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Be com e  a  m a ste r of MS Exce l. Powe rup  your skills , a nd  
unlock your pote nt ia l in MS Exce l
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Ma s t e r in g  t h e  Co d e  o f MS Ex ce l
Th is co u rse m e a su re s com p e t e n cy in t h e

fu n d a m e n t a ls o f c re a t in g a n d m a n a g in g

w o rksh e e t s a n d w o rkb o oks, c re a t in g ce lls a n d

ra n g e s, c re a t in g t a b le s , a p p lyin g fo rm u la s a n d

fu n c t io n s, a n d cre a t in g ch a rt s a n d o b je c t s .

Th e co u rse co ve rs th e a b ilit y t o c re a t e a n d e d it a

w o rkb oo k w it h m u lt ip le sh e e t s a n d u se a g ra p h ic

e le m e n t t o re p re se n t d a t a visu a lly. W o rkb oo k

e xa m p le s in c lu d e p ro fe ssio n a l-lo o kin g b u d g e t s ,

fin a n c ia l s t a t e m e n t s , t e a m p e rfo rm a n ce ch a rt s ,

sa le s in vo ice s , d a t a e n t ry lo g s a n d m o re

Ma ster the Code of  Microsoft  Excel



Th is  w o rk sh o p  se rie s  h a s  s ix  m o d u le s . St u d e n t s  ca n  ch o o se  t h e  

m o s t  re le va n t  m o d u le (s ) t h e y w o u ld  lik e  t o  e n ro l in . 

Th e re  a re  n o  p re re q u is it e s .

It  is  o p e n  t o  a n yo n e  w h o  is  in t e re s t e d  in  b e co m in g  

p ro fe s s io n a lly t ra in e d  in  MS Exce l.

Ea ch  m o d u le  is  3 h o u rs  a n d  w ill b e  d e live re d  o n lin e  via  zo o m . 

Re so u rce s  a re  p ro vid e d  t o  a ll s t u d e n t s , in c lu d in g  a  h a n d b o o k , 

d e m o n s t ra t io n  vid e o s , le c t u re  n o t e s , a n d  c la s s  re co rd in g . 

St ru ctu re  of O n -Dem a n d  Series 
o f W orksh op s
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Mod u le  1:
Ma n a ge worksh eets &  workb ooks

Ke y Le a rn in g  Ou t co m e : 
Format worksheets and workbooks through modification, 

a d ju st m e n t s a n d  cu st om iza t ion .

Key Topics : 

￭ Mod ify p a g e  se t u p

￭ Ad ju st  row  h e ig h t  a n d  co lu m n  w id t h

￭ Cu st om ize  h e a d e rs a n d  foo t e rs

Cu s t o m ize o p t io n s a n d vie w s

￭ Cu st om ize  t h e  Qu ick Acce ss t oo lb a r

￭ Disp la y a n d  m od ify w orkb ook con t e n t  in  d iffe re n t  

vie w s

￭ Fre e ze  w orksh e e t  row s a n d  co lu m n s

￭ Ch a n g e  w in d ow  vie w s

￭ Disp la y fo rm u la s



Mod u le  1:  Con tin u ed

Ke y Le a rn in g  Ou t co m e : 
Format worksheets and workbooks through modification, 

a d ju st m e n t s a n d  cu st om iza t ion .

Key Topics : 

Co n fig u re co n t e n t fo r co lla b o ra t io n

￭ Se t  a  p rin t  a re a

￭ Sa ve  w orkb ooks in  a lt e rn a t ive  file  fo rm a t s

￭ Con fig u re  p rin t  se t t in g s



Mod u le  2 :
Ma n a ge ta b les a n d  list

Key Learn ing  Outcomes : 
Ma n ip u la t e  d a t a  in  w o rk s h e e t s

Key topics : 

￭ Paste d a t a b y u sin g sp e c ia l p a st e op t ion s

￭ Fill ce lls b y u sin g Au t oFill

￭ In se rt a n d d e le t e m u lt ip le co lu m n s o r row s

￭ In se rt a n d d e le t e ce lls

Fo rm a t ce lls a n d ra n g e s

￭ Me rg e a n d u n m e rg e ce lls

￭ Mod ify ce ll a lig n m e n t , o rie n t a t ion , a n d  in d e n t a t ion

￭ Form a t ce lls b y u sin g Form a t Pa in t e r

￭ Wra p t e xt w it h in ce lls

￭ Ap p ly n u m b e r fo rm a t s

￭ Ap p ly ce ll fo rm a t s from t h e Form a t Ce lls d ia log b ox

￭ Ap p ly ce ll st yle s

￭ Cle a r ce ll fo rm a t t in g



Mod u le  3 : 
P erform  op era t ion s b y u sin g form u la s 

a n d  fu n ct ion s

Ke y Le a rn in g  Ou t co m e s : 
Insert References

Ke y t o p ics :

￭ In se rt  re la t ive , a b so lu t e , a n d  m ixe d  re fe re n ce s

Ca lcu la t e  a n d  Tra n s fo rm  d a t a

￭ Pe rfo rm  ca lcu la t ion s b y u sin g  t h e  AVERAGE (), MAX (), MIN (), 

a n d  SUM () fu n c t ion s

￭ Cou n t  ce lls b y u sin g  t h e  COUNT(), COUNTA(), a n d  

COUNTBLANK() fu n c t ion s



Mod u le  3 :  Con tin u ed  

Ke y Le a rn in g  Ou t co m e s : 
Insert References

Fo rm a t  a n d  m o d ify t e xt

￭ Form a t  t e xt  b y u sin g  RIGHT (), LEFT(), a n d  

MID() fu n c t ion s

￭ Form a t  t e xt  b y u sin g  UPPER (), LOWER (), 

a n d  LEN () fu n c t ion s

￭ Form a t  t e xt  b y u sin g  t h e  CONCAT () a n d  

TEXTJOIN () fu n c t ion s

￭ Look u p  d a t a  b y u sin g  t h e  VLOOKUP(), 

HLOOKUP(),fu n c t ion s



Mod u le  4 :
Ma n a ge ch a rts

Ke y Le a rn in g  Ou t co m e s : 
Create Charts

Ke y t o p ics :

• Cre a t e ch a rt s

• Cre a t e ch a rt s sh e e t s

Fo rm a t Ch a rt s

￭ Ap p ly ch a rt la you t s

￭ Ap p ly ch a rt st yle s

￭ Cre a t e P ivo t Ta b le s



Mod u le  5: 
Ma n a ge a n d  form a t  da ta

(PRIOR EXPERIENCE WITH MS WORK IS HIGHLY
RECOMMENDED FOR THIS MODULE)

Ke y Le a rn in g  Ou t co m e s : 
Co m b in in g  Da t a  fro m  Mu lt ip le  So u rce s

Ke y t o p ics :

• Lin kin g t o d a t a in o t h e r w orkb ooks

• Con so lid a t in g d a t a

• Pro t e c t ion

• Pa ssw ord p ro t e c t a w orksh e e t a n d w orkb ook

• Un lock ce lls a n d p ro t e c t in g p a rt o f a w orksh e e t



Mod u le  6 : 
Sort in g  a n d  filter in g  im p ort in g  text  files, text  

to  co lu m n s, a n d  fla sh  fill

Ke y Le a rn in g  Ou t co m e s : 
Sort and Filter Data, Clean Data 1: Data Tools

Ke y t o p ics :

￭ Sort  – Sin g le , Mu lt ip le  Le ve ls, b y Co lo r, Co lu m n s.

￭ Filt e r – Hid e  row s b a se d  on  c rit e ria , Cop y Filt e re d  d a t a

￭ Usin g  TXT a n d  CSV file s, 

￭ Im p ort  Wiza rd , Me rg in g  Mu lt ip le  Exce l File s, 

￭ Ch a n g in g  Te xt  t o  Nu m b e rs a n d  Nu m b e rs t o  Te xt , 

￭ Te xt  t o  Co lu m n s a n d  Fla sh  Fil



P a ym en t: Cost  p er   Mod u le

Earn a certificate of completion
When you finish all six modules, you'll earn a certificate that you 

can share with prospective employers and your professional 
network.

Current UWI student and staff - TT$250 /US$38
Non -UWI student - TT$300 /US$48



CO NTACT US 

Ca ll o n  u s  t o d a y fo r  fu rt h e r a s s is t a n ce : 

Faculty of Social Sciences Summer Office
Phone – (868) 662-2002 Ext. 82675

E-mail STA-FSS.SummerSchool@sta.uwi.edu
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