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Chapter / Topic / Activity Session / Time to Complete

Chapter 1: Managing Workbooks

Topic 1A: Enable, Disable and Copy Macros between workbook Session 1 =90 min
Practice 1.1 Copy a Macro between workbooks
Quiz 1.1 Copy a Macro between workbooks
Topic 1B: References within Workbooks

Practice 1.2 Create an External Reference

Quiz 1.2 Create an External Reference

Topic 1C: Protecting Workbooks and Worksheets
Practice 1.3 Protect a Workbook

Quiz 1.3 Protect a Workbook

Topic 1D: Language Options Session 2 = 45 min
Practice 1.4: Use Translate

Quiz 1.4 Use Translate

Topic 1E: Configure Formula Calculation Options
Practice 1.5: Configure Calculation Options

Quiz 1.5 Configure Calculation Options

Project 1 Prepare Workbooks for Collaboration Session 3 =45 min

Estimated Time to Complete Chapter 3 sessions / 180 min = 3 hours

Chapter 2: Manipulate Data

Topic 2A: Flash Fill Session 4 = 45 min
Practice 2.1: Using Flash Fill
Quiz 2.1 Using Flash Fill
Practice 2.2: Using Fill Series
Quiz 2.2 Using Fill Series
Topic 2B: Data Validation
Practice 2.3: Data Validation
Quiz 2.3: Data Validation
Topic 2C: Custom Number Formats Session 5 =45 min
Practice 2.4: Apply Custom Numbers

Quiz 2.4: Apply Custom NumbersPage

Topic 2D: Conditional Formatting

Practice 2.5: Create a Custom Conditional Format
Quiz 2.5: Create a Custom Conditional Format
Topic 2E: Duplicate Records

Practice 2.6: Removing Duplicate Values in a Table
Quiz 2.6 Remove Duplicate Values in a Table
Project 2 Data Validation Session 6 = 45 min

Estimated Time to Complete Chapter 3 sessions / 135 min = 2.25 hours

Chapter 3: Logical Operations

Topic 3A: Nested Functions Session 7 = 90 min
Practice 3.1 Use the IF formula
Quiz 3.1 Use the IF formula
Topic 3B: The Switch Function
Practice 3.2: Use the IFS formula
Quiz 3.2 Use the IFS formula




Practice 3.3 Use the Switch formula
Quiz 3.3 Use the Switch formula
Topic 3C: SUMIF and SUMIFS Formula Session 8 = 90 min
Practice 3.4: SUMIF Formula

Quiz 3.4 SUMIF Formula

Practice 3.5: SUMIFS Formula

Quiz 3.5 SUMIFS Formula

Topic 3D: AVERAGEIF and AVERAGEIFS Formula
Practice 3.6: Using the AVERAGEIF Function
Quiz 3.6 Using the AVERAGEIF Function

Practice 3.7: Using the COUNTIF Function

Quiz 3.7 Using the AVERAGEIFS Function

Topic 3E: The COUNTIF and COUNTIFS Function Session 9 =45 min
Practice 3.8: COUNTIFS Formula
Quiz 3.8 Using the COUNTIF Function
Practice 3.9: COUNTIFS Formula
Quiz 3.9 COUNTIFS Formula

Project 3 Session 10 = 45 min

Estimated Time to Complete Chapter 4 sessions / 270 min = 4.5 hours

Chapter 4: Functions

Topic 4A: Lookup References Session 11 = 90 min
Practice 4.1: VLOOKUP
Quiz 4.1: VLOOKUP
Topic 4B: The MATCH Function Session 12 = 90 min
Practice 4.2: Use the Match Function
Quiz 4.2: Use the Match Function
Topic 4C: Creating and editing a Macro Session 13 = 90 min
Practice 4.3 Create a Macro

Quiz 4.3 Create a Macro

Practice 4.4 Run then Edit a Macro
Quiz 4.4 Run then Edit a Macro
Topic 4D: Consolidate Data Session 14 = 45 min
Practice 4.5 Consolidate data
Quiz 4.5 Consolidate data
Project 4 Lookup Reference Session 15 = 45 min

Estimated Time to Complete Chapter 5 sessions / 360 min = 6 hours

Chapter 5: Pivot Tables and Pivot Charts

Topic 5A: Create Pivot Tables Session 16 = 45 min
Practice 5.1: Create a New Pivot Table
Quiz 5.1: Create a New Pivot Table
Topic 5B: Insert Slicer Session 17 = 45 min
Practice 5.2: Insert a Slicer
Quiz 5.2: Insert a Slicer
Topic 5C: Charts Session 18 = 90 min
Practice 5.3: Insert a Histogram Chart
Quiz 5.3 Insert a Histogram Chart




Topic 5D: Pivot Charts
Practice 5.4 Insert a Pivot Chart
Quiz 5.4 Insert a Pivot Chart

Project 5 Session 19 = 45 min
Estimated Time to Complete Chapter 4 sessions / 225 min = 3.75

Estimated Time to Complete Course 19 sessions / 1,170 min = 19.5 hours





