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Advanced Microsoft Excel Skills

Jwsl

What Will | Benefit? Qauaiwiw 3lo

Provide the necessary knowledge and skills to deal with ol&yll a0 Uoloill aojill ciljlgallg dygpall cajloall agjil
numbers, formulas, functions and graphs, using Mlcr.o.s.oft C1691g)5u0 AT A0aainl aulul sguwlg Jigallg ainlg
Excel, so that you can take advantage of the capabilities

and features of the program to perform your business and ol olinog o] go 63 o ] _f:_' ' |
daily tasks efficiently and effectively Aladg 6:la5) diogll clolgog clllacl el ¢no JuwS|

Course Objectives 6Jgall calasl
At the end of this course, the participants should be able e (pald gg9Uiodl g5y of wany duaill )92l dulg (o
to: "

bl guuiill 8jlgo gladl
* Master the conditional formatting skill ULl uaunia Ll < il & il
* Master the data validation skill and data filtering B S oleo ola

* Deal professionally with logical, Statistical and search Jigog aydhiall Jigallg aplno gl Jigall @o calbly Joledl +
and functions Tl

* Use references options LUl @olpo Al ao Jolodll *

* Design charts

* Take advantage of the tables

* Use Macro

* Protect data

Al ogul pponi =
Joladl alilan] go éalaimll *

Macro élol plaAaiwl *

abwlalos *
Target Audience adagiwoll aiall
Individuals who need to use advanced functions in na 6aad s Il catlbgll planiwl agailhg cilhii gall bl
Microsoft Excel, use automated tools (Macro) and protect g15loJl ilgal plaAiulg bl aloog Juws

data
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Course Outline 6)gall cpgiao
» Conditional formatting (advanced formula-based) (@l cnle anieoll padioll) cnbpill Guuiil <
* Examples aliol *

* Exercises Qylai

» Data Validation )
alilwl aan go Gaaill <
* Examples Alio|
*®
* Exercises
uylod *

» Advanced data sorting and filtering

+ Examples aonadinll aililyll Granig jia <

* Advanced filtering aliol =
> Reference types in the formula aoadinllquanil =

* Create Range alaleall (pa @olpoll glgil «

* Relative reference Gl il *

*  Mixed reference il @opall

* Absolute reference hlisn)l @ojall *

* 3D references Glhall aojoll =

» Logical functions Sloyul il aolyoll *

* |F function auahinll Jigall <

* |FS function

+ IFERROR function IF éJb :

* AND function IFSdla «

% OR function IFERROR aJln  *
» Lookup functions ANDally =

* VLOOKUP function ORalb =*

* XLOOKUP function ayingl Jlgall «
» Charts VLOOKUP aJla =

* Create a chart at a glance XLOOKUP &l =

* Create a stacked vertical bar asilul aloguyll <

* Working with pie charts 4oy ann) hhaoll el *

* Sparklines U250 (13g0le o Ll

4
Tables apllalbbaoll oo Joledll *
* Examples o ,
. Sparklines 6panll clbhanll *
* Exercises el <
* Rename table name dg‘ ;
* Format table aliol *
* Create formula in a new column uylad *
* Remove duplicate row Joaoll owl puai *
> Automate processes with macros Joaoll Guuii *
* Steps to create a micro 120 3g0c (6 Al aaloo Lyl *
* How to put a button for the micro in the taskbar opaioll bl caan =
* Examples as5loll alang plaaiwl allaell dinil <
> Use form control buttons to create interactive 915l <Ll lghs *
worksheets olgall bupiicno gpauloll jj @ng drals #
* Add a worksheet control 019l A aic uull AN @olo plAiul *
* Examples alinl *
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* exercises
» Protect data
* Protect sheet
* Protect workbook

Target Competencies

* Use advanced functions (logical and lookup)

* Use advanced filtering, sorting, and conditional
formatting

* Work with data validation tools

* Use cell references in a formulas

* Create tables and charts

*  Work with macros

* Protect data

Course Methodology

This training course will be held in a computer lab where
every participant will have his own computer to be able to
learn and implement the different skills, where the trainer
will perform the skill and the participants will follow by
performing the same skill in their computers.

Duration

3 Days

17-19/8/2025
Riyadh - English

27-29/4/2025
Jeddah - English

7-9/12/2025
Riyadh - Arabic

adlelai Joe gl Lty o3gaill aaai jlijl plaaiwl <
Joc agjg) p9ajnic Golo]
aliol *
Wlod *
il aylan <
Joollagigdylon *
cainollajlon  *

adagimall cljlaall

(auinulg arahiol) aoadinll Ayl Jigall plaAiwl *
aoaaioll (bpidl Guuiill jrallg aranill algal plaAiwl *
bl aan go Gaaill algal oo Joall *

aunll alhaeall (no YAl @olio plaAiwl *

auly Gloguyg Jglao Ll *

g5loll alang oo Jooll *

allwlalos *

6jgall dungio

JaJ ugaw duo figuns Jooo (no awpaill 6)gall 0de adoliw
Jlilgoll aailg alei Jo ySaid ay wb piguns jlgo djlio
4o Ja5jlinl aelinug OJL@,Q_IMJD Jjaoldl pgau duon .aalisoll

0y anlAll igunall 6jgol (nd 6jlgall yuaj £al J1s

6)gall 620

oli 3
2025/4/29-27
jail= 635

2025/8/19-17

crjalail -
2025/12/9-7

e - Pyl
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4900 SR «nagow Juy 4900
Fees do not include value added tax aoltoll ansdll aus o U pquyl

Daily snacks & refreshments + lunch meal (logy) elae aing + bl Ll daas aling




