
Microsoft Excel 2016 Advanced 

 

Elements of this syllabus are subject to change. 

About this course 
The skills and knowledge acquired in Microsoft Excel 2016 - Level 3 are 
sufficient to be able to protect worksheet data, perform advanced data 
operations using summarising, data consolidations, filters and PivotTables, 
macros, and much more. 

At Course Completion 
After completing this course, students will be able to: 
 

• modify Excel options 

• protect data in worksheets and workbooks 

• import data into Excel and export data from Excel 

• use data linking to create more efficient workbooks 

• group cells and use outlines to manipulate the worksheet 

• create summaries in your spreadsheets using subtotals 

• use the Data Consolidation feature to combine data from several 
workbooks into one 

• create, use and modify data tables 

• create and work with scenarios and the Scenario Manager 

• understand and create simple PivotTables 

• construct and operate PivotTables using some of the more 
advanced techniques 

• create and edit a PivotChart 

• use advanced filters to analyse data in a list 

• use a variety of data validation techniques 

• create and use a range of controls in a worksheet 

• share workbooks with other users 

• create recorded macros in Excel 

Prerequisites 
Microsoft Excel 2016 - Level 3 assumes some knowledge of the software as 
well as a general understanding of personal computers and the Windows 
operating system environment. 
 
 

Course Details 

Course Code: INF1617 

Duration: 1 day 

Notes: 

• This course syllabus should be 
used to determine whether 
the course is appropriate for 
the students, based on their 
current skills and technical 
training needs.  

• Course content, prices, and 
availability are subject to 
change without notice. 

• Terms and Conditions apply 
 
Links: 

• View this course on our 
website 

• View the course schedule 

• Enquire about this course 
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