
Overview
Welcome to the third part of our Microsoft Office Excel training program. This 
version of Excel incorporates some new features and connectivity options in 
efforts to make collaboration and production as easy as possible.

This course is intended to help all users get up to speed on the different aspects 
of Excel, including some of its more advanced features. We will cover how to 
automate worksheet functionality, audit worksheets, analyse data, work 
with multiple workbooks, export Excel data, as well as import and export XML 
data.

By the end of this course, users should be comfortable with automating worksheet 
functionality, auditing worksheets, using a variety of different analysis tools, 
working effectively with multiple workbooks, exporting Excel data, as well as 
importing and exporting

Features and Benefits
1. This is an authorised Microsoft Official Course (MOC), a preparation course  
 for MOS: Microsoft Office Excel 77-727 certification exam. 

 
2. This course is accredited with MICT SETA upon successful completion of your  
 Portfolio of Evidence (PoE) for Unit Standards 258879 & 258876. 

 
3. Learnfast offers accredited courses for clients who choose the 
 credit-bearing option. An additional fee is payable for accredited courses &  
 exam vouchers.
4. Get 12 months access to your course via our myWay Learning Platform  
 that includes video lectures, extra resources, questionnaires and much more. 
5. Take full advantage of our new Hybrid Learning by attending on campus or  
 virtually. Have all your classes ready to be downloaded and watched,  
 anytime, anywhere.

 
6. Attendees will learn practical skills which can be applied in the work  
 environment.
7. Complete all three levels of Excel training and prepare to write the
 internationally recognized Microsoft Office Specialist (MOS) examination.

  

Duration
In Class/Virtual Class, Hybrid Learning 
1 Day (08:30 – 16:00) Classes are 
presented via our Hybrid Learning 
allowing learners the flexibility to attend 
on campus or in the comfort of their 
home or workplace.

Online, Mentored Learning 
12 Months  Self-paced, access anytime, 
anywhere via our myWay Learning 
Platform.

   

Microsoft Office Excel Advanced

Course Prerequisites
It is assumed that the learner: 
• has an understanding of the materials covered in the second part of the 
 Microsoft Office Excel.
• communication at NQF Level 2/3.
• computer Literacy at NQF Level 2/3.
• mathematical Literacy at NQF Level 3.

Accredited By
MICT SETA: ACC/2012/07/748
Microsoft Learning partner

Unit Standards
U258879, NQF3, Credits: 3 & 
US258876, NQF4, Credits: 3

Microsoft Certification
Microsoft Office Specialist (MOS) 
Certification upon successful 
completion of the international 
exam 

Payment Options
Full course fee payable upfront or 
apply for our 3 Month Finance Option 
(Deposit R2000 upfront, 3 Months’ 
payment terms)

An additional fee is payable for 
accredited courses & exam vouchers. 

   

Course Accreditations
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Course Outline
Module 1: Enhancing Workbooks
Your workbooks can be customized in a number of different ways. In this topic you 
will learn how to customise in more ways.
• Customize workbooks
• Create and use templates
• Protect file

Module 2: Automating Worksheet Functionality
This section looks at speeding up repetitive tasks such as adding automatic 
worksheet functionality to spreadsheet.
• Update workbook properties 
• Create and edit a macro 
• Apply conditional formatting 
• Add data validation criteria to a workbook

Module 3: Analysing and Presenting Data
This section looks at analysing data and presenting data in an easy to understand 
manner.
• Create Sparklines 
• Create a Data List Outline 
• Perform statistical analysis with the Analysis ToolPak
• Create interactive data with Power View

Module 4: Import and Export Data
This section looks at importing and exporting data to and from Excel.
• Export Excel data 
• Import a delimited text file 
• Integrate Excel data with the web 
• Create a web query 
• Import and export XML data

Module 5: Managing large Workbooks
After completing this module, the learner will be able to consolidate, link and sort 
data within spreadsheets.
• Consolidate data
• Merge workbooks 
• Sort and filter dat

Module 6: Analysing data within PivotTables, Slicers and PivotCharts
One of the most powerful tools that you have your disposal when analysing 
data in Excel is the PivotTable. It is important to understand how they work and gain 
some fundamental understanding of their purpose before creating PivotTables of 
your own data.
• Create a PivotTable
• Filter data using slicers
• Analyze data using PivotCharts

Module 7: Analysing Data with Logical and Lookup Functions
While you are now familiar with Excel’s more commonly used functions, you 
still need to learn about some of its more specialized ones. In this topic you will learn 
about functions that are specific to text analysis.
• Use text functions 
• Use logical functions 
• Use lookup functions 
• Use date functions 
• Use financial functions 
• Use specialised functions

 

 

    

Delivery Methods
• Campus-based  
• On-Site  
• Virtual Live  
• Online Self-paced  

   

What you get
On completion the learner will earn: 
 
• Certificate of Completion from 
 Microsoft
• Certificate of Competency from 
 MICT SETA upon successful completion 
 of the PoE process (Moderated and 
 found competent)

Note: All certificates are electronically 
issued.     

   

Outcomes and 
Objectives
Upon completion of this course and 
successful assessment, learners will 
have acquired these skills
   
• Outlining data in a spreadsheet.
• Modifying the display of spreadsheet data.
• Applying conditional formatting to data.
• Creating and use templates.
• Working with comments.
• Importing and exporting text files.
• Consolidating and linking data within 
 spreadsheets.
• Applying filters and use forms in a 
 spreadsheet.
• Creating and using macros.
• Combining and comparing large sets of 
 data in a spreadsheet.
• Use specialised functions. 
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