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EXCEL 2013
Advanced Level

OBJECTIVES
At the end of the course, the participant will be able to
create and format charts, quickly format spreadsheets,

create simple macros. X

TARGET CLIENTELE

Public

PREREQUISITES
Having taken the intermediate level Excel course

COURSE SYLLABUS

1. Display data as a plan

Introduce a spreadsheet as a plan
Create a plan

2. Conditional formatting

Using various conditional formats
o Values

Data set

Data bars

Color nuances

icons
o Using formulae

Quick analysis of selections
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3. Create and modify charts

Create a chart

Choose and modify the type of chart
Manipulate a chart

Modify chart options

Determine the position of a chart
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Print a chart

Add, modify, delete a series of data
Display hidden data and empty cells in a chart
Modify the format of a graphic element
Save a chart as a template

Use a chart template

Delete a chart template

Recommended charts

Filters

Tabs

Smart tags

. Use Sparkline charts

e Identify characteristics of a Sparkline chart
e Create a Sparkline chart

e Personalize a Sparkline chart

e Delete a Sparkline chart

. Pivot tables
¢ Creating Pivot tables

. Formula audit and verification of formulae in a spreadsheet
e Select cells containing formulae

e Visually verify spreadsheets

e Step-by-step verification

e Using the Spy window

. Scenario manager and target value
e Using the scenario manager
e Using the target value

. External data, importing data from a text file
e Know the characteristics of a text file

¢ Open a text file in Excel

e Create a connection with a text file

e Convert data and distribute text in columns
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9. Create macros using the recorder
e Determining the security of macros
Recording a macro
Accessing the Visual Basic of a macro
Delete a macro
Assigh a macro to an image, a shape, an object or a control

10. Create a personalized digital format
e Personalize a digital format
¢ Create a digital format
e Search and replace a format

11. Manipulate personalized displays
e Define the usefulness of personalized displays
e Create a personalized display
e Print a personalized display

12. Data protection
e Protect data on a sheet in a spreadsheet
e Protect a spreadsheet

13. Share data
e Share spreadsheets
¢ Follow modifications
e The Cloud and follow modifications
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