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Program Name: Microsoft Excel 2013 Certification Training
Program Type: Certificate
Program Length: 6 months
Hours: 70
Course Code: OGES383
Price: $595.00
Overview:
[bookmark: _GoBack]Microsoft Excel 2013 skills are important skills to have in any profession or workplace. More often, no matter the job, the ability to work with Excel spreadsheets is expected in the workplace. Developing skills and experience with Excel allows you to work independently and solve problems.
Through this Excel training, you will learn essential skills to create and edit basic worksheets and workbooks. You will learn advanced formulas, lists, and illustrations. You will then advance to adding charts, complex formatting, styles, and pivot tables. In the advance stages of the program, you will audit and analyze worksheet data to identify trends and progress. You will also strategically use data tools, collaborate with others, and create and manage macros.
Requirements:
This program can only be taken on a PC. It is not Mac compatible. It is compatible with Windows XP and later operating systems and you will need the latest version of Internet Explorer, Firefox, Chrome, or Safari.
We highly recommend that you use Firefox or Chrome in place of other web browsers.
Adobe Flash Player and Adobe Acrobat Reader are required for this program.
You will need Microsoft Excel 2013 for this program.
Manuals are included as downloadable PDFs throughout the program.
Prerequisites:
Students should be familiar with using a personal computer, mouse, and keyboard. They should be comfortable in a Windows environment, and have the ability to launch and close activities and navigate to information stored on the computer. They should also have an ability to manage files and folders.
Outline:
Introduction to Microsoft Excel 2013
I. Creating a Microsoft Excel Workbook
II. The Ribbon
III. The Backstage View (The File Menu)
IV. The Quick Access Toolbar
V. Entering Data in Microsoft Excel Worksheets
VI. Formatting Microsoft Excel Worksheets
VII. Using Formulas in Microsoft Excel
VIII. Working with Rows and Columns
IX. Editing Worksheets
X. Finalizing Microsoft Excel Worksheets
XI. Microsoft Excel (2013) New Features
XII. Introduction to Microsoft Excel 2013 Exam
 Intermediate Microsoft Excel 2013
I. Advanced Formulas
II. Working with Lists
III. Working with Illustrations
IV. Visualizing Your Data
V. Working with Tables
VI. Advanced Formatting
VII. Microsoft Excel (2013) New Features
VIII. Intermediate Microsoft Excel 2013 Exam
Advanced Microsoft Excel 2013
I. Using Pivot Tables
II. Auditing Worksheets
III. Data Tools
IV. Working with Others
V. Recording and Using Macros
VI. Random Useful Items
VII. Microsoft Excel (2013) New Features 
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