


Microsoft Excel Course: Level 3

This short course focuses on the more advanced features beyond the Microsoft Excel Course: Level
2. You'll learn how to use Power Query to transform and link to external data, and data consolidation
to combine data. The course also includes list analysis tools, summarising and subtotalling,
PivotTables, using Power Pivot to create PivotTables based on multiple sources, and how to create a
report dashboard with PivotTables, charts and slicers to filter reports.

Additionally, we’ll cover Lookup Functions XLOOKUP, INDEX, XMATCH and FILTER and their
differences, key automation features like macros and controls (scrollbars and buttons) for easier data
entry, and planning and budgeting tools from the What If analysis group. Finally, validating data to
prompt and check for correct data is covered; and hints and tips chapter.

Intended audience

Assumes an intermediate level understanding of the software and experience in the construction and
modification of workbooks. It is designed for those who are ready to explore more of the advanced
analysis and automation tools.

Prerequisites

[ﬂ:ﬂé Course duration Participants should have already completed the

1 session, 7 hours total Excel Level 1 and Excel Level 2 courses or have

) Excel skills up to the Level 2 (intermediate) course.
Cl_":E Time

9:30am — 4:30pm

@ Format

Face-to-face
or
Online in real-time

Upon completion

Dates

Every participant receives a
University of Sydney certificate
of completion.

Browse available
course dates
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Aims

This course aims to provide experienced Excel users with proficient skills in developing more
complex formulas, list analysis using a variety of tools and creating simple macros as well as

features and tips to assist efficiency.

Outcomes

By the end of this course, you should be able to:

— modify Excel options

— import data into Excel using Power Query

— use Power Query to transform and link to data
— use data linking to create more efficient workbooks
— create summaries in your workbooks using subtotals

— use a range of lookup functions

— use the Data Consolidation feature to combine data from several workbooks into one

— create, use and modify data tables

— create and work with scenarios and the Scenario Manager
— construct and operate Pivot Tables using some of the more advanced techniques

— create and edit a Pivot Chart

— use Power Pivot to create summary reports from separate lists with a Pivot Chart and

Slicer

— use PowerPivot to summarise data from multiple sources

— use a variety of Data validation techniques

— create and use a range of controls in a worksheet

— create recorded macros in Excel.

Content

Set Excel options

- Understand and personalise Excel options

- Understand and set save options
- Default local file location

- Set number of recent workbooks
- Set number of pinned workbooks

Import & Link to External Data

- Understand Data Importing

- Understand Text File Formats

- Import Data from a Picture

- Import Data from a Text File using Power
Query

- Edit a Query

- Refresh Data

- Unlink Connections

- Transform Data using Power Query

Data Consolidation — Combining Data
- Understanding data consolidation
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- Combining data from multiple sources

Summarise & Subtotal Lists

- Creating Subtotals

- Using a Subtotalled Worksheet
- Creating Nested Subtotals

- Copying Subtotals

- Using Subtotals with AutoFilter

PivotTable features

- Create a PivotTable (refresher)

- Display Percentage of Total

- Changing the Calculation in a PivotTable
- Creating and deleting Calculated Fields
- Creating and deleting Calculated Items

- Rename PivotTable Fields

- PivotTable Options

- Instant PivotTable Reports

- Refreshing PivotTables
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PivotTable Dashboard

- What is a Dashboard?

- Dashboard Elements

- Understanding Slicers

- Inserting a Slicer

- Formatting a Slicer

- Inserting a Timeline

- Connecting a Slicer to Multiple PivotTable
Reports

- Connecting a Timeline to Multiple
PivotTable Reports

- Create a PivotChart

Power Pivot

- Power Pivot — Overview

- Understanding the Data Model

- Enabling Power Pivot

- Insert a Power Pivot report from multiple
tables

- Insert a Pivot Table using the Data Model

Lookup Functions
- XLOOKUP

- INDEX

- XMATCH
-FILTER

Validating Data

- Understanding Data Validation

- Creating a Number Range Validation
- Creating an Input Message

- Creating an Error Alert

- Creating a Drop Down List

- Using Formulas as Validation Criteria
- Circling Invalid Data

- Removing Invalid Circles

- Copying Validation Setting

Data Tables — A What If Analysis Tool
- Understanding Data Tables and What-If
Models

- Using a Simple What-If Model

- Creating a One-Variable Data Table

- Using One-Variable Data Tables

- Creating a Two-Variable Data Table

Controls
- Understanding Types of Controls
- Preparing for Simple Checkboxes
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- Inserting a Simple Checkbox

- Count Checkboxes

- Adding a Scrollbar Control

- Changing Control Properties

- Using the Cell Link to Display the
Selection

- Protecting a Worksheet with Controls

Recorded Macros — Automate Repetitive
Actions

- Understanding Excel Macros

- Setting Macro Security

- Saving a Macro Enabled Workbook

- Displaying the Developer tab

- Relative Cell References

- Recording a Simple Macro

- Running a Recorded Macro

- Viewing a macro

- Editing a Macro

- Assigning a Macro to a Control Button

- Assigning a Keyboard Shortcut to a Macro
- Deleting a Macro

Scenarios — A What If Analysis Tool
(optional topic)

- Understanding Scenarios

- Preparing for Scenarios — Creating Range
Names

- Creating a Default Scenario

- Creating Scenarios

- Displaying Scenarios

- Creating a Scenario Summary Report
- Managing Scenarios — edit, merge and
delete

Hints and tips (optional topic)

- Focus Cell

- Navigation Pane

- Check Performance

- Picture in cell

- Copying pictures in cell

- Using lookup formulas with pictures
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“Absolutely loved it! The tutor was
incredibly knowledgeable and kept

)

me engaged the whole time.’

Natalie Sufong

“This was a very informative course.
[ really enjoyed learning everything,
especially the pivot tables and
macros. The tutor was very helpful
and provided a lot of tips and
shortcuts that will come in handy for
anyone who uses Excel regularly.
10/10 would recommend to co-

workers and friends.”

Cindy Tang

“I wish I took this course before I started my job in investment

banking! The course gave a great overview on the Excel advanced

features which are applicable to the working environment. The
workbook is detailed and Excel files are provided to do exercises within

our own time. The class is small and the tutor spent time to answer

questions with each one of us throughout the day.”

Penny Ly

Delivery style

Face-to-face classes (CCE, Newtown)
These classes run in a computer lab and
you do not need your own device.

Online classes
You will need your own device.

Materials

Course materials are provided
electronically. Teaching instructions and
materials are specifically tailored to
Windows PC users.

Organisational training and development

This course can be delivered as a private session for groups, and tailored
to meet the needs of your business. Contact us to discuss our range of organisational

Learn more

training solutions.

Centre for Continuing Education
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THE UNIVERSITY OF

SYDNEY

We recognise and pay respect to the
Elders and communities — past, present,
and emerging — of the lands that the
University of Sydney's campuses stand
on. For thousands of years they have
shared and exchanged knowledges
across innumerable generations for the
benefit of all.

Empower ambition,
inspire leadership

For more information

Centre for Continuing Education
+61 2 7255 1577

cce.sydney.edu.au

Follow us

ﬁ @ccesydney
@ @centreforcontinuingeducation

[ ccesydney
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