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MS Excel 365 - Advanced level  

Course Objectives 

This advanced MS Excel course is designed for users who have attended an intermediate level course 

or are already confident with the basic features. 

By the end of this course, you will be able to work with logical functions such as IF, Nesting IFs, IFS 

and IFERROR as well as using COUNTA, COUNTBLANK, ROUND, SUMIF. Take advantage of Lookup 

Functions such as V and XLOOKUP. Work with Text functions and work with dates and times when 

using formulas.  Lastly understand when to use which chart to visualise data with. 

Estimated course duration is 3-4 hours. Each lesson takes on average 3-5 minutes to complete. 

Logical Functions 

• IF Function 

• Nesting Functions 

• AND & OR Functions 

• NOT Function 

• IFS Function 

• IFERROR Function 

• IF with AND & OR Functions 
 

Maths & Statistical Functions 

• COUNTA Function 

• COUNTBLANK Function 

• COUNTIF Function 

• ROUND Function 

• SUMIF Function 

• AVERAGEIF Function 

• INT Function 

• RANK Function 

• SMALL & LARGE Functions 
 

Lookup Functions 

• VSTACK Function 

• VLOOKUP Function 

• HLOOKUP Function 

• Using the INDEX Function 

• Using the MATCH Function 

• INDIRECT function 

• UNIQUE function 

• XLOOKUP Function 
 

Text Functions 

• Text case Functions 

• LEFT, RIGHT & MID Functions 

• TRIM Function 

• LEN Function 

• SEARCH Function 

• CONCATENATE & CONCAT Functions 

 

Working with dates and times 

• Calculations with dates 

• Calculations with times 

• Subtracting & adding date values 

• Date/Time functions 

• Age calculations 

• Adding & subtracting years, months & days 

• NETWORKDAYS function 

• WORKDAY function 

 

Exploring Charts 

• Value comparison charts (Column, Bar) 

• Category comparison charts (Pie, 

Doughnut) 

• Time related charts (Line, Area) 

• Data correlation charts (Scatter) 

• 3D Data charts (Bubble, Surface) 

• Financial charts (Stock) 

• Multiple criteria charts (Radar) 

• Data frequency charts (Histogram, Pareto) 

• Process charts (Waterfall, Funnel) 

• Visual analysis charts (Box & Whisker) 

• Hierarchical data charts (Sunburst, 

Treemap) 

• Geographical charts (Map) 

• Sparklines 

• Combined charts 

• Advanced chart editing 

• Advanced chart formatting 
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