ADVANCED MS EXCEL
15 – 16 June 2021

Programme Overview
This course introduces Microsoft Excel users to the advanced features of the software
application, in addition to the usual features such as creating and editing charts; modifying
chart options; working with multiple worksheets and workbooks and use financial and
logical functions. Participants will earn how to sort and manage data in lists; filter and query
data; lookup and database functions, and PivotTables. In-class exercises will involve the use
of data tables and scenarios to make projections about data and use Goal Seek and Solver to
analyze data. Participants will also learn how to audit worksheets, protect worksheets and
workbooks, create and use macros, and import and export information and documents.
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Programme Objectives

By the end of the Advanced Microsoft Excel training course, participants will be able to
use Microsoft Excel’s in-built features to import, analyse and present their data. The
training is hands-on. Theory is introduced only as far as is required for practical
application. Participants are expected to follow-along with the guided examples in the
training manual as well as complete all assigned exercises. While participants are
expected to perform all tasks themselves, they are encouraged to discuss possible
solutions amongst themselves to support individual learning. Participants are
encouraged to share actual problems they face in using Microsoft Excel in their daily
work. In this way practical solutions can be created and shared with the entire class. A
digital training manual will be provided provided. Participants are encourage to print a
hard-copy if it will support their learning. Digital exercise files will also be provided.

Pre-requisite
Participants are expected to be knowledgeable of the following aspects of Microsoft
Excel:
Understand the concept of spreadsheets and what they are used for;
Familiar with the Microsoft Excel default interface including the Ribbon, Tabs,
Groups, Commands ad Quick Access Toolbar;
Understand the concept of Excel Workbooks and Worksheets;
Managing Workbooks: creating, opening, saving, closing;
Managing Worksheets: adding, deleting, renaming, copying, moving, grouping,
ungrouping, coloring tabs;
Understand the concept of Cells and Cell References;
Managing Cells: adding (single, rows, columns), deleting (single, rows, columns),
merging, selecting rows & columns (both adjacent and non-adjacent), setting row
height & column width, hiding/unhiding rows and columns;
The Name Box: identifying the currently active cell, jumping directly to a cell
Entering data into cells;
Managing Data: Find & Replace, Copy, Cut, Move;
Good practices when entering data;
Cell Formatting: changing font appearance, changing cell appearance, cell
alignment, wrapping data;
Number Formatting: the different types of Number Formats, Automatic Number
Formats;
Paste Special;
The Formula Bar;
Know how to create basic formulas using mathematical operators (+, -, *, /);
Excel functions: understand what functions are and why we use them, understand
the concept of function parameters, use all; and
Autosum functions (SUM(), AVERAGE(), COUNT(), MAX(), MIN()), using cell
references in functions and formulas
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Text functions: UPPER(), LOWER(), PROPER(), TRIM(), LEFT(), RIGHT(), MID(),
CONCATENATE(), COUNTA()
Mathematical
functions:
CEILING(),
FLOOR(),
ROUND(),
ROUNDUP(),
ROUNDDOWN()
The Fill Handle and Custom Lists: use the Fill Handle to copy data and extend series,
user the Fill Handle with functions and formulas.
Illustrations: insert and format Clipart, shapes and SmartArt
Saving your work in different file formats
Printing
How to get more help.
Freezing Panes and View Options – to manage spreadsheets with many rows and/or
columns.
Sorting Data
Filtering Data
Subtotals
Relative and Absolute Cell References
Tables
Charts
A basic understanding of Pivot Tables
Macros
Protecting Data in your worksheet
Please bring your own laptop with MS Excel 2016 software installed.

Who Should Attend
Anyone whose chosen field of work
requires the involvement of extensive
and detailed use of the more complex
MS Excel skills and functions.

Methodology
Lecture
Discussions
Skill-practices
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Programme Outline
Introduction to Power Query
Learn how to use Microsoft Excel’s newest an most exciting tool to import and transform
frequently changing data from external sources.

Data Tools
Learn the tools that Excel provides to help clean your data including automatically
splitting into columns, intelligence-based automatic pattern filling and data validation.

Data Analysis with PivotTables
Deepen your knowledge of PivotTables by learning different ways you can summarize an
present the PivotTable data

Logical Functions
A revision on the IF(), OR() and AND() functions

Text functions
A revision on PROPER(), UPPER(), LOWER(), CONCAT()/CONCATENATE(), LEFT(), RIGHT(),
MID(). Learn about LEN(), FIND(), SEARCH(), REPLACE(), SUBSTITUTE()

Formula Auditing
Learn how to investigate why your functions and formulas are displaying errors.

Nested Functions
A powerful technique involving using functions within other functions.

Conditional Formatting
Learn how to make specific data stand out using a variety of colour formatting, data
bars and icons.

Goal Seek & Scenarios
Learn how Excel can help you handle what-if situations to display the possible data you
need.

Forecast Sheet
Apply Excel’s powerful forecast functionality to statistically predict future data.

4

Programme Leader
JOSHUA LIM SHENG MING
Joshua has earned the ICDL Advanced Certificate AM4 Spreadsheets and has also
conducted the following MS Excel training sessions:
Mar 2018 – Present: Syllabus creator and trainer for 14 training sessions (a mix of
Intermediate and Advanced) under Centre For Islamic Banking, Finance And
Management (CIBFM).
Mar 2019: Syllabus creator and trainer for a specially-requested MS Excel training on
Macros and Visual Basic for Applications (VBA) by United Overseas Bank (UOB)
May & Aug 2013: Trainer for ICDL Digital Literacy (including Spreadsheets) under
BigBreak Solutions
Jul 2007 – Dec 2007: Syllabus creator and trainer for 8 sessions of MS Excel 2003 under
Cosmopolitan College of Commerce and Technology.
Joshua’s training experience extends beyond Microsoft Excel; he has conducted training for
other IT applications
including:
• MS Powerpoint
• Adobe Photoshop
• Macromedia Dreamweaver
• WordPress
To support group dynamics and self-directed learning, Joshua has also received
Stress Management Certification under The Institute for Motivational Living and AC-ACE
Creative Training Services (2019).Life Coaching Certification under Accomplishment
Coaching Coaches’ Training Program (2013).
Million Dollar Voice Certification. A presentation and communications course by
Deborah Torres Patel, Expression You (2013)
Joshua has also conducted a number of self-directed group learning sessions:
“Stress Management” talk from Brunei Association of Japan Alumni (BAJA) (2019)
“How to Maintain a Sustainable Art Project” at The Performing Arts Market, Yokohama,
Japan (2018)
Qaid Assyumul Camp held by Pusat Tingkatan Enam Tutong (Tutong 6th Form Centre)
(Nov 2017)
“Becoming a Successful Owner Manager” for LiveWIRE Brunei (Nov 2017, Sep 2017, Oct
2015, May 2015, Mar 2015, Dec 2014)
“Facilitation for Leaders” Workshop at Civil Servants Institute, Brunei Darussalam under
BigBreak Solutions (2015)
Group Coaching Session at Wholistica Clinic, Brunei Darussalam (Feb 2014, Feb 2013, )
“Chatte” Group Coaching Session (Dec 2012)
“Improv Comedy Workshop” (2017, Sep 2016, Aug 2016, Apr 2016)
Weekly Improvisation practice sessions (Apr 2016 – Apr 2017)
Drama Workshop at Maktab Sains Paduka Seri Begawan Sultan (Science College) (Mar
2016)
Drama Workshop at Mabohai Shopping Complex under (20 – 21 Feb 2016)
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www.bilif.com.bn

ADVANCED MS EXCEL

AskSEED@bilif.com.bn

15 – 16 June 2021

CATEGORIES

+ 673 827 1140

NORMAL PRICE

EARLY BIRD FEE

$ 490.00

$ 400.00

$ 590.00

$ 500.00

STAKEHOLDER
NON
NORMAL
STAKEHOLDER
PRICE

NON-STAKEHOLDERS

15 April 2021

IMPORTANT NOTE
Stakeholders are participants from MOFE, AMBD and all domestic banks in Brunei Darussalam.

TERMS AND CONDITIONS
Participants are required to have their own devices to access the virtual instructor-led training.
Participants must complete all scheduled sessions and activities for them to receive the certificate of attendance/
completion.
Payment must be made upon receipt of invoice issued by BILIF.
BILIF reserves the right to amend, change or cancel the programme at any given time. We will immediately notify
participants and organisations if any such changes are to be made.
By signing this form, you hereby agree to the terms and conditions.

CANCELLATION POLICY
All cancellation must be submitted to BILIF in writing either by letter or email.
Any cancellation received 30 days or more prior to the training date will incur a cancellation fee od 10% of the
programme fee.
Cancellation received 8 - 14 days to the training date will incure a cancellation fee of 50% of the programme fee.
Cancellation of registrations received 7 days or less from the date of training or if the delegate fails to attend the training,
he/she will be considered as 'no show' and is subjected to 100% of the programme fee.
BILIF welcome and accept replacement of participants a day before the training commences.

Please complete this form.
Name:

IC Number:

Position:

Department:

Email:

Phone:

Name:

IC Number:

Position:

Department:

Email:

Phone:

Name:

IC Number:

Position:

Department:

Email:

Phone:

APPROVING OFFICER
Name:
Position:

Email:
Department:
Signature and Company's Stamp

Please email your completed form to registration@bilif.com.bn by 16 May 2021
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