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Microsoft Excel Intermediate Part 2 

Who is this course designed for? 

This course is designed for existing users of Excel who have 
attended the Microsoft Excel Foundation and/or Microsoft 
Excel Intermediate Part 1courses, or who already possess 
these skills.  In this course, you will learn how to streamline 
your spreadsheets by using efficient list management tools to 
summarise, interpret and analyse your data.  You will also learn 
how to use advanced formatting techniques and advanced chart 
types and chart options. 

 What’s in the course?  

 

Working with lists: Sorting data in ascending/descending order; 
applying and using AutoFilter; using advanced filter; applying 
subtotals; grouping and outlining data; applying data validation to 
cells; using formula to determine valid entries for cells; creating 
pivot tables and charts; judging when and how to use these 
methods 
 

Analysing data: using what if analysis and data tables; creating 
and viewing scenarios; setting up views; printing reports 
 

Formatting techniques: Formatting text, numbers and dates and 
times; applying percentages and decimal places; adding borders 
and shading; changing column widths and row heights; merging, 
wrapping and aligning cells; adjusting rows and columns; hiding 
rows and columns; freezing panes 
 

Creating and modifying charts: Creating a chart and identifying 
appropriate chart types including Pie, Bar, Single Line, Area, 
Column, X-Y scatter, Stock, Radar, Doughnut and Surface charts; 
formatting chart elements; moving and resizing charts; adding text 
and images to a chart 
 

Printing: Setting print areas; spell checking; using page break 
preview and print preview; changing page setup; working with 
headers and footers; changing page orientation and size; printing 

What are the course objectives? 

 To use appropriate formulas and data analysis tools and 
techniques to summarise and display spreadsheet 
information.  You will learn how to: 

 

 use spreadsheet tools and techniques to summarise and 
display information 

 use a range of tools and techniques to analyse, interpret 
and manipulate data 

 select and use forecasting tools and techniques 

 present and format cells, rows and worksheets 

 create and format charts and graphs 

 select and use appropriate page layout for printing 

 

 

Our  approach to this course:   

theory and              Yes   No             
discussion  

participation in group      Yes   No
/individual activities 

workbook                    Yes   No                     
exercises 

practice                   Yes    No                
exercises 

presentations                     Yes   No  
(informal and/or formal)  

handouts                     Yes   No  

case studies           Yes    No  written/multiple              Yes    No               
choice test 

work based                 Yes   No                 
assignment  

 
  

What next?                                                                                     
 
Please CONTACT US to book this course:           
enquiries@thewayahead.org.uk  

 Price: £99 
(+ VAT) 

 
½-day workshop 

 

“Training today’s people for tomorrow’s world” 

mailto:enquiries@thewayahead.org.uk

