www.appliededucation.com.au 


Ph 1800-678-073


[image: image1.jpg]Applied Education



Microsoft Excel 2007 Advanced
DVD Table of contents
· More Functions and Formulas
128

· Formulas with Multiple Operators
129

· Inserting and Editing a Function
130

· AutoCalculate and Manual Calculation
132

· Defining Names
134

· Using and Managing Defined Names
136

· Displaying and Tracing Formulas
138

· Understanding Formula Errors
140

· Working with Data Ranges
143

· Sorting by One Column
144

· Sorting by Colours or Icons
146

· Sorting by Multiple Columns
148

· Sorting by a Custom List
149

· Filtering Data
151

· Creating a Custom AutoFilter
152

· Using an Advanced Filter
153

· Working with Tables
155

· Creating a Table
156

· Working with Table Size
158

· Working with the Total Row
160

· Working with Table Data
162

· Summarizing a Table with a PivotTable
164

· Using the Data Form
165

· Using Table Styles
166

· Using Table Style Options
167

· Creating and Deleting Custom Table Styles
168

· Convert or Delete a Table
170

· Working with PivotTables
171

· Creating a PivotTable
172

· Specifying PivotTable Data
173

· Changing a PivotTable’s Calculation
174

· Filtering and Sorting a PivotTable
175

· Working with PivotTable Layout
176

· Grouping PivotTable Items
178

· Updating a PivotTable
180

· Formatting a PivotTable
181

· Creating a PivotChart
182

· Analysing and Organizing Data
183

· Creating Scenarios
184

· Creating a Scenario Report
186

· Working with Data Tables
187

· Using Goal Seek
189

· Using Solver
190

· Using Data Validation
192

· Using Text to Columns
194

· Removing Duplicates
196

· Grouping and Outlining Data
197

· Using Subtotals
199

· Consolidating Data by Position or Category
201

· Consolidating Data Using Formulas
203

· Working with the Web and External Data
204

· Inserting a Hyperlink
205

· Creating a Web Page from a Workbook
207

· Importing Data from Access or Text Files
208

· Importing Data from the Web and Other Sources
210

· Working with Existing Data Connections
212

· Working with Macros
214

· Recording a Macro
215

· Playing and Deleting a Macro
217

· Adding a Macro to the Quick Access Toolbar
218

· Editing a Macro’s Visual Basic Code
219

· Inserting Code in a Macro
220

· Working with Objects
222

· Inserting Clip Art
223

· Inserting Pictures and Graphics Files
224

· Formatting Pictures and Graphics
225

· Inserting Shapes
227

· Formatting Shapes
229

· Resize, Move, Copy and Delete Objects
231

· Applying Special Effects to Objects
232

· Grouping Objects
233

· Aligning Objects
234

· Flipping and Rotating Objects
235

· Layering Objects
236

· Inserting SmartArt
237

· Working with SmartArt Elements
238

· Formatting SmartArt
240

· Using WordArt
242

· Inserting an Embedded Object
243

· Inserting Symbols
244

· Advanced Topics
245

· Customizing the Quick Access Toolbar
246

· Using and Customizing AutoCorrect
248

· Changing Excel’s Default Options
250

· Recovering Your Documents
251

· Using Microsoft Office Diagnostics
253

· Viewing Document Properties and Finding a File
254

· Saving a Document as PDF or XPS
255

· Adding a Digital Signature to a Workbook
257

· Preparing Documents for Publishing and Distribution
258

· Publishing a Workbook to a Document Workspace
259

· Appendix of Common Functions
260

· Financial Functions
261

· Date & Time Functions
263

· Math & Trig Functions
265

· Statistical Functions
267

· Lookup & Reference Functions
268

· Database Functions
269

· Text Functions
270

· Logical Functions
271

