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Course Facilitator
The course is facilitated by Zunaid Khan CA(SA), MBA, B.Sc.(Comp.Sci.)

Course Delivery
The course consists of video based training delivered online.

It is self-paced, consists of 32 lessons making up over 3 hours of video and will 
take approximately 8 hours to complete.
 
Full online support is provided on our forum should you require any help with 
the material.

Certification
An online assessment is included with the course. On passing the online 
assessment a certificate will be issued to you.

You have up to 1 year from the date of registration to take the online 
assessment.

Software Requirements
You require Microsoft Excel 2016 or later in order to complete this course.

If you don’t already have Microsoft Excel 2016 or later, you can get a free 30 day 
trial of Office 365 which includes the latest version of Microsoft Excel.

This will provide you with sufficient time to complete the course. 



Course Outline
An Overview of Microsoft Excel 
Introduction 
Ribbon Customisation 
Quick Access Toolbar 
Excel Options 
 

Selecting Cells 
Working with Sheets 
Inserting and Deleting Rows and Columns 
Autofit Columns and Rows 
Autofill 

Workbooks and Worksheets 

Freeze Panes 
Hiding and unhiding rows and columns 
Split Panes 

Creating Multiple Views 

Font Settings 
Borders 
Formatting Numbers 
Alignment formatting 
Format Painter and Clear Formats 
Table formatting 

Formatting and Editing Worksheets 

Printing Introduction 
Printing (continued) 
Copy Print Settings from one sheet to another 
Layout Options 
 

Printing and Page Setup

Microsoft Excel is a versatile 
spreadsheet program used for data 
management, analysis, and 
visualization. It offers a wide range of 
functions to help users efficiently 
work with their data.

Customizing the Ribbon in Excel 
allows users to personalize their 
workspace by adding or removing 
specific commands for quick access. 
This customization enhances 
efficiency by tailoring the interface 
to individual needs and workflow.

The Quick Access Toolbar in Excel 
provides quick access to commonly 
used commands, reducing the time 
spent searching through menus. By 
adding frequently used commands 
to the toolbar, users can improve 
productivity and streamline their 
tasks.

Excel Options enable users to 
customize program settings to suit 
their preferences. This customization 
allows users to optimize Excel 
according to their specific 
requirements, enhancing their 
experience and workflow efficiency.

Workbooks in Excel help organize 
related data into separate sheets, 
facilitating better data management 
and organization. Worksheets within 
a workbook enable users to segment 
their work and focus on different 
aspects of a project within a single 
file.
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Course Outline (cont.)
Working with Formulas 
Autosum 
Absolute and Relative Referencing
 

Introduction to Functions 
The TEXT function 
Database Functions 

Using Functions 

Introduction to Charts 
Changing the Source Data Range and Filters 
Combo Chart 

Charts 

The Autosum feature in Excel 
simplifies the process of summing 
up values in a column or row by 
automatically generating the SUM 
function. This tool saves time and 
reduces the likelihood of errors 
when calculating totals.

Understanding absolute and relative 
referencing in Excel allows users to 
control how cell references behave 
when copied or moved. Absolute 
referencing ($) keeps a reference 
constant, while relative referencing 
adjusts the reference based on the 
new location. This flexibility 
enhances formula accuracy and 
efficiency.

Excel functions provide powerful 
tools for performing various 
calculations and manipulations on 
data. By utilizing functions, users can 
automate tasks, streamline 
workflows, and ensure accurate 
results in their spreadsheets.

Charts in Excel offer a visual 
representation of data, making it 
easier to interpret and analyze 
trends, comparisons, and patterns. 

Using charts enhances data 
visualization and communication, 
facilitating better decision-making 
processes.

Microsoft Excel 
Intermediate Course



Microsoft Excel 
Intermediate Course


