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MS EXCEL – 1 DAY 
LEVEL 3 

Course Description 

Students will learn more of the advanced features of Excel. They will acquire upper-level skills which will 
allow them to get the most bang for their buck from this powerful software. Attendees will look 
at working with scenarios, using Solver, the Analysis Tool Pak, PivotTable features and developing 
macros. Other features such as conditional formatting, slicers, the Inquire Add-In and tracking changes 
are also covered. If time allows, an introductory lesson on Power Pivot and Power View will be covered. 

COURSE CONTENT 

WORKING WITH SCENARIOS 

• Creating Scenarios 

• Loading Scenarios 

• Merging Scenarios 

• Editing Scenarios 

• Creating a Scenario Summary Report 

• Deleting Scenarios 

USING GOAL SEEK, SOLVER AND VLOOKUP 

• Setting up the Worksheet 

• Using Goal Seek 

• Running Solver 

• Generating Reports and Scenarios with Solver 

• Modifying Constraints 

• Setting Solver Options 

• Use VLookup 
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ANALYZING DATA 

• Enabling the Analysis ToolPak 

• Using Data Analysis Tools 

• Using Data Tables 

MANAGING DATA 

• Consolidating Information 

• Removing Duplicates 

• Configuring Data Validation 

• Transposing Data 

• Converting Text to Columns 

WORKING WITH SLICERS 

• Inserting and Using a Slicer 

• Renaming the Slicer 

• Changing Slicer Settings 

• Formatting a Slicer 

• Clearing the Slicer 

INTRODUCTION TO PIVOTTABLE (COVERED MORE IN-DEPTH IN PIVOT TABLE 
WORKSHOP) 

• Creating a Basic PivotTable 

• Creating a Basic PivotChart 

• Using the PivotTable Fields Pane 

• Adding Calculated Fields 

• Sorting Pivoted Data 

• Filtering Pivoted Data 
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USING THE INQUIRE ADD-IN 

• Installing Inquire 

• Generating a Workbook Analysis Report 

• Viewing Workbook and Worksheet Relationships 

• Viewing Cell Relationships 

• Comparing Two Workbooks 

TRACKING CHANGES 

• Tracking Changes 

• Reviewing Changes 

• Setting Options for Tracking Changes 

• Stopping Tracking Changes 

USING MACROS 

• Recording a Macro 

• Writing a Macro using the Visual Basic Editor 

• Editing a Macro 

• Running a Macro 
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