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Course Description 
Microsoft® Excel Expert teaches students how to use a variety of intermediate and advanced features to merge 
workbooks, perform data analysis, and audit formulas in spreadsheets. Students also use summary functions, 
create PivotTables and PivotCharts, and work with macros.  

Students who complete this course will have reviewed all the exam objectives to prepare for: Microsoft Excel 
2013 Expert Exams #77-427 and #77-428. Successful completion of the certification exam provides a 
competitive advantage by validating the knowledge and skill sets for individuals who may be seeking 
employment or further job opportunities in their careers. 

Course Prerequisites 
This course assumes that students have completed the Microsoft Excel 2013 Core course or have equivalent 
Excel knowledge and experience.  

 Manage the worksheet environment 

 Create cell data 

 Format cells and worksheets 

 Manage worksheets and workbooks 

 Apply formulas and functions 

 Present data visually 

 Share worksheet data with other users 

 Analyze and organize data 
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Microsoft Excel 2013 Expert Outline 
 

Courseware Description 
Course Design 
Course Objectives 
Conventions and Graphics 

Lesson 1: Advanced Functions and 
PivotTables 
Lesson Objectives 
What are Functions? 

Using the Correct Syntax for 
Functions 

Inserting Functions 
Using Array Formulas 
Using Lookup Functions 

CHOOSE Function 
INDEX Function 
LOOKUP Function 
HLOOKUP and VLOOKUP 

Functions 
Date and Time Functions 
Transpose Function 
Creating and Managing Pivot Tables 

Creating a Pivot Table 
Format Pivot Table Data 
Customizing PivotTables 

Using the Data Slicer with a 
PivotTable 

Group Pivot Table Data 
Calculated Fields and Items 

PowerPivot 
Activating PowerPivot 
Connecting PowerPivot to Data 

Source 
PowerPivot Calculated Fields 
Manage Table Relationships 

Lesson Summary 
Review Questions 

Lesson 2: Advanced Charts, 
Conditional Formatting, and 
Checking Formulas 
Lesson Objectives 
Advanced Chart Elements 

Formatting a Simple Chart 
Add a Secondary Vertical Axis 
Dynamic Charts 
Animated Charts 
Custom Chart Templates 
Chart Trendline 

Conditional Formatting 
Basic Conditional Formatting 
Manage Conditional Formatting 

Rules 
Custom Conditional Formatting 

Using a Formula 
Custom Conditional Formatting 

Using a Function 

Checking for Formula Errors 
Using the Error Checking Tool 
Tracing Formula Errors 
Evaluate Formulas 
Manual Checking and Displaying 

Formulas 
Lesson Summary 
Review Questions 

Lesson 3: Filtering and Sharing 
Workbooks  
Lesson Objectives 
Advanced Filtering 

Using Advanced Filters 
Using Comparison Operators 

Workgroup Functions 
Creating a Shared Workbook 
Resolving Shared Workbook 

Conflicts 
Tracking Changes 
Showing the History of Changes 
Merging Workbooks 
Removing Shared Use of 

Workbooks 
Mark as Final 

Using Comments 
Internationalization 

Using International Currency and 
Number Formats 

Using International Currency 
Symbols 

Using Custom and International 
Date and Time Formats 

Using Accessibility Checker Tool 
+Body and +Heading Fonts 
Modify Tab Order 
Lesson Summary 
Review Questions 

Lesson 4: Custom Formatting and 
What-If Analysis 
Lesson Objectives 
Using Custom Cell Formats 

Using Custom Number Formats 
Using Custom Accounting Formats 
Using Custom Text Formats 
Using Custom Date and Time 

Formats 
User Defined Styles 

Creating and Modifying Cell 
Styles? 

Custom Color Formats 
What-If Analysis 

Manual What-If Analysis 
Using the Goal Seek Tool 
Working with Scenarios 
Using Cell Watch 

Fill Series 
Lesson Summary 
Review Questions 

Lesson 5: Pivot Charts and 
Advanced Formulas 
Lesson Objectives 
Pivot Charts 

Creating a PivotChart 
Changing Pivot Chart Options 
Pivot Chart Styles 

Using Advanced Functions and 
Features 

Financial Functions 
Nesting Functions 
Conditional Logic Functions 
Conditional Summary Functions 

Opening a Workspace 
Linking External Workbooks 

Referencing Other Worksheets in 
Formulas 

Linking Other Workbooks 
Modifying Workbook Links 
Removing Workbook Links 

Consolidating Data 
Lesson Summary 
Review Questions 

Lesson 6: Protecting and 
Configuring Workbooks 
Lesson Objectives 
Working with Templates 

Creating a Template 
Modifying Templates 
Copying Styles 
Deleting Templates 

Protecting Your Workbook 
Using Passwords 
Protecting the Worksheet 
Allow Ranges for Editing 
Protecting the Workbook 

Structure 
Protecting Workbook Files 

Form Fields 
Copy Macros 
Workbook Properties 

Accessing Workbook Properties 
Using the Document Inspector 

Changing Excel Formula Calculation 
Options 

Lesson Summary 
Review Questions 

Appendices 
Appendix A: Courseware Mapping 
Appendix B: Glossary of Terms 
Appendix C: Index 

 

© CCI Learning Solutions Inc.  2 



<<
  /ASCII85EncodePages false
  /AllowTransparency false
  /AutoPositionEPSFiles true
  /AutoRotatePages /All
  /Binding /Left
  /CalGrayProfile (Dot Gain 20%)
  /CalRGBProfile (sRGB IEC61966-2.1)
  /CalCMYKProfile (U.S. Web Coated \050SWOP\051 v2)
  /sRGBProfile (sRGB IEC61966-2.1)
  /CannotEmbedFontPolicy /Warning
  /CompatibilityLevel 1.5
  /CompressObjects /Tags
  /CompressPages true
  /ConvertImagesToIndexed true
  /PassThroughJPEGImages true
  /CreateJobTicket false
  /DefaultRenderingIntent /Default
  /DetectBlends true
  /DetectCurves 0.0000
  /ColorConversionStrategy /CMYK
  /DoThumbnails true
  /EmbedAllFonts true
  /EmbedOpenType false
  /ParseICCProfilesInComments true
  /EmbedJobOptions true
  /DSCReportingLevel 0
  /EmitDSCWarnings false
  /EndPage -1
  /ImageMemory 1048576
  /LockDistillerParams false
  /MaxSubsetPct 100
  /Optimize false
  /OPM 1
  /ParseDSCComments true
  /ParseDSCCommentsForDocInfo true
  /PreserveCopyPage true
  /PreserveDICMYKValues true
  /PreserveEPSInfo true
  /PreserveFlatness true
  /PreserveHalftoneInfo false
  /PreserveOPIComments false
  /PreserveOverprintSettings true
  /StartPage 1
  /SubsetFonts true
  /TransferFunctionInfo /Apply
  /UCRandBGInfo /Preserve
  /UsePrologue false
  /ColorSettingsFile ()
  /AlwaysEmbed [ true
  ]
  /NeverEmbed [ true
  ]
  /AntiAliasColorImages false
  /CropColorImages true
  /ColorImageMinResolution 300
  /ColorImageMinResolutionPolicy /OK
  /DownsampleColorImages false
  /ColorImageDownsampleType /Bicubic
  /ColorImageResolution 300
  /ColorImageDepth -1
  /ColorImageMinDownsampleDepth 1
  /ColorImageDownsampleThreshold 1.50000
  /EncodeColorImages false
  /ColorImageFilter /DCTEncode
  /AutoFilterColorImages true
  /ColorImageAutoFilterStrategy /JPEG
  /ColorACSImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /ColorImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /JPEG2000ColorACSImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /JPEG2000ColorImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /AntiAliasGrayImages false
  /CropGrayImages true
  /GrayImageMinResolution 300
  /GrayImageMinResolutionPolicy /OK
  /DownsampleGrayImages false
  /GrayImageDownsampleType /Bicubic
  /GrayImageResolution 300
  /GrayImageDepth -1
  /GrayImageMinDownsampleDepth 2
  /GrayImageDownsampleThreshold 1.50000
  /EncodeGrayImages false
  /GrayImageFilter /DCTEncode
  /AutoFilterGrayImages true
  /GrayImageAutoFilterStrategy /JPEG
  /GrayACSImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /GrayImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /JPEG2000GrayACSImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /JPEG2000GrayImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /AntiAliasMonoImages false
  /CropMonoImages true
  /MonoImageMinResolution 1200
  /MonoImageMinResolutionPolicy /OK
  /DownsampleMonoImages false
  /MonoImageDownsampleType /Bicubic
  /MonoImageResolution 1200
  /MonoImageDepth -1
  /MonoImageDownsampleThreshold 1.50000
  /EncodeMonoImages false
  /MonoImageFilter /CCITTFaxEncode
  /MonoImageDict <<
    /K -1
  >>
  /AllowPSXObjects false
  /CheckCompliance [
    /None
  ]
  /PDFX1aCheck false
  /PDFX3Check false
  /PDFXCompliantPDFOnly false
  /PDFXNoTrimBoxError true
  /PDFXTrimBoxToMediaBoxOffset [
    0.00000
    0.00000
    0.00000
    0.00000
  ]
  /PDFXSetBleedBoxToMediaBox true
  /PDFXBleedBoxToTrimBoxOffset [
    0.00000
    0.00000
    0.00000
    0.00000
  ]
  /PDFXOutputIntentProfile (None)
  /PDFXOutputConditionIdentifier ()
  /PDFXOutputCondition ()
  /PDFXRegistryName ()
  /PDFXTrapped /False

  /CreateJDFFile false
  /Description <<

    /BGR <>
    /CHS <FEFF4f7f75288fd94e9b8bbe5b9a521b5efa7684002000500044004600206587686353ef901a8fc7684c976262535370673a548c002000700072006f006f00660065007200208fdb884c9ad88d2891cf62535370300260a853ef4ee54f7f75280020004100630072006f0062006100740020548c002000410064006f00620065002000520065006100640065007200200035002e003000204ee553ca66f49ad87248672c676562535f00521b5efa768400200050004400460020658768633002>
    /CHT <FEFF4f7f752890194e9b8a2d7f6e5efa7acb7684002000410064006f006200650020005000440046002065874ef653ef5728684c9762537088686a5f548c002000700072006f006f00660065007200204e0a73725f979ad854c18cea7684521753706548679c300260a853ef4ee54f7f75280020004100630072006f0062006100740020548c002000410064006f00620065002000520065006100640065007200200035002e003000204ee553ca66f49ad87248672c4f86958b555f5df25efa7acb76840020005000440046002065874ef63002>
    /CZE <>
    /DAN <>
    /DEU <>
    /ESP <>
    /ETI <>
    /FRA <>
    /GRE <>

    /HRV <>
    /HUN <>
    /ITA <>
    /JPN <>
    /KOR <FEFFc7740020c124c815c7440020c0acc6a9d558c5ec0020b370c2a4d06cd0d10020d504b9b0d1300020bc0f0020ad50c815ae30c5d0c11c0020ace0d488c9c8b85c0020c778c1c4d560002000410064006f0062006500200050004400460020bb38c11cb97c0020c791c131d569b2c8b2e4002e0020c774b807ac8c0020c791c131b41c00200050004400460020bb38c11cb2940020004100630072006f0062006100740020bc0f002000410064006f00620065002000520065006100640065007200200035002e00300020c774c0c1c5d0c11c0020c5f40020c2180020c788c2b5b2c8b2e4002e>
    /LTH <>
    /LVI <>
    /NLD (Gebruik deze instellingen om Adobe PDF-documenten te maken voor kwaliteitsafdrukken op desktopprinters en proofers. De gemaakte PDF-documenten kunnen worden geopend met Acrobat en Adobe Reader 5.0 en hoger.)
    /NOR <>
    /POL <>
    /PTB <>
    /RUM <>
    /RUS <>
    /SKY <>
    /SLV <>
    /SUO <>
    /SVE <>
    /TUR <>
    /UKR <>
    /ENU (Xerox Digital Press Settings)
  >>
  /Namespace [
    (Adobe)
    (Common)
    (1.0)
  ]
  /OtherNamespaces [
    <<
      /AsReaderSpreads false
      /CropImagesToFrames true
      /ErrorControl /WarnAndContinue
      /FlattenerIgnoreSpreadOverrides false
      /IncludeGuidesGrids false
      /IncludeNonPrinting false
      /IncludeSlug false
      /Namespace [
        (Adobe)
        (InDesign)
        (4.0)
      ]
      /OmitPlacedBitmaps false
      /OmitPlacedEPS false
      /OmitPlacedPDF false
      /SimulateOverprint /Legacy
    >>
    <<
      /AddBleedMarks false
      /AddColorBars false
      /AddCropMarks false
      /AddPageInfo false
      /AddRegMarks false
      /ConvertColors /NoConversion
      /DestinationProfileName ()
      /DestinationProfileSelector /NA
      /Downsample16BitImages true
      /FlattenerPreset <<
        /PresetSelector /MediumResolution
      >>
      /FormElements false
      /GenerateStructure true
      /IncludeBookmarks false
      /IncludeHyperlinks false
      /IncludeInteractive false
      /IncludeLayers false
      /IncludeProfiles true
      /MultimediaHandling /UseObjectSettings
      /Namespace [
        (Adobe)
        (CreativeSuite)
        (2.0)
      ]
      /PDFXOutputIntentProfileSelector /NA
      /PreserveEditing true
      /UntaggedCMYKHandling /LeaveUntagged
      /UntaggedRGBHandling /LeaveUntagged
      /UseDocumentBleed false
    >>
  ]
>> setdistillerparams
<<
  /HWResolution [2400 2400]
  /PageSize [612.000 792.000]
>> setpagedevice


