Excel 2010 Advanced

Section 1 — Advanced Worksheet Setup
Working with Named Ranges

Naming a Range
Selecting a Named Range
Editing the Name Definitions
Using Named Ranges in a Formula
validating entries in a cell
Documenting your Workbook with Comments
Adding and Editing Comments
Displaying and Printing Comments
Flagging Entries with Conditional Formatting
Find Cells that have Conditional Formats
Change, Add or Remove Conditional Formats

Section 2 — Advanced Calculation Techniques
Function Overview

PLACING FUNCTIONS ON THE WORKSHEET
Utilizing more advanced functions

PMT

ROUND

VLOOKUP

COUNTIF

IF

Nested Functions

The AND/OR Clauses

Text Manipulation Functions

Section 3 — Troubleshooting Formulas
Using Formula Auditing Tools

Tracing Precedents and Dependents

Evaluating Formulas and Monitoring Cell Values

Section 4 — Working with PivotTables
Pivot Tables

Rearranging Fields
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The Report Filter
The Slicer

Grouping Column or Row Headings
Changing the Display of Data
Showing Detail
Show Report Filter Pages
Refreshing the PivotTable
PivotTable Options
PIVOT CHARTS
Creating a PivotChart Report
MODIFYING THE DATA DISPLAYED IN A

Section 5 — An Introduction to Macros
Overview of Macros

Possible Uses for Macros
The Science behind Macros
Planning and Rehearsing the Macro
Recording a Macro
RUNNING THE MACROS
Opening a File Containing a Macro
Running a Macro from a Shortcut Key
Choosing a Macro to Run from a List
Changing a Macro’s Options

Section 6 — Protecting a Worksheet
Overview of Worksheet or workbook protection

Protect Worksheet

Section 7 — Forecasting with Excel
Working with Scenarios

Using the Goal Seek Tool
Working with the Solver

Preparing the Solver for First-time Use
Using the Solver
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PIVOT CHART REPORT

Appendix — Importing Data from Outside Excel
Overview of Text Files

Importing a Text File

Importing Fixed Width Text Files
Importing Delimited Text Files

Parsing Text to Multiple Columns
Copying External Data into Excel
Other useful shortcut keys
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