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Excel Essentials Training — Master
the Foundations for Professional
Efficiency

Excel

e Familiarize yourself with the Excel interface: Ribbon, Quick Access
Toolbar, and menus

e Understand the structure of an Excel file: workbooks, sheets, and cells

e Manage data efficiently: auto-fill, freeze panes, and smooth navigation

e Boost your productivity with essential keyboard shortcuts and time-
saving tricks

e Customize your workspace for a streamlined experience

e Create, name, and organize tabs to structure your work effectively

e Create custom names for cells or data ranges

e Navigate large spreadsheets easily using named references

e Manage and edit names using Excel’s Name Manager

e Insert named ranges into formulas for greater clarity and control

e Apply automatic formatting to improve table readability

e Create and reuse custom styles for a consistent design

e Use conditional formatting to highlight key data points

e Master sorting and filtering tools for data analysis

e Adjust cell formats for numbers, dates, currency, and text

e Set up your tables for clean, print-ready output (margins, orientation,
headers)

e Understand the difference between relative and absolute references

e Search, insert, and combine functions to automate calculations

e Work with foundational formulas: SUM, AVERAGE, MAX, TODAY

e Implement logical formulas (IF), text functions, and date calculations
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