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C E RT VPO R_T Achieve = Distinguish = Advance

Excel 2003 Expert

Organizing and Analyzing Data

. Use subtotals

= Define and apply advanced filters

» Group and outline data

= Use data validation

« Create and modify list ranges

« Add, show, close, edit, merge and summarize scenarios
» Perform data analysis using automated tools

» Create PivotTable and PivotChart reports

» Use Lookup and Reference functions

= Use Database functions

» Trace formula precedents, dependents and errors
» Locate invalid data and formulas

» Watch and evaluate formulas

» Define, modify and use named ranges

» Structure workbooks using XML

Formatting Data and Content

» Create and modify custom data formats
= Use conditional formatting

» Format and resize graphics

» Format charts and diagrams

Collaborating

» Protect cells, worksheets, and workbooks

= Apply workbook security settings

= Share workbooks

» Merge workbooks

» Track, accept, and reject changes to workbooks

Managing Data and Workbooks

« Import data to Excel

» Export data from Excel

= Publish and edit Web worksheets and workbooks
» Create and edit templates

= Consolidate data

» Define and modify workbook properties

Customizing Excel

= Customize toolbars and menus
» Create, edit, and run macros

» Modify Excel default settings
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Excel2000 Expert Outline http://www.officespecialist.com.hk/outline/chiexcel2003_expert.asp

REP- At
Excel 2003 Expert
A R TR

=T E
LA fﬁ Sk
T FEE VR RS A
[ 4’7‘7{“[%—5
FERA L:IT(EEEH%‘T‘[Q_I
H~ BEE R jf B [Iﬁtb%\nlﬁlw P4
AP o e g
ot @?j'i}ﬁib@”'ﬁ‘?ﬂ
[EJ“ g*:euﬂ WEF{“}»I:\A
[El H'| Database fﬂ%\f
SELREEH RSO B T 2 e
?"f&' e IR J?Er“
nl—r\b_‘rl iJ;E ¢
T - (3 ﬂy@ﬁ' £ R
] XML 225 ﬁ&i[z[ﬁfﬁr?ﬁ‘ﬁ

BRITR M [
® s d;glﬁ m{a[fﬁf
o s pabt

° ;@‘\E[ M AR A
S S ey

T R B e
® EEREwE ~ - lt%bf(lf‘fg
Hyza |

) aﬁl jflﬁ[
o U

° f[lﬁt?ﬁf[?g ‘

o SEIHES B CHHIR F LA R R

VR AR 18

® JIEVR[FE T = Excel
° #EXCGIE"—:L['%W‘H
® KT BRI A EA
° ﬁﬁ b“FEﬁ%ﬁ
b Iﬁi' 151'"*‘[
o Wi n s g

E Iﬂ Excel

° E'ET Gl A
o T

® J@PI Excel A3 FJF%I%{L_

E[I%ﬁl—‘

HMREEHEREIFEE D
Macau Froductivity and Technology Transler Center
CPTTHM Centrode Prooutividcade & Trnsferencie de Tecnologia de Macau

1of1 7/8/2010 18:04


Helena
cpttm


