
 
 

 
 
 
 
 
 
 
 
 

Who Should Attend: 
 
The Working with Microsoft Excel – Level 2 workshop is 
targeted towards individuals who are familiar with the 
basics of Excel but wish to deepen or refresh their base 
of knowledge.  Individuals will benefit who wish to learn 
additional functions and tools to organize and analyze 
their data more thoroughly. 
 

Format: 

• 1-day instructor-led sessions or 
• Two 3-hour web-based online classroom 

sessions 
• Optional follow up Coaching Session to reinforce 

learning. 
• Customized options for shorter in-house training 

are also available. 
 

Additional Materials 

• Enrollment in our Monthly LearningLink 
Newsletter 

• Lifetime Support 
• A Free Follow-up 30-minute Coaching Session 

 

 
Managing your data is a key to success in any business 
and Microsoft Excel, if used correctly, can be an 
exceptionally robust tool for storing, managing, and 
examining your data. 
 
This workshop will give participants the skills and 
confidence they need to find success with Microsoft 
Excel. 
 

This course will help you: 

• Enter, edit, and format data to create 
workbooks. 

• Enter data using time-saving tools like Flash Fill 
and Autocomplete 

• Use functions and formulas to calculate data. 
• Understand Relative and Absolute Cell 

References 
• Format worksheets and cells 
• Manage larger workbooks. 
• Print workbooks. 
• Customize the interface by changing ribbon 

display options and customizing the Quick 
Access Toolbar 

  

Learning Microsoft Excel 



 
 
 
 

 
Expand your knowledge of Microsoft Excel’s many 
features and functions as you learn to use multiple 
worksheets and multiple workbooks efficiently. Use 
absolute referencing and named ranges in your 
formulas. Apply IF statements so Excel will enter one of 
two answers. Have Excel interpret a lookup function to 
pull information from a table. Manipulate the contents 
of a database by sorting, filtering, and calculating. Create 
a basic PivotTable to analyze a database. Generate 
business charts and format them. 
 

Section 1: Creating Advanced Formulas 

This section dives into working with more advanced 
formulas that were introduced at the end of our 
Microsoft Excel Level 1 course.  Students will focus on 
applying range names and using specialized functions. 
 

Section 2: Analyzing Data with Logical and Lookup 
Functions 
 
In this section, students will get a hands-on approach of 
using VLOOKUP, HLOOKUP, PMT, FV, and IF Functions.  
In addition, they will learn how to use a data function to 
timestamp records on the fly. 
  
Section 3: Organizing Worksheet Data with Tables 

This section focuses on creating and modifying tables to 
enhance the appearance of the spread sheet.  Students 
will also learn how to sort and filter data on the fly as 
well display unique columns. 
 
Section 4: Visualizing Data with Charts 

Students will learn to create, modify, and format charts 
to provide a graphical representation of data that was 
collected in a worksheet.  Students will also learn how to 
identify trends in data. 
 

Section 5: Auditing Worksheets 

In this section, students will learn how to trace cells to 
display the cells used in a formula.  They will also learn 
how to troubleshoot invalid data as well formula errors 
using the evaluate formula tool.  Students will also learn 
data validation by using data lists. 
 

 
Section 6: Inserting Graphics 

The last chapter focuses on inserting and modifying 
graphic objects.  Students will learn to layer and group 
objects as well incorporate SmartArt images to enhance 
the look of their workflow. 
 

 

 


