
 ESSENTIAL EXCEL SKILLS TRAINING 

OVERVIEW 

Microsoft Excel is a powerful tool 

essential for managing and presenting 

data in today’s working environment. In 

this Microsoft Office training course, you 

gain the knowledge and skills to create 

and edit worksheets, use formulas and 

functions, sort and filter detail data 

visually, and present summary 

information in a consumable and 

professional format. 

You Will Learn How To 

 Summarize data with Excel by 
incorporating formulas, 
formatting, and charts and graphs 

 Optimize your worksheets using 
templates, graphs, and formulas 

 Design simple to complex 
formulas by nesting Excel 
functions 

 Import, fine-tune, and share Excel 
data 

 Create, manage, and launch 
macros 

 

Course Outline  
 

1. Getting Started with Excel  

 What is Excel used for?  

 Using the menu system  

 The Quick Access Toolbar  

 The structure of a worksheet or 
workbook  

 Using the Formula bar  

 Using the Status bar  

 Navigation and mouse pointers  

 Shortcut menus and the Mini 
toolbar  

 Using the built-in help  

 Creating new files  
 
2. Entering Data  

 Exploring data entry and editing 
techniques  

 Entering data with AutoFill  

 Working with dates and times  

 Using Undo and Redo  

 Adding comments  

 Using Save or Save As  
 
 
 
 
 
. 

  

 

 

 

3. Creating Formulas and 
Functions  

 Creating simple formulas: 
Totals and averages  

 Copying a formula for 
adjacent cells  

 Calculating year-to-date 
profits  

 Creating a percentage-
increase formula  

 Working with relative, 
absolute, and mixed 
references  

 Using SUM and AVERAGE 
functions 

 

 



 

To register for this workshop send an 

email to training@classyright.com  or call 

the numbers below 

Banking Details 
Account name     : Classyright Business        
Consultancy 
Bank                      : Barclays Bank 
Account number : 2186 1000168 

Branch                   : Msasa 

Ecocash    0772 238 183 

NB. Kindly email proof of payment to: 
training@classyright.com   
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4. Formatting  

 Exploring font styles and effects  

 Adjusting row heights and column 
widths  

 Working with alignment and Wrap 
Text  

 Designing borders  

 Formatting numbers and dates  

 Conditional formatting  

 
5. Adjusting Worksheet Layout and Data  

 Inserting and deleting rows and 
columns  

 Hiding and un-hiding rows and 
columns  

 Moving, copying, and inserting data  

 Finding and replacing data 

 And many more  

Training Methodology 
Ideally, you must bring your own laptop 
with Microsoft Excel. The training course 
is interactive 
Investment: $630.00 per person 

Date            : 24 to 26 October 2018 

Venue         : Cresta Oasis Hotel, Harare 

Time            : 8:00 am to 4:30pm 

 

.  

 

Facilitator’s Profile 

Takudzwa Kwinjo holds a B. Tech 
in Financial Engineering 
He began his Excel Modelling 
career with CABS doing market 
and quantitative risk modelling. 
He is the founder of Quantitative 
Professionals Consulting and a 
Technical consultant for 
Modworld Consulting where he 
specializes in the development of 
spread sheet based solutions.  
 
 

WHO MUST ATTEND? 

This course is meant for people 

with a general working knowledge 

of Microsoft Excel and general 

computer proficiency 

 

 
Phone: 077 2 238 183 /0717 

115 000- Innocent 

077 4 072 745 - Sharon  
759 St Andrews Close, Hatfield 

Harare 
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