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This module is a high-level certification programme SYLLABUS OUTLINE

which presents candidates with the opportunity to

bring their spreadsheet skills to an expert level. Com-
pletion of this module will enable candidates to master
the more advanced functions of spreadsheet applica-

. . Lo Formatting + Worksheets
tions, enabling them to produce more sophisticated
reports, and to perform complex mathematical and
statistical calculations, thus saving time and improving
Functions

productivity in the completion of tasks. Using Functions and Formulas

and Formulas

On completion of this module the candidate will be able to:

» Apply advanced formatting options such as conditional formatting . Creating Chart
. . Charts reating Lhans

and customised number formatting and handle worksheets. * Formatting Charts
¢ Use functions such as those associated with logical, statistical,

financial and mathematical operations. _

. Using Tables

* Create charts and apply advanced chart formatting features. Analysis . Sorting and Filtering
*  Work with tables and lists to analyse, filter and sort data. Create - Scenarios

and use scenarios.
¢ Validate and audit spreadsheet data. L —

. . . Validating + Validating

¢ Enhance productivity by working with named cell ranges, macros and Auditing - Auditing

and templates.

° Use linking, embedding and importing features to integrate data. Naming Cells

* Collaborate on and review spreadsheets. Apply spreadsheet Enhancing : ?aStel S{PECial
. L * emplates
security features. Productivity - Linking, Embedding and Importing
* Automation
. e * Tracking and Reviewing
WHAT ARE THE BENEFITS OF THIS MODULE? Collaborative Editing |

Security

« Allows users to become more confident, efficient and effective in
using a spreadsheet application.

* Proves mastery of the application.

¢ Enables users to produce better reports with deeper data analysis.

* Improves user’s productivity.

* Developed with input from computer users, subject matter experts
and practising computer professionals from all over the world. This
process ensures the relevance and range of module
content.

HOW DO | GET STARTED?

To find out more about this module and to locate your nearest
accredited test centre, please visit www.icdlarabia.org/modules.




