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Overview

Organizations the world over rely on information to make sound decisions regarding all manner of
affairs. But with the amount of available data growing on a daily basis, the ability to make sense of
all of that data is becoming more and more challenging. Fortunately, this is where the power of

Microsoft® Excel® can help.

Excel can help you organize, calculate, analyze, revise, update, and present your data in ways that
will help the decision makers in your organization steer you in the right direction. It will also make
these tasks much easier for you to accomplish, and in much less time, than if you used traditional
pen-and-paper methods or non-specialized software. This course aims to provide you with a
foundation for Excel knowledge and skills, which you can build upon to eventually become an

expert in data manipulation.
Course Objectives:
In this course, you will learn fundamental Excel skills.

You will:

Familiarize yourself with Excel’s layout, its various parts, its commands, and its terminology.

Outline Excel’s abilities to quickly, efficiently, and accurately calculate data.

Update worksheets without throwing away all of the valuable work you've already done.

Format a worksheet and organize your data.

Print workbooks.


https://toptalentlearning.com/

e Manage the overall structure of your workbooks.

Target Student:

This course is intended for students who wish to gain the foundational understanding of Excel that

is necessary to create and work with electronic spreadsheets.

Lesson 1: Getting Started with Excel

Topic A: Navigate the Excel User Interface

Topic B: Use Excel Commands

Topic C: Create and Save a Basic Workbook

Topic D: Navigate in Excel for the Web

Topic E: Enter Cell Data

Lesson 2: Performing Calculations

Topic A: Create Worksheet Formulas

Topic B: Insert Functions

Topic C: Reuse Formulas and Functions

Lesson 3: Modifying a Worksheet

Topic A: Adjust Cells, Columns, and Rows

Topic B: Search for and Replace Data

Topic C: Use Proofing and Research Tools

Lesson 4: Formatting a Worksheet

Topic A: Apply Text Formats

Topic B: Apply Number Formats

Topic C: Align Cell Contents

Topic D: Apply Colors, Borders, and Styles

Topic E: Apply Basic Conditional Formatting



Lesson 5: Printing Workbooks

Topic A: Preview and Print a Workbook

Topic B: Set Up the Page Layout

Topic C: Configure Headers and Footers

Lesson 6: Managing Workbooks

Topic A: Manage Worksheets

Topic B: Manage Workbook and Worksheet Views

Topic C: Manage Workbook Properties

Course Schedule

Date

04/22/2026

04/14/2026

05/05/2026

04/17/2026

06/18/2026

05/15/2026

Time

08:00 AM - 04:00 PM CT

08:00 AM - 04:00 PM CT

08:00 AM - 04:00 PM CT

08:00 AM - 04:00 PM CT

08:00 AM - 04:00 PM CT

08:00 AM - 04:00 PM CT

Why Professional Choose TOPTALENT?

Dedicated Texas-Based Support

Price

295.00

295.00

295.00

295.00

295.00

295.00

Options

Buy Now

Enroll

Buy Now

Enroll

Buy Now

Enroll

Buy Now

Enroll

Buy Now

Enroll

Buy Now

Enroll

Get assistance every step of the way from our Texas-based team, ensuring your training

experience is hassle-free and aligned with your goals.

3000+ Curated Professional Courses
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Access an extensive portfolio of over 3000 courses across IT, Business Application and Leadership -

Designed to meet evolving Industry demands

95% Client Approval Rating

Trusted by professionals nationwide our 95% approval rating reflects consistent quality,

measurable impact and exceptional service.

Certified Industry Instructor

Learn from professionaly certified experts with real world experience and a proven commitment to

learner success.

For questions

call:

(469) 721-6100

Email:

info@toptalentlearning.com

Find More Training

FAQ

What if | have to reschedule my class due to conflict?

Ten (10) business days’ notice is required to reschedule a class with no additional fees. Notify
TOPTALENT LEARNING as soon as possible at 469-721-6100 or by written notification to

info@toptalentlearning.com to avoid rescheduling penalties.

How do | enroll for this class?

Please contact our team at 469-721-6100; we will gladly guide you through the online purchasing

process.


https://toptalentlearning.com/contact-us
https://toptalentlearning.com/contact-us
https://toptalentlearning.com/find-training

What happens once | purchase a class?

You will receive a receipt and an enrollment confirmation sent to the email you submitted at
purchase. Your enrollment email will have instructions on how to access the class. Any additional

questions our team is here to support you. Please call us at 469-721-6100.

What is your late policy?

If a student is 15 minutes late, they risk losing their seat to a standby student. If a student is 30
minutes late or more, they will need to reschedule. A no-show fee will apply. Retakes are enrolled

on a stand-by basis. The student must supply previously issued courseware. Additional fees may

apply.

What happens when | finish my class?

You will receive a ‘Certificate of Completion’ once you complete the class. If you purchased an
exam voucher for the class, a team member from TOPTALENT LEARNING will reach out to discuss

your readiness for the voucher and make arrangements to send it.



