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In this session, you will learn how to easily navigate Excel 2010’s confusing ribbons and tabs.  You’ll learn the 2 best-kept secrets to execute any command in Excel quicker than you ever knew you could. We’ll show you how to make changes to cells, ranges, and sheets instantly as well as many other Excel essentials!





This is a “Heads Up” computer class. Not a computer lab. No computers will be used during this seminar.





Working with workbooks and templates - You’ll learn to use templates to start quickly and discover how to create dynamic Excel multi-sheet reports in 5 easy steps! You’ll even learn how to turn any report into a custom template that you and your co-workers can use over and over! In this jam-packed session, you’ll also discover how to take use Excel to organize and rearrange data to easily spot trends. Learn how to drill down to specific sets of data and create sub-reports with a simple click of your mouse.





Data Analysis and Formula Building - The most powerful part of Excel is its mathematical formulas – we’ll take you from the concepts that functions and formulas are built on through the tools that help you build AND formula successfully the first time. We’ll show you how to use a complex formula over and over. You’ll discover how to create relative, absolute and mixed references – and why not knowing the difference can ruin the results of your reports! We’ll take a quick look at using the powerful Pivot Table tool to instantly create multiple reports from any set of data.





Get Your Financial Reports Noticed - Use Excel’s new and improved formatting tools to set your reports apart. You’ll learn how to create gorgeous graphs and charts with one-simple button. We’ll show you the 7 secrets to ensuring your printed reports always look as professional as you are!





The Ins and Outs of Excel





WHAT YOU WILL COVER





Speed Fill - Quickly create a list of numbers, dates, months, day names


Formulas and Functions - Create the calculations you need to do your job using Excel’s built-in math and functions


Sorting - Display your data in the order you need to see it


Filtering - Display only the data you want to see


Subtotals - Learn how to summarize your data quickly and easily with a lot of flexibility


Pivot Tables - Make powerful reports out of your data and summarize by week, month, qtr or year.


Charts - Create a powerful graph from your data with just a few clicks.


New features, new interface, where to find your favorites


Tips for keeping confidential information safe














Register before September 9 for the Early Bird Rate of $125


~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~~


Bonus:  Buy 3 get 1 Free





     Presented by Leader Development Institute  


Presenting the most relevant topics in American business today.


Whitehall, Pennsylvania


1-88 VISIT LDI (1-888-474-8534)                    �HYPERLINK "http://www.ldiworld.com"�www.ldiworld.com�








When: 


October 2, 2012 - 9:00 AM – 4:00 PM


Doors open at 8:30 for sign in & registration


Where:


31 Hopkins Plaza, 8th Floor Classroom 810A


Baltimore, MD 21201
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