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The Global Knowledge Network

Course:

Microsoft Excel 2016 for HR (Human Resource)

Duration: 1.00 Day

Description:

You will learn to deal with the database. Grouping the data by department. Filtering the data. Calculate commissions.
Calculate the salary increase. Calculating working time. Retrieval of employee records using the lookup Function. You will

learn how to use function to separate the names and surname.
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Unit 1: msﬁ'mmiuwﬂ'nmu"lumfm:uwun LLazn‘;m%@gawﬁ’mqumuﬁmms (Tables)
® Topic A: Sorting and filtering data
® Topic B: Advanced filtering

® Topic C: Working with tables

Unit 2: MsapngaivanIsuanvisanisiandaya uazn1sAuImnasinduAauluwaaznan (Outlining and

subtotals)
® Topic A: Outlining and consolidating data

® Topic B: Creating subtotals

Unit 3: MsasdalidastiayaialssanAIuInidays (Cell and range names)
® Topic A: Creating and using names

® Topic B: Managing names

Unit 4: n15ANRUN b 1913 A1FULATUIUNTNIU NITATUIINATINIRULABY ANFUIANLRREIEULABY (Functions)
® Topic A: Entering functions
® Topic B: AutoSum

® Topic C: Other common functions
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Unit 5: nM1sAUINNISTURBAaUlAERNMANTLTHN NMTAUINIRU] wazn1sMIARNHTTY Sales (Advanced

functions)
® Topic A: Logical functions
® Topic B: Math and statistical functions

® Topic C: Financial functions

Topic D: Displaying and printing formulas

e

Unit 6: NM1sMIARNATTY Sales Wazn1savtanaLlseIRNINUNTLRGIY (Lookups and data tables)

® Topic A: Using lookup functions

Unit 7; ﬁqmmmqmuuammmsﬁq OT 2RINUN9U (Other Function)
® Topic A: Date & Time

® Topic B: Text Function Left, Right, Mid, Upper, Lower, Proper

Unit 8: N15@5195189UAFUTayalag Pivot Table
® Topic A: Create Pivot Table

® Topic B: Manage and Edit Pivot Table
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