Course objectives

Converting Excel files to Sheets recap
Basics session recap

Conditional formatting

Data validation

IF, SUMIF & COUNTIF

Getting started with Pivot Tables & Charts

Audience

This session is designed to help to get more from Google Sheets.
Prerequisite

This session is aimed at colleagues who are familiar with the basics of Sheets or have already

attended the ‘Google Sheets Basics’ training.
Duration

This is a half-day Google Sheets Intermediate course. The course starts at 09:30 and runs until

12:30. Alternate timings can be arranged upon request. The course can be held on a date that suits
you.

Location

Our Google Sheets Intermediate course can be run online using Google Meet, MS Teams, Zoom or
any other platform of your choice. Alternatively, we can run the course at Client’s site anywhere in
the UK, Europe or ROW.
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Google Sheets Intermediate Course Outline

Introduction

e Basics recap
o Collaboration
o Protecting ranges
o Filter views
o Edit history

Data cleaning features

e  Split text to columns

e Trim whitespace

e Remove duplicates

e (Clean up suggestions
Conditional formatting

e Conditional formatting basics
e Using a Custom formula

Data validation
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e Drop-down menuin cell
e Using validation for text &
numbers

Functions and Formulas

e Formula help recap

e Same as Excel

o IF&IFS
o SUMIF
o COUNTIF

Quick intro to visualising data

e Getting started with Charts &
Pivot tables
e Column stats

e Timeline view
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