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	Description
	In this course, delegates are introduced to the more advanced functions available in Excel.  Delegates will learn functions which will enable them to produce results with greater efficiency.  The first part of the first morning may be spent recapping on all the basic operations if there is a mixed level of delegates.

	Duration
	2 Days

The course content can be customised to your requirements, please contact your 
co-ordinator or Pin-Point on 0116 289 4486 for further details.

	Course Content
	The course concentrates on, and covers the following areas:
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	Named Ranges

· Why Use Named Ranges?

· Automatic Range Naming

· Generating a List of Ranges 

· Using Names in Formulas

· Global & Local Names
	Combining Data
· Linking Worksheets

· Linking Workbooks

· Re-establishing Links

	
	

	If Statements
· Simple IFs

· Nested IFs

· Using AND( ), OR( ) and NOT( )
	Lookup Tables

· VLOOKUP and HLOOKUP Functions

· Validating Your Look-Up


	
	

	Useful Functions

· CountIf

· SumIF

· Left, Right, Mid

· Search/Find

· Exact

· Concatenate/&

· Text to Columns
	Database Functions

· Quick Sorts

· Filtering

· Creating Custom Sorts

· Sorting on Multiple Fields

· Validation

· Outlining and Subtotals

	
	

	Charts and the Chart Wizard

· Creating Basic Charts

· Adding Text and Legends

· Changing the Chart Type

· Adding/Deleting/Editing Data
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