
Beginners Excel
EXCE101

Technology &
Software

Become confident navigating
your way around Microsoft Excel!



Course Overview
Our EXCE101 program demystifies Microsoft Excel and provides practical hands-on training
around the fundamental software tools and functions. Seminar participants will be guided
through developing a workbook with basic functionality, including simple formulas, and using
data tables to develop graphs. ​If that sounds daunting, you can be assured that our experienced
trainers will work with you to build your confidence and skills.

Please Note: Seminar participants will be required to use a laptop/computer with Microsoft Excel
installed during the session. The presenter will be using the 2019 version, if you are using an older
version, some functionality may not be available.

Key Topics Covered
Open and navigate within
workbooks and worksheets.
Understand and work with ranges
in a worksheet.
Understand, create and work with
formulas and functions used to
perform calculations.
Understand and use font
formatting techniques to enhance
the look of a worksheet.
Understand and use the number
formatting features.

Filter and sort data on a table.
Copy and Paste data in Excel.
Move contents of cells and
ranges within and between
workbooks.
Understand and use formula cell
referencing.
Format rows and columns in a
worksheet.
Arrange data in a list in a
worksheet.
Create effective charts

This Course is Ideal for:
This program has been developed to enhance the skills of anyone who is new to working with
Microsoft Excel and is looking to develop their skills further.
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Joseph Dimarco
Managing Director

Joseph Dimarco is the Managing
Director of Dimarcorp Group and the
primary facilitator of our finance,
governance and planning and
software seminars.

Joseph is an experienced Accountant
and has worked in Senior Executive
roles within the Aged Care and
Disability Sectors. He has been part of
several large acquisitions within the
aged care sector, as well as
amalgamations, which as involved
restructuring the business, including
financial, marketing and human
resources aspects.

I used to use a calculator and
then input the answer into
excel because I didn't
understand formulas. Now I
have my spreadsheet 
doing the work for me. 
- Jemma, NSW

The Facilitators:

Duration:

What You’ll Receive:
3 hours

Workbook and Handouts
Participation Certificate

Webinar

Would you like us to come to you?
Request for a quote today’

$199 + GST pp

1300 85 00 77
dimarcorpacademy.com.au
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