




















































AI based Advanced Excel & Power Query-BI 
 

Basic to Advanced Excel Course Syllabus 

 

Introduction to Computers 
 Font formatting 

 Number formatting 

 Table formatting  
 Conditional formatting 

 Hide / Unhide 

 Sort / filter 

 Paste special 

 Find and select 

Insert 
 Illustrations 

 Charts 

 Tables 

Basic Functions 
 Sum / Average / Count / Max / Min / Product / Quotient / Mod 

 Basic Text / date / time / lookup / information functions   

 Name manage 

 Formula Auditing 

Review 
 Proofing 

 Comments 

 Protection Views 

 Types of views 

 Zoom 

Lookup Functions 
 Vlookup / HLookup 

 Index and Match 

 Nested VLookup 

 Vlookup with Helper Column 

 Vlookup using Match Function (Two_Way_Lookup) 

 VLOOKUP with Multiple Criteria 

 Vlookup with AutoDrag Feature 

 Using VLookup to consolidate Data from Multiple Sheets 

 XLookup 

PivotTables 
 Creating, Formatting Simple PivotTables 

 Page Field in a PivotTable 

 Formatting a PivotTable 

 Creating / Modifying a PivotChart 

Logical/Statistical/Information Functions 
 And 

 Or 

 Count/Counta/CountBlank 



 DSum/DMax/DMin/DAvarage/DCountA 

 SumProduct 

 IsNumber/IsText/IsBlank/IsError 

 Trend/ForeCast 

 Time & Date 

 IF 

 IF/ IFs and Nested IF Functions 

 CountIF/CountIFs 

 IF+OR/IF+AND 

 SumIF/SumIF+SumIF/SumIFs 

 SumIF with Data Validation 

 DateIF 

 IF+Isnumber/ IF+Istext / IF+Isblank 

 IF+Sum 

 IF+Average 

Other Functions 
 Cell 

 ABS 

 Large / Small 

 Rank 

 Fact 

 Round/Rounddown/Roundup 

 Odd/Even 

 Power 

 Proper/Upper/Lower 

 Left/Right/Mid/Len 

Validations 
 Input Messages / Error Alerts / Drop-Down Lists 

 Conditional Formatting and Advance Level Conditional Formatting 

 Define Name/ Name Constant/ Name Manager 

Advanced Filters 
 Extracting Records with Advanced Filter 

 Using Formulas in Criteria 

Hyper / Data Linking 
 Hyper linking data, within sheet / workbook 

 Linking & Updating links between workbooks & application 

Consolidation 
 Consolidating Data with Identical / Different Layout 

Sharing and Protecting Workbooks 
 Sharing Workbooks & Tracking Changes 

 Protecting sheets / workbooks / Files 

 

 

 

 

 

 

 

 



 

 

AI in Excel 

 Ask 

 Fill 

 Extract 

 Translate 

 Table 

 Choice 

 Format 
 

 

 

POWER QUERY – POWER BI   

 

Chapter 1: Introduction  

Chapter 2:  Introduction and Data Cleaning in Power Query  

Chapter 3:  Import Large CSV File and Create Pivot Table  

Chapter 4:  Import Data from PDF, Image and Website  

Chapter 5:  Append data from Multiple Workbooks  

Chapter 6:  Merge Data - Learn Joins in Power Query  

Chapter 7:  Access Power query in Power BI and Import Multiple CSV 


