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Basics of Microsoft Excel

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 in the performing your daily
work and tasks.

Course Objectives

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

to:

* Learn about the Excel interface and be able to use it

* Master the skill of designing and using workbooks and
worksheets

*  Work with tables and charts

* Master the skill of handling data using forms

* Designing formulas and using functions

* Print worksheets and workbooks

Target Audience

Individuals whose job responsibilities include creating,
inputting and printing basic spreadsheets.

Course Outline

> Excel interface
* Excel interface in a glance
* Create something
* Search for recent files
* keep connected
* Discover contextual tools
* Manage data using Excel tables
* Share work with others
* Insert functions and create formulas
* Find anything you want

* Find related information
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> Learn about the user interface and command bar 1olgdl bypibg pasiwoll agalg cnle capoill <

* File tab

* Quick Access Toolbar
The ribbon

The worksheet area

*

*

* Status bar
» Workbook and worksheet
* Create a workbook
* Close Excel
* Close an Excel workbook
* Save an Excel workbook
» Design workbooks
* Show and hide columns and rows
* Hide columns
* Show hidden columns
* Freeze columns and rows
* Unfreeze
* Worksheets Create and rename worksheets
* Move the worksheet inside the workbook
» The basics of entering data into a worksheet
* Move between worksheet cells
* Cycle through worksheets in the same workbook
* Enter data in the cell
* Enter text or number in a cell
* Enter a fixed-decimal number
* Enter a date or time in a cell
* Enter the same data in multiple cells simultaneously
* Enter the same data on multiple worksheets
simultaneously
* Better show your work (format worksheet)
* Align data within a cell
* Merge cells, rotate and wrap text
* Change the height and width of the cell
* Number format
* Format numbers as text
* Wrap text in a cell
* Enable text wrapping automatically
> Tables
* Create and format tables
* Sort table data
* Steps to sort the table
* Filter data
* Data filtering
* Custom filter form

* Filter data using slicer

calo qyouill aolle
eyl Jgngll ailgal hypir +
byl =

Jooll 8y adhio *
allall by +

Jooll adjgq cainoll «

chino oLl *
Juws| oliy Guel
Jwsl caino guél =
Jwsl cainog haa *

olainall aiani <

caganllg 6ancll elas|g jlghbl =

6a0cil clas] =

araanll 6ancll jlghl =

caganllg 6aoclll aunai *

yoaill clol] *

Jooll gligl

lgirowsi 6slelg Joc @lol eliwil =

cainnll Jsla Jnoll 4é)g elyai *

Joell adjg cl alilwl Jka] aluwbl

Jooll adjg LS gy Jaiillg a5pall

cainall guai cné Jaoll ol gy Jaill

aual ol Jval *

auls cnd o) gl yi Yol *

anli aypire alola ¢p3 pd) Jba| *

auls (na ciig of Ayl Jda] *

goljio Jauiy 8ayae Ll (o lguwai alilyl Jba|

Jaidy 8ae Joc @lhol na lgwai alilwl gl
yoljio

(Jooll ad)q Guuii) Josl Jsuiy ellac jlghl =

adall sl alilwl éllap  *

wdll calaillg pgaig LAl ooy =

Al yyeg clad)l juoi

old) Il guuis =

WS pby Guuii

als (o il calaill =

Wilali yill calaill giani *

Jolandl

Jalaodl Guuiig 2Ll =+

Joanll alily jya

Joanll jpa wlghs  «

bl arani =

bl (Aran’) 6yila ddyh *

owdnll plaaiwl olilwl éyila

2581 Abi Ad Darda - Riyadh 13213 - 6478 6478-13213 youl — elojall cul 2581
angoudlayrellaslanll

Kingdom of Saudi Arabia

Ry 4966 112086895 K info@altawail.com
% +966 112086894 @ www.altawail.com



wujaill g aljluiwil Jughll
M| ALTAWAIL Consulting & Training

» Charts
* Create a chart
* Delete the chart
* Add a title and layout for the chart
* Change the layout of the chart
* Change the appearance of the chart (style)
* Add striking layout to your chart
* Reuse charts by creating charts templates
> Add, edit, find and delete rows using a data form
* Learn about data forms
* Add a form button to the bar
* Use a data template
* Add a new row of data
* Search for a row by navigating
* Search for a row by entering search criteria
* Change the data in a row
* Delete a row
* Close a data form
» Formulas and functions in Excel
* Basic Mathematics in Excel
*  Addition
* Subtraction
* Multiplication and division
* Using Functions
* Addition function
* Multiplication function
* Sequence of arithmetic operations (priorities of
arithmetic operations)
* An overview of advanced formulas
» Printing in excel
* To print your business on excel
* Select your printer type
* Select what you want to print
* Choose the page orientation
* Select the paper size
* How many copies do you want to print

* Adjust page margins

Target Competencies

* Basics of Excel

* Data Entry into Excel sheets
* Using Formulas in Excel

* Editing in Excel
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| 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 oyl Location glooll
11-13/1/2026 Riyadh gLyl
12-14/7/2026 Khobar pall

Remarks

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