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Basic 
Good foundations make for a stronger understanding of the subject, that’s why levels 1 and 2 are 

making sure that you have all the T’s crossed, I’s dotted and the gaps filled in the basics of Excel. 
 

Often people use Excel every day, but have never needed to ‘build’ a spreadsheet. Levels 1 and 2 

are the best starting point. 

Microsoft Excel 07 Level 1 – Getting Started 

Duration: ½ day  

Course Content 

 

 • Opening a Spreadsheet 

 • Navigating the Workbook 

 • Using Simple Formula and Basic Functions 

 • Formatting your Spreadsheet 

 • Adding and Deleting Rows and Columns 

 • Freezing Headings 

 • Using Automatic Formatting 

 • Printing 

 

Microsoft Excel 07 Level 2 – Formulas and Functions 

Duration: ½ day  

Course Content 

 

 • Working with Percentages 

 • Absolute and Relative References 

 • Working with Named Ranges 

 • Working with Cross Sheet Links 

 • Using COUNTIF and COUNTIFS 

 • Using SUMIF and SUMIFS 

 • Using Conditional Formatting 
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Intermediate 
Sessions 3 and 4 are for people who have more experience of Excel.   
 

Level 3 is particularly for people who may need to present data to others, showing techniques for 

analysing large amounts of data and tables and producing graphs from the data and analysis. 
 

Level 4 is for building reliability into your spreadsheets and exploring more of the functions that 

make Excel such a powerful tool. 

Microsoft Excel 07 Level 3 – Analysis & Presentation  

Duration: ½ day  

Course Content  

 

 • Using Auto Filters 

 • Using Subtotals on Filters 

 • Using “Excel Tables” 

 • Removing Duplicates 

 • Pivot Tables 

 • Creating Graphs 

Microsoft Excel 07 Level 4 – More Formula 

Duration: ½ day  

Course Content 

 

 • Logical Formula 

 IF Function 

 Error Handling 

 Using AND, OR and NOT Functions 

 • Nesting Formula 

 • Lookups 

 V Lookup 

 H Lookup 

 Match 

 Index 

 Comparing Lists 

 • Text Functions  

 Joining Text 

 Splitting Text 

 Changing Case 

 Converting Numbers to Text 

 Converting Text to Numbers 
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Advanced 
Sessions 5 is for users who may be setting up spreadsheets for others to work on, perhaps on a 

network, setting up multiple simultaneous users and creating validation so that users do not enter 

the wrong information. 
 

Sessions 6 is aimed at users who need to perform high level analysis on data, bringing data from 

multiple sources and perhaps presenting potential scenario outcomes. 

Microsoft Excel 07 Level 5 – Working with Others 

Duration: ½ day  

Course Content 

 

 • Setting Data Validation 

 • Sharing your Workbook 

 • Tracking Changes 

 • Protecting your Document  

 • Allowing Multiple Simultaneous Users 

 • Preparing your File for the Web/Intranet 

 

 

Microsoft Excel 07 Level 6 – Further Analysis 

Duration: ½ day  

Course Content 

 

 • Data Consolidation 

 • WHAT IF Analysis 

 • Working with Subtotals 

 


