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Young Professionals Network: Excel Basics

Duration: Nov 6 — Nov 27

Time: 5 PM -8 PM

Venue: Chamber Office (12 Amosova Str., 15 floor)

The course will consist of 4 sessions, which will take place each Wednesday, 5PM - 8PM, from November
06 till November 27.

Program of the course:

Module 1 — November 06

Topic 1. Keyboard shortcuts and quick analysis
1. Navigation in the program

2. Keyboard shortcuts

3. Lists, creating custom lists

4. Conditional formatting

5. Data protection in Microsoft Excel.

6. Special insert

Topic 2. Preparation of data for work. Simplification of work with the text

1. Sort and filter

2. Creating tables

3. Converting and stripping text
4. Column text

5. Insert and transpose

6. Notes in cells

7. Working with hyperlinks

8. Custom formats in Excel



9. Creating basic formulas

10. Copying formulas

11. Types of errors in formulas, correction of formulas

12. Using data from other sheets in formulas - deleted links.

13. Text processing functions (SEARCH, SPACEBAR, PSTR, CLICK)
14. Date and time processing functions (TODAY, DAY)

Module 2 — November 13

Topic 3. Building a Dashboard. Calculations in Microsoft Excel.

1. Functions for processing logical operations (AND, OR, IF, IFERROR)

2. AutoSum (SUM, AVERAGE, ACCOUNT, MIN, MAX)

3. Summation functions according to one or several criteria (SUMMES, SUMMESIim).
4. Data binding. Creating User Dictionaries

5. Creating indirect links

Topic 5. Work with large tables. Organizing and summarizing data.

1. Subtotal tool.

2. Grouping and structure. Grouping by columns and rows. Work with control buttons. Multilevel
grouping of information.

3. Data consolidation - combining data from several tables into one.

Module 3 — November 20

Topic 6. Creation of "smart" tables. Named Tables

1. Filling the table

2. Structuring tables

3. Creating subtotals and totals

4. Drop-down list

5. Visualization using sparklines, mini-diagrams and icons
6. Conditional formatting in a table

Topic 7. Pivot tables. Bulk data analytics and verification
1. Create pivot tables

2. Setting up pivot table fields.



3. Calculated fields

4. Grouping in pivot tables

5. Creating pivot tables based on data from several sources
6. Prediction and seasonality

Module 4 — November 27

Topic 8. Work with charts. Simple visualization

1. Building, editing charts.

2. Types of charts.

3. Formatting charts.

4. Sample charts (bar charts, graphs, pie charts, etc.)
5. Combined charts.

6. Sparklines.

Topic 9. Work with Google Drive

1. Functionality of Google Drive

2. Creating documents in Drive

3. Opening access to files and catalogs to invited users.
4. Indication of user rights to view and edit content and make comments.

5. Document recovery and security

Speaker

Oleksandr Kruglyakovsky, founder and curator, ProExcel. Earlier Oleksandr was
head of operational processes in Eastern Europe at 4service company and
managing director at EMPO company where he was engaged in the analysis of key
performance indicators of companies to increase profitability.
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Micue nposeaeHHs: Odic Nanatn (Byn. Amocosa 12,15 nosepx)
KiHueBuMi TepMiH peecTpau;i: XXX
LeTani npuiiomy
Mporpama Kypcy

Moaynb 1 — 06 anctonaaa

Tema Nel. "Tapsaui" knasiwi i "wBMAaKa" aHaniTMKa
1. Hasirauia B nporpami

2. "Tapayi" Knasiwi

3. CNUCKK, CTBOPEHHA BAACHUX CNUCKIB.

4. YmoBHe popmaTyBaHHA

5. 3axucT gaHux B Microsoft Excel.

6. CneuianbHa BCTaBKa

Tema No2. MiarotoBKa AaHUx A0 poboTu. CnpolueHHsA poboTH 3 TEKCTOM
1. CopTyBaHHA i dinbTpaLis

2. CtBOpeHHA Tabaunub

3. lMepeTBOPEHHA | «3a4YNCTKA» TEKCTY

4. TeKcT 3a cToBNUAMMU

5. BcTaBKa i TPAHCMOHYBAaHHA

6. MpumiTKM B ocepeKax

7. PoborTa 3 rinepnocunaHHAMM

8. KopuctysanbHULbKi dopmaTu B Excel

9. CTBOpPEHHA enemMeHTapHuxX Gopmyn

10. KonitoBaHHsA ¢dopmyn



11. Tunn nomunoK y dopmynax, BUnpaBaeHHa Gopmyn

12. BUKOpUCTAHHA B GOpMyNax AaHUX 3 iHWMX apKYLLIB - BigganeHi NocnnaHHA.
13. OyHKLUii 06p0obKM TEKCTY

14. ®dyHKuii gaT i vacy (CbOrogHI, 4EHbHEAO)

Moaynb 2 — 13 nuctonaaa

Tema Ne 3. MNobyaosa aawbopaa. ObuncnenHa B Microsoft Excel.

1. ®dyHKUji noriYHUX onepaLin

2. ABTOoCyMma

3. dyHKUiT NigcymoBYBaHHA 33 OA4HUM Ta KiJIbKOMa KpUTEPIAMMU.

Tema Ne 4. O6uncneHHa B Microsoft Excel.

1. Npwue'aska gaHux. CTBOPEHHS CNOBHMKIB KOPUCTYBaYa

2. CTBOpEHHA HENPAMMUX NOCUNAHDb

Tema Ne 5. Po60oTa 3 Be/IMKMMM TabanuamMK. YNopaaKyBaHHA Ta NigCyMOBYBAHHA SaHUX.
1. IHcTpymeHT MpPOoMiXKHUN NiACYyMOK.

2. YrpynoBaHHA Ta CTPYKTYpa. YrpynoBaHHSA NO CTOBNUAX Ta pAAKax. PoboTa 3 KHONKaMM yrnpaB/iHHSA.
BaraTopiBHeBe yrpynoBaHHsA iHpopmaluii.

3. KoHconigauis gaHux - 06'egHaHHS AaHUX 3 AEKiNbKOX Tabauub B 0gHY.

Moaynb 3 — 20 auctonaaa

Tema Ne 6. CtBopeHHA "po3ymHux" Tabanupb. HassaHi Tabanui

1. 3anoBHeHHA Tabanui

2. CTpyKTypyBaHHA Tabauupb

3. CTBOPEHHSA NPOMIXKHMUX | 3arasibHUX NiACYMKiB

4. Cnncok, Wwo Bnnagae

5. Bisyani3zauis 3a 4ONOMOroto cnapKknamHis, MiHigiarpamm Ta 3HaukiB
6. YMmoBHe ¢opmaTtyBaHHA B Tabauu,i

Tema Ne 7. 3BegeHi Tabaunui. AHaniTMKa 06'eMHUX AaHuKX | nepesipka
1. CTBOpeHHSs 3BeaeHMX Tabnmub

2. HanawTyBaHHA NoJiB 38eAeHOi Tabaunui.

3. ObuuncntoBaHi nonsa



4. [pynoBaHHA B 3BeAeHUX Tabamuax

5. CTBOpEeHHSs 3BeAeHMX Tabmub Ha OCHOBI AaHWX 3 AEKiNIbKOX axxepen
6. 3pi3n AaHMX B 3Be4eHMX Tabamuax

7. MporHo3yBaHHA Ta CE30HHICTb

Moaynb 4 — 27 nuctonaaa

Tema Ne 8. PoboTa 3 giarpamamm. npocTa Bisyanisauin

1. MobynoBsa, peaaryBaHHs giarpam.

2. Tunu Ta BMAaM giarpam.

3. dopmaTtyBaHHA giarpam.

4. Tunosi ajiarpamu (rictorpamu, rpadiku, Kpyrosi i T.4)

5. KombiHoBaHi giarpamu.

6. MiHi-giarpamu.

Tema Ne 9. MorknusocTi i poboTa B Google [jucK

1. dyHKuioHan Google Drive

2. CTBOpEHHA AOKYMEHTIB Ha [AMCKy

3. BiakpuTTa goctyny o ¢aiaiB i KaTanoris 3anNpPoLUeHMM KOPUCTYBaYaM.
4. MNpaBa KOPUCTYBaAYiB Ha Nepernsag, pegaryBaHHA BMICTY Ta BHECEHHA KOMEHTapIB.

5. BigHOBNEHHA AOKYMEHTIB | 6e3aneka

Donosigau

OnekcaHap KpyrnakoBcbKM, 3aCHOBHUMK Ta KypaTop ProExcel. PaHiwe OnekcaHap
6yB KepiBHMKOM onepaLinHux npoueciB y CxigHii EBponi B KomnaHii 4service Ta
Kepyroumm anpektopom komnaHii EMPO, e 3aimaBcA aHai3oM KIOYOBUX
MOKA3HWMKIB AiSNbHOCTI KOMNAHIM AAA NiABULLEHHA NPUOYTKOBOCTI.
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