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PE CUONG KHOA HQC
MICROSOFT EXCEL 2012 - LEVEL 1 (Introduction)

Unit 1 : Getting started

Spreadsheet terminology i Unit 4 : Using functions
Discussing spreadsheet basics ‘
The Excel environment
Examining Excel window
components
Getting help
Getting help with using Excel
Navigating a worksheet
Navigating a worksheet

Entering functions

Entering a SUM function

Using the mouse to enter a function
argument

Entering a function in the formula
bar

Inserting a function
AutoSu

Using AutoSum
- Other common functions

Using AVERAGE

Using MIN

Using MAX

Using COUNT and COUNTA

Unit 7 : Charts

Chart basics
Creating a chart
Moving a chart within a workbook
Examining chart clements
Creating and editing a pie chart
Formatting charts
Applying chart types and chart
styles
Modifying chart elements

Unit 2 : Entering and editing data

- Entering and editing text and values
Entering text and values
Editing cell contents
AutoFill to fill a series . .
g and editing formulas Text formatting
ating a basic formula i Formatting text .
Entering cell references with the i Formatting a non-contiguous range
- Using the Format Cells dialog box to
format text
Row and column formatting

Unit 5 : Formatting

mouse
Editing a formula
Working with the order of operations

Unit 8 : Managing large workbooks

Working with pictures i Changing column width and row height
Inserting and modifying a picture i Applying color to a row Viewing large worksheets
- Saving and updating workbooks Setting alignment Locking rows and columns
Saving a new workbook Applying borders to cell rang Opening and arranging new windows
Saving a file as an Excel 97-2003 i Using the border-drawing pencil Splitting a worksheet into panes
workbook i Using the Paste Special command and unhiding colurtms
Saving a worksheet as a PDF file i Removing a border worksheets
- Editing and updating a workbook ;- Number formatting N Minimizing the Ribbon
Using the Number group to format Printing large worksheets

i numbers,
i Exploring the Number tab
; - Conditional formatting
Creating a conditional format
Editing and deleting a conditional format
Additional formatting options
Copying formats
Using AutoFill to copy formatting
Applying cell styles
Applying table styles and sorting data

Setting print titles

Adjusting page breaks

Inserting different even and odd
headers

‘Working with multiple worksheets

Navigating between worksheets

Naming worksheets and coloring tabs

Working with multiple worksheets

Previewing and printing multiple
worksheets

Unit 3 : Modifying a worksheet

Moving and copying data
Moving data in a worksheet
Copying data in a worksheet
Moving and copying data by using
drag-and-drop
Using the Clipboard task pane

Moving and copying formulas i Unit 6 : Printing
Moving a formula i
Copying a formula R ; Preparing to print Unit 9 : Graphics and screenshots
Using AutoFill to copy a formula : Checking spelling in a worksheet
Using Paste Link ) : Finding and replacing text - Conditional formatting with
Absolute and relative references | Previewing a worksheet graphics -
Observing the limitations of : - Page Setup options ® Creating data bars

relative references Setting page orientation and Using color scales

Applying absolute references © scaling o

- Inserfing and deleting ranges, ‘ Adjusting margins - SmartArt graphics

rows, and columns i Creating headers and footers Inserting a SmartArt graphic
Inserting a range of cells Formatting headers and footers Modifying a SmartArt graphic
Inserting rows Printing gridlines and headings . Sereenshots °
Deleting a range of cells . Printing worksheets i 0 ereenshol

Printing a selected range Modifying a screenshot
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MICROSOFT EXCEL 2012 - LEVEL 2 (Intermediate)

Unit 1 : Using multiple worksheets H Unit 2 : Advanced formatting Unit 3 : Outlining and subtotals
and workbooks ;
Using special number formats ing and consolidating data

- Using multiple workbooks 1 Applying special formats Cr mn(%un outline ¢

Switching between workbooks i Controlling the display of zero values Croating custom views

Copying a worksheet to another : Creating custom formats Using the Consolidate command
workbook Using functions to format text i al

Linking worksheets with 3-D Using PROPER, UPPER, and na list
formulas LOWER Using multiple subtotal functions

Creating 3-D formulas
Adding a Watch window
Linking workbooks
Examining external links in a
worksheet
Creating external links in a
worksheet
Editing links
Managing workbooks
Creating a workspace

Unit 5 : Tables

Sorting and filtering data
Examining the structure of data
Sorting data
Filtering data by using AutoFilter
Using cell color and attributes to sort and
filter data
Advanced filtering
Using Custom AutoFilter
Using the Advanced Filter dialog
Copying filtered results to anoth
- Working with tables
Creating a table
Formatting a table
Adding and deleting rows and columns
Using structured references
Naming tables
Creating functions with the [@]
argument

Unit 8 : Documenting and auditing

Auditing features
Tracing precedent and dependent cells
Tracing errors
- Comments in cells and workbooks
Viewing comments in a worksheet
Adding a comment to a cell
Adding comments to a workbook
Protection
Password-protecting a worksheet
Unlocking cells and protecting part of
a worksheet
Protecting the workbook structure
Discussing digital signatures
Workgroup collaboration
Sharing a workbook
Merging workbooks
Tracking changes in a workbook
Using the Document Inspector
Marking a workbook as final

TUTE

- Working with styles
Creating and applying styles
Modifying styles

Working with themes

Changing to a different theme
Saving new colors and themes

- Other advanced formatting
Merging cells

Changing the orientation of text in a

cell
Splitting cells
Transposing data during a paste
Using Paste Special to add values
Adding and deleting backgrounds
Adding a watermark

Unit 6 : Web and sharing features

- Saving workbooks as Web
pages

Making Web commands
ble

 a workbook as a Web

page
Using the Publish as Web Page
dialog box
Using hyperlinks
Inserting a hyperlink
Modifying and deleting a
hyperlink
Sharing workbooks
Examining workbook sharing
options
Using e-mail to send an
attachment

Unit 9 : Templates and settings

Changing application settings
Customizing the Ribbon
Using built-in templates
Using a downloaded template

Creating and managing templates
Creating a templa
Modifying a template
Specifying an alternate template

location
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Unit 4 : Cell and range names

Creating and using names
Naming and selecting ranges
Using names in formulas
Using the Create from Selection

command
Applyi

formula

- Managing names
Modifying and deleting named

ranges
Defining and applying 3-D names

names to existing

Unit 7 : Advanced charting

- Chart formatting opti
Adjusting the scale of
Formatting a data point

Combination charts
Creating a combination chart
Creating a trendline
Inserting sparklines
Using a chart template

* Graphical elements
Adding graphical clements
Formatting a graphical element
Adding a picture to a worksheet
Modifying a picture

chart

Unit 10 : PivotTables and PivotCharts

ields to a PivotTable
Using slicers to filter PivotTable
data
Rearranging PivotTables
Moving fields
Collapsing and expanding fields
Refreshing the data in a
PivotTable
Formatting PivotTables
Applying a PivotTable style
Changing field settings
Using PivotCharts
Creating a PivotChart
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MICROSOFT EXCEL 2012 - LEVEL 3 (Advanced)

Unit 1 : Logical and statistical functions

- Logical functions

Using the IF function
1 formula to apply
conditional formatting

Using OR, AND, and NOT as

nested functions

Using nested IF functions
Using the IFERROR function
- Math and sta
Using SUMIF
Using COUNTIF

ical functions

AVERAGEIFS
Using ROUND

Unit 4 : Advanced data management

Validating cell entries
Observing data validation
Creating a data validation rule
Settir

Exploring database functions

date and list validation rules

Examining the structure of database
functions
Using the DSUM function

Unit 7 : Macros and custom functions

- Running and recording a macro
Running a macro
Recording a macro
Assigning a macro to a command

button
Inserting a macro button
Creating an Auto_Open macro

- Working with VBA code
Observing a VBA code module
Editing VBA code

- Creating functions

Creating a custom function

Financial functions
Using the PMT function
Date and time functions
Using daf
Using time functions

functions

Array formulas
Using an array formula
Applying arrays to functions
Modifying the arra
Displaying and printing formulas
Showing, printing, and hiding
formulas
Setting calculation options

formula

Unit 5 : Exporting and importing

Exporting and importing text
files
Exporting Excel data to a text
file
Importing data from a text file
into a workbook
Converting text to columns
Removing duplicate records
Exporting and importing XML
data
Using the XML Source pane
Importing XML data into a
workbook
Exporting data from a workbook
to an XML data file
Deleting an XML map
Getting external data
Getting external data from
Microsoft Query
Using a Web query to get data
from the Web
Discussing cube functions

Unit 2 : Financial and date functions

Unit 3 : Lookups and data tables

Using lookup functions
Examining VLOOKUP
Using VLOOKUP to find an exact
match
Using VLOOKUP to find an
approximate match
Using HLOOKUP to find exact
matches
Using HLOOKUP to find
approximate matches
Using MATCH and INDEX
Using the MATCH function
Using the INDEX function
Creating data tables
Using the MATCH function
Using the INDEX function

Unit 6 : Analytical tools

Goal Seek and Solver

Using Goal Seek to solve for a
single variable

Activating Solver and the Analysis
ToolPak

Using Solver to solve for multiple
variables
ToolPak
Using the Sampling analysis tool

Scenarios

ating scenarios
Switching among scenarios
Merging scenarios from another
worksheet




