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Excel Basic to Advanced
Course outline
Module 1: Basics (Beginner Level)
· Introduction to Excel and its interface
· Creating, saving, and opening files
· Entering and formatting data (text, numbers, dates)
· Using basic tables and conditional formatting
· Sorting and filtering data

Module 2: Formulas and Calculations
· Understanding formulas and basic arithmetic operations (addition, subtraction, multiplication, division)
· Using essential functions like:
· SUM (for summing values)
· AVERAGE (for calculating the mean)
· IF (for conditional logic)
· COUNT & COUNTA (for counting values)
· Linking cells and sheets



Module 3: Intermediate Level
· Advanced functions such as:
· VLOOKUP & HLOOKUP (for searching within tables)
· INDEX & MATCH (for advanced lookup)
· TEXT, LEFT, RIGHT, MID (for text formatting)
· Advanced conditional formatting
· Using Pivot Tables for data analysis
· Creating charts and graphs
· Data protection and access permissions

Module 4: Advanced Level
· Advanced data analysis functions such as:
· XLOOKUP
· ARRAY FORMULAS
· Working with large datasets
· [bookmark: _GoBack]Creating interactive dashboards

Module 5: Practical Applications and Projects
· Sales data analysis and financial reports
· Designing performance tracking dashboards
· Solving real-world business problems
Module 6: Productivity and Professional Skills
· Excel shortcuts for efficiency
· Advanced tips and tricks
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