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Can you do the following using Microsoft Excel 
 

 Look at each page and see if you know how to do it? Tick off the ones you 

know! 

 Often there is more than one way to achieve anything in Excel. We can 

show you all the ways so that you can choose the best to suit your needs. 

 If you spend more than 15 minutes on any task in Excel there must be a 

better way! 

 We can show you all these tricks and more at our live courses! 

 

Courses we offer 

Advanced Excel 

Pivot Tables 

Graphing 

Excel Fundamentals 

VBA Macros 

Financial Modelling 

 

Book Downloads 

Handling Dates in Excel 

Pivot Tables in Excel  
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Create Reports from Big Dataset (quickly) 
Turn a list of data like this (actually has 1000’s rows of data) 

 

Into this- In 3 minutes/ 3 steps 

 

Courses to Consider: 3 Day Advanced Excel/ Pivot Table Course 

Book Downloads: Pivot Tables in Excel 
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Clean your data extracts 
Turn a messy report (pdf extract, accounting system download etc) like this 

 

Into this in 5 minutes, 3 steps, 2 different ways 

 

Courses to Consider: 3 Day Advanced Excel/ 2 Day Advanced Excel 
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Fill in the spaces in a report 
Turn a report with empty cells that need to be filled  

 

Into a usable database in 2 minutes, 3 clicks, 2 different ways 

 

Courses to Consider: 3 Day Advanced Excel/ 2 Day Advanced Excel 
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Remove Duplicate entries from a list 
Turn a report with duplicate records in it (yellow rows) 

 

Into a report with only the unique records in 3 steps, 1 minute, 2 different ways 

 

Courses to Consider: 3 Day Advanced Excel/ 2 Day Advanced Excel 
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Change cells from rows to columns or vica versa 

(and keep them linked!) 
Take a row/s of cells 

 

 

And turn them into a column/s of cells in 1 minute, 3 clicks 

 

Courses to Consider: 3 Day Advanced Excel/ 2 Day Advanced Excel 
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Change dates into formats acceptable for excel 
Turn dates that Excel struggles to recognise 

 

Into recognisable dates in 2 minutes, +-6 clicks, 2 different ways 

 

Courses to Consider: 3 Day Advanced Excel/ 2 Day Advanced Excel 

Book Downloads: Handling Dates in Excel 
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Watch other areas of a spreadsheet while you work 
Watch one area of your spreadsheet while you work on another (or another 

spreadsheet!) 

1 click, <1 minute 

 

Courses to Consider: 3 Day Advanced Excel/ 2 Day Advanced Excel 
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Format cells to include the units in the cell (but not 

have it affect your calculations) 
Incorporate the unit of measure into the cell (without affecting its ability to do 

calculations) 

1 click, <1 minute 

 

Courses to Consider: 3 Day Advanced Excel/ 2 Day Advanced Excel 
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Find the Duplicate entries in a list 
Create formula to determine where the duplicates are in a spreadsheet 

1 click, <1 minute, 2 different ways 

 

 

Courses to Consider: 3 Day Advanced Excel/ 2 Day Advanced Excel 
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Automatically Change the colours of your cells 

based on the content of your cells 
Highlight cells based on their contents (e.g. green is good, red is bad and yellow 

is in between) 

1 minute, 3 clicks 

 

Courses to Consider: 3 Day Advanced Excel/ 2 Day Advanced Excel 
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Graphing 
Create meaningful graphs that can incorporate the following features 

 Add a second level of horizontal access (months and years shown) 

 Have 2 axis’s (sales and degrees centigrade) 

 Have different chart types on the same file (column and line chart) 

 Conditional Format the colours of chart ( columns change colour for the 

seasons) 

 Add your own icons into the chart so that they move automatically 

(umbrella for rainy months) 

 

 

Courses to Consider: 3 Day Advanced Excel/ Graphing Course 
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Hide rows and columns so that they are easy to 

navigate 
Enhance the navigation of your spreadsheet when hiding rows and columns 

1 minute, 2 clicks 

 

Courses to Consider: 3 Day Advanced Excel/ 2 Day Advanced Excel 
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Make you spreadsheet operate like a web site and 

move around by clicking on the words 
Use hyperlinks to make it easier to move around your spreadsheet 

1 minute, 2 clicks 

 

Courses to Consider: 3 Day Advanced Excel/ 2 Day Advanced Excel 
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Join Together/ Split cells 
Easily break apart a cell or join many cells into a single cell 

3 minutes, 3 steps, many ways 

 

Courses to Consider: 3 Day Advanced Excel/ 2 Day Advanced Excel 
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Extracting the Unique Items from a list 
Identify only the unique items in a list, so turn this 

 

Into this in 3 steps, 1 minute, 3 different ways 

 

Courses to Consider: 3 Day Advanced Excel/ 2 Day Advanced Excel 
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Create a % of WITHIN the Pivot Table 
Incorporate your percentage calculations into your Pivot Tables 

1 minute/ 1 step 

 

Courses to Consider: 3 Day Advanced Excel/ Pivot Table Course 

Book Downloads: Pivot Tables in Excel 
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Create Multiple sheets out of a single pivot 
Create Multiple Pivot Tables for key segments 

1 minute/ 1 step 

 

Courses to Consider: 3 Day Advanced Excel/ Pivot Table Course 

Book Downloads: Pivot Tables in Excel 
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Other time saving techniques you can learn 
 Easily create drop down lists 

 Control what you allow users to enter in a cell (e.g. only allow numbers 

less that 100%) 

 How to create waterfall graphs (easily) 

 Print your documents without seeing all the error messages (REF, NA, 

VALUE etc) 
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