
 
 

  Page 1/7 
 

 

EXCEL 2007 

Intermediate Level 

 

OBJECTIVE 
At the end of the course, the participant will be able to build and format tables, 

use calculation formulae and carry out simulations, format data and 
completely master databases and Pivot tables, use utility commands and 

preprogrammed functions, protect and hide data, create and manage a multi-
sheet spreadsheet and database, use management tools, analyze data from 

many spreadsheets, use charts and personalize formatting. 
 

TARGET CLIENTELE 
Public 

 
PREREQUISITE 

Having taken Excel, beginner level. 
 

 

 
 

COURSE SYLLABUS 
 

1. Statistical, date & time functions 
• Learning exercises 

• Syntax of functions 
o Assistant Function 

• Statistical functions 
o Total of a list 

o Number of cells containing values 
o Number of cells containing data 

o Maximum value of a range 
o Minimum value of a range 

o Average of values in a range 
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• Date & time functions 

o Enter date 

o Format display of dates and time 
o Current date and time 

o Calculate using a date 
o Extract elements of a date 

• Range name 
o Range name using a selection 

o Range name 
o Access to a named range 

o Equation using a named range 
o Delete a range name 

 
2. Financial functions 

• Learning exercises 
• Financial functions 

• Periodical repayment of a loan 

o Period indicator 
o Cost of a loan 

• Interest paid on a particular payment 
• Principal paid on a particular payment 

• Capitalized value of a periodical placement 
• Capitalized value a unique placement 

• Current value of a series of future repayments 
• Number of payments to repay a debt 

• Number of deposits to accumulate an amount 
• Number of periods to achieve desired value 

 
3. Logical and lookup functions 

• Logical function IF 
• Learning exercises 

• Comparison operators and logical functions 

o Nested conditions 
o Logical function AND 

o Logical function OR 
• Lookup function VLOOKUP 
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• Learning exercises 

o Consultation table 

o Vertical lookup 
o Conditional lookup 

 
4. Data list 

• Learning exercises 
• Organizing a data list 

• Sort 
o Sort using a single section 

o Sort using many sections 
• Filter 

o Filter recordings 
o Display all recordings 

o Types of filters 
• Advanced filter 

• Functions of a database 

o Statistical calculations 
o Calculate number of recordings using criteria 

o Maximum or minimum value using criteria 
o Average using criteria 

o Addition using criteria 
• Calculations by groups of data 

o Show sub-totals per data group 
o Cancel sub-totals 

 
5. Tools 

• Learning exercises 
o Track antecedents 

o Source of displayed results 
o Cancel tracking antecedents 

o Track dependents 

o Show syntax of equations 
o Verify errors in active sheet 

o Track an error in an active cell 
o Assess formulae 

o Formulae window 
o Spy window 

• Audit equations 
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• Learning exercises 

• Display spreadsheet 

• Zoom 
• Manage windows 

• Freeze panes 
o Freeze first column or first row 

o Unfreeze 
o Freeze simultaneously columns and rows 

• Fraction a window 
• Learning exercises 

• Convert text 
• Delete doubles 

• Validate data 
o Validate a validation rule 

o Dropdown list in a cell 
o Erase validation rules 

o Highlight invalid data 

• Scenario manager 
o Create a scenario 

o Visualize results of a scenario 
o Visualize result of all scenarios 

• Target value 
• Data table 

o Create a data table 
• Exchange data 

o Exchange data between Word and Excel 
o Exchange data between Word and Excel using a link 

o Import data from a text file 
o Import data from Access 

 
6. Multi-sheet spreadsheet  

• Learning exercises 

• Manage sheets in a spreadsheet 
o Select sheets 

o Insert sheet after other sheets 
o Insert sheet 

o Delete sheets 
o Scrolling through tabs 

o Copy a sheet 
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o Move sheets 

o Name sheet 

o Add color to tabs 
o Enter simultaneously data in many sheets 

• Consolidation  
o Consolidation using equations 

o Consolidation using button 
• Dynamic link of data 

o Dynamic link formula 
o Update links 

• Workspace 
o Create a workspace 

o Open a workspace 
 

7. Graphics 
• Learning exercises 

• Graphics 

o Elements in a graphic 
o Create a graphic 

o Move a graphic 
o Move an element in a graphic 

o Update graphic 
o Delete graphic 

o Change type 
o Data permutation 

o Modify data source 
o Quick modification of disposition 

o Quick modification of style 
o Graphic position 

• Format graphic 
o Name of graphic 

o Modify text in an element 

o Insert elements in a graphic 
o Modify legend 

o Modify format of graphic elements 
o Modify display of axes 
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o Grid 

o Floor and wall of 3D graphics 

o 3D panorama 
o Tracing area 

• Pivot table 
o Create a Pivot table 

o Fields included in a Pivot table 
o Calculation function in a Pivot table 

o Delete a field in a Pivot table 
o Format cells in a Pivot table 

o Sorting in a Pivot table 
o Delete a Pivot table 

• Pivot chart 
 

8. Graphic objects 
• Learning exercises 

• Graphic objects 

o Insert graphic objects 
o Add text inside a graphic object 

o Format text inside a graphic object 
o Format a graphic object 

o Modify the shape of a graphic object 
• Insert image 

o Insert an image from a file 
o Insert an image from ClipArt 

• Smart Art 
• Hypertext links 

o Create a link to a Web page 
o Create a link to a file 

o Create a link to an email address 
o Delete a link 

• Text area 

• WordArt object 
• Signature line 

• Object from other software 
• Symbols/special characters 

o Insert symbols 
o Insert special characters 
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• Organize objects 

o Foreground 

o Background 
o Selection section 

o Align forms 
o Group forms 

• Rotate or flip objects 
• Object size 

 
 


