Advanced Excel 2010

Gold Reef City Oppenheimer Conference & Banqueting Centre JHB
2 — 4 May 2012
Protea Hotel Sea Point Cape Town
16 — 18 May 2012
Protea Hotel, Beach Front Durban

30 May — 1 June 2012

All Registered Delegates Receive A FREE Laptop or Blackberry

Course Highlights

Welcome to the Microsoft Excel 2010 Advanced workshop. Excel is the world’s premier spreadsheet
software. You can use Excel to analyze numbers, keep track of data, and graphically represent your
information. With excel 2010, you can manage more data than ever, with increased worksheet and
workbook sizes. Excel also makes your job easier by providing an easy to use interface, and an array
of powerful tools to help you turn your data into usable information — better information leads to better

[

‘ decision making! .

® Who should attend O
—‘

Administration Manager

* Personal Assistant (PA)

» Administration Support

* Executive Assistant (EA)
* Secretary

* Receptionist

» Marketing Co-coordinator
» Marketing Secretary

+ Office Manager

* Executive PA
* Management Team Assistant
* Accounts Secretary

* Administration Team Leader
» Marketing Administrator
« Administrator Excl. VAT

* Corporate Co-coordinator
* HR personnel

* Registry clerks

+ Database admin \f — -

* Support services % %gsg‘é‘ﬁ!sg =
« Junior managers

» Middle managers

* Supply chain practitioners
* Finance personnel

Course registration will be at 07h30 on the first day with the course starting at 08h00 on all 3 days. There will be breaks fo
mid-morning refreshments at 10H30, Networking lunch at 12H00 and mid-afternoon refreshments at 15H00. The course
will finish at 16H30 on day 1 & 2 & at 15H00 on day 3.

Tel: 011 024 6538 Fax: 086 573 4430 Email: info@renaissancecorg.com Website: www.renaissancecorg.com




Day One

Module One: Getting Started
Workshop Objectives
Module Two: SmartArt and Objects

. Inserting SmartArt

. Adding Text to a Diagram

. Resizing and Moving the Diagram

. Resetting the Diagram

° Adding Pictures from Your Computer
° Adding Clip Art

° Adding Text Boxes

. Drawing Shapes

° About the Contextual Tabs

Module Three: Auditing

° Tracing precedent cells

° Tracing the dependents of a cell

. Displaying Formulas Within the Sheet

° Adding, Displaying, Editing, and Removing Comments

Module Four: Creating Charts

. Inserting a Chart

° Overview of the Chart Tools Tab

. Understanding the Parts of a Chart

. Changing the Chart Style

. Resizing and Moving the Chart
Day Two

Module Five: Creating Pivot Tables

. Inserting a Pivot Table

. Choosing Fields and Grouping Data

. Overview of the Pivot Table Tools Tabs

Module Six: Working with Pivot Tables and Pivot

Charts

. Changing the Data Displayed and Refreshing the Pivot Table
. Applying a Style to Your Pivot Table

. Creating a Pivot Chart from a Pivot Table

. Creating a Pivot Chart from Data

° Some Real-Life Examples

Module Seven: Macros

(] Displaying the Developer Tab

(] Recording and Running Macros

L] Changing the Security Level

(] Customizing and Changing the Quick Access Toolbar

Module Eight: Solving Formula Errors

(] Using Named Ranges
(] Understanding Formula Errors
(] Using the Trace Errors Commands
(] Using Error Checking
(] Evaluating Formulas
Day Three

Module Nine: Using What If Analysis

(] Using Goal Seek

(] Using the Scenario Manager
(] Using a One Input Data Table
(] Using a Two Input Data Table

Module Ten: Managing Your Data

(] Transporting Data from Rows to Columns
(] Using the Text to Columns Feature

(] Checking for Duplicates

(] Creating Data Validation Rules

(] Consolidating Data

Module Eleven: Grouping and Outlining Data

(] Grouping Data
(] Adding Subtotals
(] Viewing Grouped and Outlined Data

Course registration will be at 07h30 on the
first day with the course starting at 08h00 on
all 3 days. There will be breaks for mid-
morning refreshments at 10H30, Network-

ing lunch at 12H00 and mid-afternoon re-
freshments at 15H00. The course will finish
at 16H30 on day 1 & 2 & at 15H00 on day 3.

Tel: 011 024 6538 Fax: 086 573 4430 Email: info@renaissancecorg.com Website: www.renaissancecorg.com




ADVANCED EXCEL Re gistration Form
R 8 4 9 9 Fax Completed & Signed Registration form to 086 573 4430
JHB 2-4 May 2012 [ ] CPT 16-18 May 2012 [ | DBN 30 May-1 June 2012 [ ]
Excl. VAT Fees include refreshment, lunch & comprehensive documentation only. Fees \Eég Nh’SSANGE

do not include accommodation & transport. For accommodation contact the B e SN SANISERS.
venue directly

(T —
Your Details Cancellation Poliﬂ

Please note that all speakers and topics were
confirmed at the time of going to press. However,
circumstances beyond the control of Renaissance
CityéééeééeéeéeéeéeéeéeéPost co@@ééééé . . . maynecessiate subsitutions, alterations or can-
cellations of the speakers and or topics and /or
event. The organiser reserves the right to alter,
Tel . . . . o L e . .|add.or.subtract from.the confent and. to. change.
the speakers or topics if required. Any substitu-
. tions or alterations will be updated on our website
EMAL oo in real time and on the final brochure in the con-
ference file. Delegate substitution is welcome.
However, Renaissance must be advised of the
substitution forty-eight (48) hours prior to the
event.

Authorising manager signature

Cancellations made within seven (7) days of

eeececececececeecececee. Renaissance receiving the signed registration
e . . . . . form, will be subject to a 25% administration fee.
By signing & returning this form you are accepting our cancellation Policy Thereafter the delegate/booking organisation

accepts full liability for the total registration
amount due. Cancellations received in writing no
later than seven (7) working days prior to the

Invoice Details

Attention Invoice to (INAMES). .......cuieiuiieieieaiae e e e e e e e s eeean conference will entitle delegates to receive a full

credit to be used at another Renaissance event

. valid for up to 12 calendar months from the date

. Emall: ...................................................................................................... of issuancel should payment have been made for
the event. Failure to cancel in writing and on time

B Y P FaX i will result in a forfeiture of the full amount paid.

‘ ® In the event that Renaissance cancels an event,
delegate payments at the date of cancellation will

‘ ® be credited to a future alternative or similar event
. to the same Rand value (client to select). This
credit will be valid for up to 12 calendar months
1. =T/ =1/ fr_om the date of issuance. In the event that Ren-
aissance postpones an event, delegate payments

at the postponement date will be credited towards

5 - 1 PPN the rescheduled date, If the delegate is unable to
Tl Cellin i attend the rescheduled event, the delegate will
receive a full credit towards a future Renaissance
2. =T/ =/ event. This credit will be valid for 12 months from
the date of issuance. No refunds will be available

2 g - 1 for cancellations or postponements.
B =Y Cellin i Renaissance is not responsible for any loss or

damage as a result of a substitution, alteration,
cancellation, or postponement of an event. Ren-
aissance shall assume no liability whatsoever if

5 44 1 PN this event is altered, rescheduled, postponed or

Tel: Cell: cancelled due to a unexpected event, unforeseen
................................................................................................ occurrence or any other event that renders pres-

4. MS./MIIS/IVIL.. .. ettt ettt et e e e e et e e e e e e e e e et een e eenan entation of the event imprudent, illegal or unfeasi-
ble. Examples of unforeseen occurrences shall

504 Include, but shall not be limited to: an act of God,
Institutional regulation, ban, suspension or re-

B =Y Celli i striction, war or apparent act of war, terrorism or
apparent act of terrorism, disaster, civil disorder,

5. MS./MIIS/IVIL.. .. ettt ettt et e e e e et e e e e e e e e e et een e eenan disturbance or riots leading to or resulting in the
disruption or curtailment of basic services such as

504 transportation and or any other emergency. Ren-
aissance does not have to prove that it used its

B =Y N Celliii e best endeavours to avoid rescheduling, cancelling

or altering an event for the client to hold Renais-

— ——— — ——— — — —— — — — e w® | sance harmless from all costs, damages and

hich i d by the client.
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