for Year-to-Date data calculation; e.g., Sum Cell B3 from worksheets: Jan Feb Mar Apr...which
can calculate data without editing formula when there are May Jun...worksheets added
afterwards

Learning how to edit data, change Format Cell/ Worksheet; e.g., change color, hide
rows/columns, adjust column width, change Page Setup margin of several worksheets at the
same time

Displaying two worksheets on the screen as if they are separated files, instead of clicking on two
worksheets back and forth

Displaying unit when entering data in a cell; e.g., enter 2 in a cell, then the cell displays “2
pieces”; this technique is suitable for data calculation because “2 pieces” is normally a text and
cannot be calculated

Setting Format Cell NOT to display data in a cell

Setting a Cell to display number as thousands/millions; e.g., display 17,042,524 as 17.04
Learning how to Freeze and Unfreeze row(s) and/or column(s) to make it easier to work when
the whole data do not fit on a screen

Learning how to set row(s) or column(s) to repeat at top of every page when printing without
setting table header of each page manually

Learning how to solve missing data problems when printing a worksheet

Adding Watermark (e.g. Draft or Confidential) when printing each worksheet

Creating data series for Auto Fill feature; e.g., Auto Fill the days as Sunday, Monday, Tuesday,
Wednesday, Thursday, Friday, Saturday

Setting Line Chart to skip plotting data that are 0 (zero) or null (no data in a cell)

Displaying text (e.g. N/A) in a blank cell in Data Table displayed with the Chart
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- Adding a picture in or on the Chart; and the picture can be resized automatically when the chart
size is changed

- Finding or Replacing special characters; e.g., ? *

- Deleting words or sentences in multiple cells at the same time

- Editing the same formulas in multiple cells quickly; e.g., change reference cell from A4 to A5
without editing each cell

- Learning how to Find/Replace data in multiple worksheets

- Learning how to inspect formula calculation step-by-step and change some parts of formula to
static values.

- Learning how to use Error Checking to check error(s) caused by applying formula, which help
users to correct formula properly and quickly

- Learning about a green triangle in the upper-left corner of a cell - What is it? How does it occur?

- Learning a Formula Checking technique to know which cell contains a constant value and which
cell contains a formula

- Learning how to SUM data quickly

- Displaying negative time value which normally cannot be displayed in Excel

- Learning calculation techniques (e.g., SUM, COUNT, etc.) to exclude the values in hidden cells
from calculation

- Using all Paste Special features properly with some examples provided

- Rounding decimal without using Round formula

- Solving problems with Loop calculation or Iteration calculation, which normally cannot be
calculated, to show a result as 0 (zero) and check if which cell contains Loop calculation

- Learning how to align Object in a worksheet; this is useful when creating Organization Chart or
multiple Text Boxes

- Opening multiple files at the same time instead of opening each single file for the files that are
regularly used

- Converting numbers stored as “Text” to “Numbers” to solve problems with calculations or
VLOOKUP formula

- Hiding a worksheet in the level that cannot use normal Unhide feature

- Creating Drop-down List Box to input only pre-defined data

- Learning techniques to reduce file size as a large file size in Microsoft Office Excel takes up space
and slows down the system process; as well as, causes problems when sending a file via email

- Learning how to define a username in order to know who are using the same Excel File; this is
useful when working with a Shared Workbook or when opening a file with Read Only warning

- Learning how to Share Workbook so that more than one user can work on an Excel file at the
same time

- Merging data from multiple Excel files to the master file; this is useful for merging data from a
file distributed to other sections/departments for data entering

- Learning how to check an Excel file when the file disappears from a folder without being deleted

Who should attend:
- A user who wants to gain knowledge in using Microsoft Office Excel to accomplish his work

easier, faster, and more effectively.
Urice

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

Master

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