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Excel Online Training Best Practice: 

Let's ensure a smooth training experience. To maximize your learning experience and minimize disruptions, 
please note the following guidelines: 

 Log in 15 minutes early for the first session of each level to resolve any technical issues.
 Test your microphone, camera and audio controls a few days before each session.
 Desktops and laptops are both acceptable. (A mouse is recommended over a laptop trackpad.)
 For best results, use two monitors if possible: one for the course and one to follow instructor exercises.
 Apple PC, iPads and mobile devices are not recommended.

Course descriptions 

Excel Training: Level 1 Essentials 
Tuesday, November 18, 2025 and Thursday, November 20 2025 | Time: 9:00am – 12:00pm 
2 sessions of 3 hours each  
Tired of wrestling with spreadsheets? This practical Excel course empowers you to conquer your data. 
Learn essential techniques, from formatting and worksheet management to creating dynamic, conditionally 
formatted tables. Build powerful formulas using BEDMAS, mastering SUM, AVERAGE, MIN, MAX, 
VLOOKUP, and DATE functions. Unlock the secrets of absolute and relative references, subtotaling, and 
insightful chart creation. Transform data chaos into clarity. 

Level 2: Advanced 
Tuesday, November 25, 2025 and Thursday, November 27, 2025 | Time: 9:00am – 12:00pm 
 2 sessions of 3 hours each  
Level up your Excel skills. Create dynamic Pivot Tables and Charts for data visualization. Master powerful 
conditional functions (AVERAGEIFS, COUNTIFS, SUMIFS, nested IFs). Turbocharge formulas with comparison 
operators (>, <, >=, <=) for efficient logic. Discover Flash Fill, report outline functions, cross-sheet formula 
linking, and data validation. 

Why Enroll? 
• Interactive Learning: Follow along with our expert instructor in real time.
• Comprehensive Coverage: We've got you covered from basics to advanced techniques.
• Practical Skills: Apply what you learn immediately to your work or personal projects.
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