@ Quality Online IT Training - Anywhere - Anytime

Many businesses are finding that they are upgrading their Office suite to 2007 either due to a
decision by the IT department or by a need to buy new hardware and therefore corresponding
new software. The immediate reaction of new users to Office 2007 is one of horror and ‘where
has that button gone’. Users then tend to use those bits of Office that they used to use without
exploring any of the new features or finding easier ways of doing things. This course will take
you around Excel 2007 and help you to understand how you can benefit from the new features,
save time and make your life easier.

We talk to you first to see how you would like to use Excel 2007 in your business. Normally, the
following will be covered at a minimum:

¢ Understand how the ribbon is structured; use the quick access toolbar for your commonly used
buttons.

e Use the variety of graphs that are available in Excel 2007. Change axis, title, colours, etc.
¢ Use filters, conditional formatting and grouping to view your data
¢ Create Pivot tables and Pivot graphs to analyse your data

e See trends and find exceptions in your data
o Create ‘what if’ scenarios

e Explore the functions that would help your business (Sum, Average, Max, IF, Countlf, Sumlf, etc.)

The package consists of a series of 4 one - to - one hour long sessions with your trainer. You will
together discuss your business by phone, discuss how you currently use Excel 2007 and what you
would like to be able to do. Using a virtual classroom, you can share your screen with your
trainer to look around Excel 2007. You will be provided with exercises to practice the new skills
and you have the opportunity to change your own documents if you would like. You will be
given How To .... Excel 2007 guides after the sessions.

Up to 1 hours of ad hoc support will be available for 3 months following the final session.

The cost of the package is £280 including a headset.

To book your package, please contact

mary@concisetraining.net

© 2009


mailto:mary@concisetraining.net?subject=Excel%202007

