MICROSOFT TRAINING

Learn Microsoft Excel Language
Course Introduction

Master Microsoft Excel's powerful language of formulas and functions. Elevate your data analysis
skills for better insights and reporting.

DURATION LEVEL FORMAT
2 hours Intermediate Instructor-Led

- Globally Recognized Certification - Expert-Led Hands-On Training - Flexible Scheduling
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I COURSE OVERVIEW

Unlock the foundational power of Microsoft Excel with our "Learn Microsoft Excel Language Course Introduction." This
intermediate-level course, specifically designed for professionals and aspiring data enthusiasts, dives deep into the core
'language’ of Excel: formulas and functions. You'll gain a comprehensive understanding of how to construct robust

Learn Microsoft Excel Language Course Introduction

calculations, manipulate text, apply logical conditions, and effectively retrieve data using essential functions, transforming

raw data into actionable insights. This training from Computer Pride equips you with the crucial skills to navigate Excel's
immense capabilities, moving beyond basic data entry to dynamic data manipulation.

Mastering Excel's language is paramount for efficiency and accuracy in data management. This 2-hour intensive course

will empower you to automate tasks, build powerful spreadsheets, and perform quick analyses that support better decision-

making across various business functions. By focusing on practical application and real-world scenarios, you'll not only

learn the syntax but also understand the strategic implementation of Excel's powerful features. Elevate your spreadsheet

proficiency and become an indispensable asset in any data-driven environment.

Duration 2 hours

Level

Intermediate

Vendor Microsoft

I COURSE CURRICULUM

01 Module 1: Excel Formula Fundamentals

02 Module 2: Essential Statistical and Mathematical Functions
- Utilizing SUMIF and COUNTIF for Conditional Calculations
- Exploring MAX, MIN, and LARGE/SMALL Functions
- Rounding Functions (ROUND, ROUNDUP, ROUNDDOWN)
- Understanding Subtotal and Aggregate Functions

- Understanding the Excel Interface for Formulas

- Basic Arithmetic Operators (+, -, *, /)

- Introduction to Cell References (Relative, Absolute, Mixed)

- Order of Operations in Formulas

- Introduction to Simple Functions (SUM, AVERAGE, COUNT)

03 Module 3: Logical and Text Manipulation Functions

- Implementing IF Statements for Conditional Logic

- Combining Conditions with AND and OR Functions

- Manipulating Text with CONCATENATE/& Operator

- Extracting Data with LEFT, RIGHT, and MID Functions
- Cleaning Data with TRIM and CLEAN Functions

04 Module 4: Lookup and Reference Functions

- Introduction to VLOOKUP for Vertical Data Retrieval

- Understanding HLOOKUP for Horizontal Data Retrieval

- Using EXACT MATCH vs. APPROXIMATE MATCH in Lookups
- Best Practices and Limitations of Lookup Functions

Module 5: Data Validation and Basic Error Handling
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05 - Implementing Data Validation Rules for Data Integrity

- Understanding and Using IFERROR Function
- Identifying and Troubleshooting Common Formula Errors (#DIV/0!, #N/A, #VALUE!)

I CAREER PATHWAYS

Graduates of this program are prepared for the following roles:

> Junior Data Analyst
> Business Operations Assistant

> Financial Reporting Specialist

I FREQUENTLY ASKED QUESTIONS

Q: What prior Excel knowledge is recommended before enrolling in this 'Learn Microsoft Excel Language
Course Introduction'?

This course is designed for individuals with basic familiarity with Microsoft Excel, such as opening workbooks, entering
data, and navigating sheets. While it's an introduction to Excel's language (formulas and functions), a rudimentary
understanding of the software's interface and basic operations will ensure you get the most out of the intermediate-level
content presented.

Q: How will mastering Excel's formulas and functions from this course specifically enhance my data
analysis capabilities and career progression?

By mastering the formulas and functions taught in this course, you will significantly enhance your ability to perform
efficient data manipulation, conditional calculations, and accurate data retrieval. This directly translates to quicker report
generation, more reliable data insights, and the capacity to build dynamic models. These skills are highly valued in roles
requiring data analysis, financial modeling, or operational reporting, making you a more competitive and indispensable
candidate for career advancement.

Q: Does this 'Introduction to Excel Language' course cover advanced topics like VBA programming or
Power Query?

No, this ‘Introduction to Excel Language' course focuses specifically on foundational to intermediate Excel formulas and
functions, which form the core language for calculations and data manipulation within worksheets. It does not delve into
advanced topics such as VBA (Visual Basic for Applications) for macro creation or Power Query for advanced data
extraction and transformation. These specialized topics are typically covered in separate, more advanced Excel courses.

I ABOUT COMPUTER PRIDE

< .0'.' East Africa's Premier IT Training Center
computerpride
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With over 15 years of excellence, Computer Pride delivers globally recognized certification programs from leading
technology vendors. Located on Kenyatta Avenue in Nairobi's CBD, our state-of-the-art facilities and expert instructors
have empowered thousands of professionals across East Africa.

15+ 10,000+ 50+

Years of Excellence Professionals Trained Vendor Certifications

READY TO ENROL?

Take the next step in your technology career.

1st Flir, ICEA Building info@computer-pride.co.ke +254 705 900 900
Kenyatta Ave, Nairobi
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