Office 365 Programmes

Excel 2016 Modules

SPREADSHEET BASICS ENTERING DATA

Workbooks and Worksheets
Excel Ribbons & Backstage
Rows & Columns

Screen Elements

Quick Access Toolbar

FORMATTING CELLS

Formatting Values
Formatting Dates & Times
Custom Formats

Cell Alignment

Adding Cell Borders
Merging Cells

CONDITIONAL FORMATTING

Highlighting Cells
Top & Bottom Values
Data Bars

Icon Sets

Using Colour Scales

WORKING WITH CHARTS

Chart Types

Charts with Quick Analysis
Recommended Charts
Changing Chart Design
Repositioning Charts

In-cell charts with Sparklines

WORKING WITH PIVOT TABLES

What is a Pivot Table?
Summarising Data with Pivots
Creating Pivot Charts

Drill Down

Grouping Pivot Data

Using Slicers with Pivot Tables
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Data v Formatting

Text, Values & Formulas
Entering Dates & Times
Using AutoFill

Creating a Basic Formula

FORMULAS & FUNCTIONS

Beyond Basic Formulas
AutoSum: Your first Function

Top 20 Functions

Hierarchy: Using Brackets
Building Formulas from Functions
Copying Formulas

SPREADSHEETS AS DATABASES

Data Tables v Ranges

Table Design Styles
Filtering & Sorting

Text to Columns & Flash Fill
Using Data Validation
Adding Subtotals

MULTIPLE SHEET WORKBOOKS

Inserting, Renaming Deleting Sheets
Working with Names

Grouping Worksheets

Printing Multi-sheet Workbooks
Linking Formulas & Maintaining Links
Creating Summary Pages

ADVANCED FORMULAS

VLOOKUP & HLOOKUP
Using the @IF Function
Database Functions
Goal Seek

Scenario Manager
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