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Why you cannot miss this master class 

 

Become an Excel Ninja in just two days!  
This is a workshop about using Excel for maximum productivity. Our goal is to make 
you a faster, smarter, more efficient user of Microsoft Excel. If you picked up this  
brochure, you have probably found Excel useful in your work so far – but you may 
not have had formal training in it, or seen the full extent of what is possible. 
 
In the process of building your Excel skill set, we will tell you about some simple (and 
often silly) Excel errors that have been made by various people in business,  
academia, and government. These mistakes were well publicized in the press and 
caused huge financial and/or reputational damage to those involved. We will show 
you best practices to help avoid these kinds of problems! 
 
Takeaways 

 

•You will receive a comprehensive manual covering all the topics covered on the 
workshop. 

•You will receive a CD containing all the exercises and software used on the  
workshop  

Key benefits of attending 

 

Here are some of the ways you will be able to step up your game with The Ultimate 
Advanced Excel Master Class: 

•Significantly speed up your work using keyboard shortcuts 

•Know the correct functions to perform common tasks. Use complex formulas,  
including multiple IF statements and lookups, to work more effectively with data 

•Use named references in your formulas 

•Deal with Excel errors such as #NUM! and #REF! 

•Work with large amounts of data, especially with pivot tables 

•Understand complex worksheets and quickly figure out how someone else’s 
  spreadsheet works 

•Automate repetitive work with macros and VBA 

•Break any password protection 

•Speed up a slow Excel file 

•Define custom number formats 

•Use add-ins to make Excel more powerful 
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All attendees will take home a 

Fitness Tracker Smart Watch 

with full face display 

 

Participants need to bring in their laptops for 
this training 
 
Software Compatibility - Windows or Mac? 

The keyboard shortcuts in this workshop are 
for the Windows operating system.  
Unfortunately, Macs lack most of the  
keyboard functionality that make  
Advanced Excel fun. If you are a die-hard 
Mac fan, we strongly recommend that you 
borrow a Windows based laptop for this 
workshop.  
 
For Windows you will need Excel version 2010 
or newer. Very little has changed from Excel 
2010 to 2016. The core of Excel will likely stay 
the same more than it will change, so rest 
assured the keyboard shortcuts, formulas, 
pivot table tricks, and macros that you learn 
on this workshop should continue to be  
applicable for decades to come. 
 

The Ultimate Advanced Excel Master Class 

17 & 18 September 2018 

The Pivot, Monte Casino Fourways 
Johannesburg, South Africa 

Early bird special 

Book before the 1 August 2018 and get a 
10% discount. 



 

 

 

Day 1 
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research and organisation of this event, particularly the speaker who has kindly  
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Training timings for the two days 

 

0800   Welcome and registration 
0830     Morning session begins 
1000 – 10:30   Morning refreshments and break 
1200    Luncheon 
1300     Afternoon session begins 
1500 - 1530  Afternoon refreshments and break 
1630     Course concludes 

 

Day 2 
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Session one 

Keyboard navigation 

•The Essentials: [Arrows], [CTRL], [SHIFT]  

•Example: Filling formulas in an entire column  

•Other keyboard navigation  

•Entering and editing formulas  

•Recap of keyboard vs. mouse  
  
Session two 
Keyboard shortcuts 

•The [ALT] Key  

•Paste Special  

•Insert and Delete Cells  

•Practice: Rearranging with the Keyboard  

•Working with Formulas  

•Basic Formatting with the Keyboard  

•Grouping and Hiding Columns and Rows  

•Other Shortcuts  
 
Session three 
Functions 

•Logic functions: IF, AND, OR, NOT, MAX, MIN  
•Math Functions  
•Nested Functions  
•VLOOKUP  
•Data Types  
•Financial Functions  
•Practice: Amortizing Cash Flows  
•ISBLANK, ISNUMBER, IS-Whatever  
•OFFSET and INDIRECT  
 
Session four 
Advanced Formulas 

•Named References 
•Calculation Options 
•Circular References 
•Formula Errors 
•Debugging Formulas 
•External References 
 
 
End of day one 

 
Session five 

Data, Pivot Tables, and Charts 

•Cleaning Up Data 

•Filtering and Data Tables 

•Duplicate Data 

•Pivot Table Basics 

•Pivot Table Error Messages 

•Advanced Pivot Tables 

•Charts 

•Cleaning Up Data Using External Tools 
 

Session six 

Macros and VBA 

•Quick Start: Recording Macros 

•Quick Start: VBA Code 

•VBA Interfacing with the Excel Sheet 

•VBA Variables and Simple Math 

•VBA Math Functions: Min, Max, Average 

•Variables Versus Ranges 

•Debugging VBA Code 

•Golden Rules of VBA 

•Example VBA Exercises 

•Practice: Delete Empty Rows Macro 

•Custom Functions within Excel 

•Other VBA and Macro Topics 
 
Session seven 

Cool Excel tricks  

•Quickly understanding how an Excel sheet works 

•Data Validation: Restricting Inputs 

•Protect Sheet: Locking Cells 

•Speed Up a Big, Slow File 

•Repair a Corrupted File  

•Fix Annoying Errors 

•Two-Dimensional Lookup Table 

•Custom Number and Date Formats 

•Find/Replace Tips 

•Excel Settings Tips 

•Excel Security and Cracking Passwords 

•Great (free) Excel Add-Ins 
 

End of training 
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Pre – and post course support 

 

•You will receive unlimited online support after completing the 
workshop, with any questions you may have relating to the 
topics and skills learned on the master class, for life. 
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Training methodology 

 

•The most up to date learning principles and methods are 
used. 

•The role of the facilitator is to ensure that participants  
integrate facts, concepts, principles, techniques, strategies,  
actions, responses and all other elements into effective job  
performance. 
•The course facilitator will lead the participants through  
the facts, concepts and principles, and provide guidance to 
encourage the participants to apply them until their ability to 
solve specific problems has been permanently improved. 

About the course facilitator 

 

Gerald Strever is a globally renowned expert on financial  
modelling and excel spreadsheet techniques, combining expert  
knowledge with vast experience. 
 
Gerald has published a number of articles on Financial Modelling, 
is the co-author of The Financial Modelling Handbook and the  
developer of the unique, branded Financial Modelling Quadrant 
Ô System. 
 
He holds an Honours Degree in Business Economics from the  
University of South Africa and a Master’s Degree in Business  
Administration from the University of the Witwatersrand. 
 
Gerald worked for a number of years in Senior Management  
Accounting and Financial Management positions at Unilever and 
the South African subsidiary of Best Foods. For several years he held 
the position of Head of Long Range Planning and Budgeting for 
Best Foods, where he pioneered Business Modelling in South Africa. 
He is regarded as a leading authority in the design and Application 
of business models. 
  

Who should attend? 

 

You are ready for this Advanced Excel Workshop if you are 
already comfortable with the essentials. That means you can 
perform all of the following tasks and have no difficulty with 
them: 
 
•Apply formulas and calculations to data. Drag down and 

copy formulas with anchored cells 
•Enter formulas and calculations using only the keyboard. That 

means typing a formula like this, without actually clicking on 
cells A1 and B1: =(A1+B1)*2+3 

•Reference ranges of cells, including entire columns or rows 
•Use basic functions such as SUM without opening the function 

wizard 
•Create and modify charts, including adding more data to a 

chart 
•Use keyboard shortcuts for the essentials: Cut, Copy, Paste, 

Bold, Italics, Underline, Save, Undo 
•Format cells and make your sheet look attractive 

What did past delegates say about this workshop? 

 
“This is the best course I have ever attended! Thank you, Gerald” 
– Ms Samantha Esplin, Marketing Manager, Kimberly-Clark 
 
“This course provided us with insight into many powerful tools in 
Excel. Definitely we are now able to use Excel more productively 
for our day to day analysis!” – Mr Richard Lo, Senior Manager, 
United Overseas Bank, Malaysia 
 
“I found the techniques very useful because I can apply them 
immediately to my work” – Mr Norhayati Bte Abdullah, Financial 
Accountant, Telekom Brunei Sdn Bhd 
 
“Great stuff Gerald! Hope to see you again.” – Mr Eddy Law, 
Business Development Manager, ABN Amro Bank Bhd 
 
“Very enjoyable course. Interesting and very informative with 
many useful tips.” Mr. Mark Swirski, Finance Director, Thailand 
Smelting and Refining Co Ltd 

 

In-House Training Solutions 

 

If you have a number of delegates with similar training needs, 
then you may wish to consider having an In-House Training  
Solution delivered locally on-site at your company Courses 
canbe tailored to specific requirements. 
 
Contact: Arusha Dasrath Tel: 011 7023327 
Email: ad@provisionresearch.co.za 

Arusha Dasrath 
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Advanced Excel 
 Code: FTE04 

To register for the course please review the programme,  
complete this form immediately and fax or email back to our: 
Register Now Contact: Arusha Tel: +27 11 7023327 
Fax: +27 (0) 86 501 0472 
Email: adprovisionresearch.co.za 
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Registration Form 

Provision Research and 

Events 

Reg no. 2009/159390/23 
409 Baobab Close, Carlswald  
North Estate, Carlswald,  
Midrand, 1684  
Johannesburg South Africa 
www.provisionresearch.co.za  

Authorisation: 

Signatory must be authorised to 
sign on behalf of contracting  

Name:    

Company:   

Job Title:   

No of delegates:   

Contact no:   

Email address :   

Date:   

Company VAT no:   

Training Location   

Signature:   

1. Delegate name:    

Job Title:   

Contact no:   

Email address :   

2. Delegate name:    

Job Title:   

Contact no:   

Email address :   

3. Delegate name:    

Job Title:   

Contact no:   

Email address :   

4. Delegate name:    

Job Title:   

Contact no:   

Email address :   

Payment Method: 

Please indicate your choice of payment method 
■ Cheque 

Made payable to Provision Research and Events -  
This should be a bank guaranteed cheque 

or 
■ Bank Transfer 

Training fees 

Per delegate @ R6 995 
 
Book before 1 August 2018 and get a 10% discount 
Bring 3 delegates and get a 15% discount 
 

Payment: 

An Invoice will be issued once the registration of the delegate/s is  
completed. Full payment is then required from receipt of invoice. 

Terms & Conditions: 
1. Fees are inclusive of programme materials, refreshments, lunch and gifts and NOT accommodation. 
2. Payment Terms: Following completion and return of the registration form, full payment is required within 5 days from receipt of invoice. After signing this registration form this  
becomes a legal and binding contract between your organisation and Provision Research and Events. A receipt will be issued on payment. Due to limited conference space, we advise 
early registration to avoid disappointment. A 50% cancellation fee will be charged under the terms outlined below. We reserve the right to refuse admission if payment is not received on 
time. 
3. Cancellation/Substitution: Provided the total fee has been paid, substitutions at no extra charge up to 14 days before the event are allowed. Substitutions between 14 days and the 
date of the event will be allowed subject to an administration fee of equal to 10% of the total fee that is to be transferred. Otherwise all bookings carry a 50% cancellation liability  
immediately after a signed sales contract has been received by Provision Research and Events (as defined above). Cancellations must be received in writing by mail or fax four (4) weeks 
before the conference/training is to be held in order to obtain a full credit for any future Provision Research and Events. Thereafter, the full training fee is payable and is non refund-
able. The service charge is completely non-refundable and non-creditable.  Payment terms are five days and payment must be made prior to the start of the conference. Non payment or 
non-attendance does not constitute cancellation. By signing this contract, the client agrees that in case of dispute or cancellation of this contract that Provision Research and Events will 
not be able to mitigate its losses for any less than that of the total contract value. If, for any reason, Provision Research and Events decides to cancel or postpone this training, Provi-
sion Research and Events is not responsible for covering airfare, hotel, or other travel costs incurred by clients. The training fee will not be refunded, but can be credited to a future 
training. Event program content is subject to change without notice. 
4. Copyright etc: All intellectual property rights in all materials produced or distributed by Provision Research and Events in connection with this event is expressly reserved and any 
unauthorized duplication, publication or distribution is prohibited. 
5. Data Protection: Client confirms that it has requested and consented to Provision Research and Events retaining client information on Provision Research and Events database to 
be used by Provision Research and Events and passed to selected third parties, to assist in communicating products and services which may be of interest to the client.  
6. Important note. While every reasonable effort will be made to adhere to the advertised package, Provision Research and Events reserves the right to change event dates, speakers, 
sites or location or omit event features, or merge the event with another event, as it deems necessary without penalty and in such situations no refunds, part refunds or alternative offers 
shall be made. In the event that Provision Research and Events permanently cancels the event for any reason whatsoever, (including, but not limited to any force majeure occurrence) 
and provided that the event is not postponed to a later date nor is merged with another event, the Client shall receive a credit note for the amount that the Client has paid to such  
permanently cancelled event, valid for up to 12 months to be used at another  Provision event. No refunds, part refunds or alternative offers shall be made. 
7. Governing law: This Agreement shall be governed and construed in accordance with the law of Gauteng and the parties submit to the exclusive jurisdiction of the South African Courts 

in Gauteng. However, Provision Research and Events only is entitled to waive this right and submit to the jurisdiction of the courts in which the Client's office is located. 
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