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Advanced Microsoft Excel Skills

What Will | Benefit?

Provide the necessary knowledge and skills to deal with
numbers, formulas, functions and graphs, using Microsoft
Excel, so that you can take advantage of the capabilities
and features of the program to perform your business and
daily tasks efficiently and effectively

Course Objectives

At the end of this course, the participants should be able

to:

* Master the conditional formatting skill

* Master the data validation skill and data filtering

* Deal professionally with logical, Statistical and search
and functions

* Use references options

* Design charts

* Take advantage of the tables

* Use Macro

* Protect data

Target Audience

Individuals who need to use advanced functions in
Microsoft Excel, use automated tools (Macro) and protect
data

Course Outline

» Conditional formatting (advanced formula-based)
* Examples
* Exercises
» Data Validation
* Examples
* Exercises

» Advanced data sorting and filtering
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* Examples aliol =

* Advanced filtering Goadiollaranill =
» Reference types in the formula alsleall (né golioll clgil <

* Create Range Gl oLl *

* Relative reference cuuwdll @00l *

* Mixed reference blisoll gojoll =

* Absolute reference Glboll gojoll *

« 3D references syl auli @olpoll *
» Logical functions arahioll Jlgall «

* |F function IFala =

* |FS function IFSalla =

* |FERROR function IFERROR &Jla =

* AND function AND alla =

* OR function OR&lla =
» Lookup functions ayinyl Jlgall «

* VLOOKUP function VLOOKUP alla

* XLOOKUP function XLOOKUP alls
» Charts Al alogupll <«

* Create a chart at a glance &y dan) hhaoll Ll

* Create a stacked vertical bar w250 (pagole hhao sliil

* Working with pie charts ayilall albbhaoll oo Joloill *

* Sparklines Sparklines 6ponll alhhAoll
» Tables Jalaall «
* Examples aliol =
* Exercises Qylog =+

* Rename table name Joaall awl i

* Format table

Joandl Guwii *
* Create formula in a new column 125 3 (i &5l &laloo <Ll *
* Remove duplicate row ) 8yainl olll chin

> Automate processes with macros as5lall alang plaaiwl alloell i T <

* Steps to create a micro 915ulo <lil cilgh
* How to put a button for the micro in the taskbar olgoll byl (n6 gysyloll jj @g 84845

*

* Examples arSulo Juaws aie duwill LA golyo plasiul
» Use form control buttons to create interactive aliol

worksheets arlelad @IJgT oLl p3g0ill a5 "Jljji plaaiul <

* Add a worksheet control Joc a8)g) a8aT pnic alB| *

* Examples oJ.LoI .

* exercises Gulod *

» Protect data

* Protect sheet

bl alas <

Jooll a6)g &ylon *

* Protect workbook .. laslos *
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Target Competencies

* Use advanced functions (logical and lookup)
* Use advanced filtering, and conditional

formatting

sorting,

*  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.

Course Information

Date ayjLil Location ylaoll
12-14/4/2026 Riyadh Uyl
16-18/8/2026 Jeddah 629
8-10/11/2026 Khobar pall

Remarks

* Fees do not include value added tax
* Daily snacks & refreshments + lunch meal
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