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Excel Features Covered with Hands-on Exercises 

• Using the Range Names 

• 3D Formulas 

• Text Function: PROPER 

• Text Function: LOWER 

• Text Function: UPPER 

• Text Function: RIGHT 

• Text Function: LEFT 

• Function: CONCATENATE 

• Concatenation Operator "&" 

• Function: FIND 

• Function: TODAY 

• Function: IF 

• Function: IF (extra exercise) 

• Function: AND 

• Function: OR 

• Function: SUMIFS 

• Function: COUNTIFS 

• MATCH Function 

• VLOOKUP FUNCTION (Definition) 

• Function: VLOOKUP – FALSE 

• VLOOKUP-TRUE.xlsx 

• Functions: VLOOKUP and MATCH 

• Excel Table Feature 

• Filtering Excel Data 

• SUBTOTAL and Data Outlining 

• Creating Charts 

• PivotTable Reports 

• PivotChart 

Handy Keyboard Shortcuts 

• Covered with Above Exercises 


