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Objective:

Users will have knowledge and skills in complicated functions; e.g., IF, SUMIF, COUNTIF, INDEX, MATCH;
and learn how to use Array, which is the advance technique to overcome the limitations of other
functions. Users will be able to apply these functions to streamline the work process and work more
effectively.

Course Length: 1 Day (9:00-16:30 hrs.)

Course outline

Basic knowledge of “IF” function

Using several levels of “IF” for checking multiple conditions that generate different results; e.g.,
academic grading which results can be ranged from Ato F

Using “IF” for a task that must meet all conditions; e.g., calculating commission for an employee
whose salary is less than 15,000 baht and can generate sales of more than 80,000 baht

Using “IF” for a task that must meet at least one condition; e.g., calculating commission for an
employee whose salary is less than 15,000 baht or can generate sales of more than 80,000 baht

Using SUMIF, COUNTIF, and AVERAGEIF to SUM, COUNT, AVERAGE only transactions which meet
a condition.

Using SUMIFS, COUNTIFS, and AVERAGEIFS to SUM, COUNT, AVERAGE only transactions which
meet all conditions.

Learning a technique how to set condition by referring to some characters in a cell; e.g., count
products that the IDs start with number 48 only or the third product ID number is number 4
Learning a technique to use only one SUMIF or COUNTIF in case of multiple criteria within the
same condition group; e.g., sum the total sales of product A and product B by using only one
SUMIF

Using other functions related with IF; e.g., AND, OR, ISERROR NOT, etc.

Learning a technique to write IF with multiple and complicated conditions for easy understanding
and maintenance

Learning a technique to solve Errors from calculation; e.g., use VLOOKUP but do not get the
results or get “#N/A” so the SUM cannot be used; in such situation, users will be able to write
function to return O instead of #N/A

Using function MATCH and INDEX for looking up data which is more effective than using only
VLOOKUP

Using INDEX to retrieve a result stored in ARRAY format

Using ARRAY, which is an advanced formula, and can overcome the limitations of normal
functions; e.g. calculating the maximum/minimum value under the specific condition since there
is no MAXIF / MINIF in Excel.

Writing ARRAY to get the same results as when using SUMIFS, COUNTIFS, AVERAGEIF,
AVERAGEIFS; this is useful when working with Microsoft Office Excel version 2003 which such
functions are not available

Setting conditions when using SUMPRODUCT for calculation

Setting Cell or Range of data using INDIRECT

Using TRANSPOSE to reformat data from vertical to horizontal and vice versa

Searching the frequency of the desired level or creating Frequency Distribution Table quickly
using FREQUENCY function

Finding small or large value in a specific order (e.g. the third largest number) using SMALL and
LARGE function

Workshop: Apply Function and Array to daily work
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o using IF to run document number based on the various conditions

o using function to list the performance evaluation element(s) that an employee receives
the lowest scores which more than one elements can be listed

o using function to sum only the sales amount of the odd row or sum only the sales
amount of even days

o writing a formula that refers to data from multiple worksheets by putting a formula in
one cell and copying to other cells; e.g., VLOOKUP total sales of each product from
different worksheets separated by region

o looking up data by retrieving the last record of duplicated Master Data

o showing specified data using Function instead of applying Filter in Master Data

Workshop examples:
https://www.dropbox.com/s/177voa3rsm236vs/Test%205%20-%20Dynamic%20List.xls

https://www.dropbox.com/s/vi9622gklnpmz82/Test%204%20-%20Lookup%20Last.xls
https://www.dropbox.com/s/ay7v2z9v4p07qsg/Test%202.xls

Who should attend:

- A user who has basic knowledge in Function; e.g., using general Functions such as VLOOKUP,
SUM, MAX, MIN, AVERAGE, COUNT, CONCATENATE, using “S” in a formula, writing nested
formula, etc. or a user who attended Function#1: 40 Useful Functions course with Excel Smart

- A user who wants to use Function in complicated tasks and overcome the limitations of Function

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

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