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The MS Excel Intermediate Course will take what you learnt in the beginners course and expand upon 
it. Additionally, this course will teach you more advanced concepts than those that were presented in 
the beginners course.

“All of our online courses have been checked 
and approved by IVCAS and / or CPD for your 
peace of mind.”



“Every course comes with easy to understand, 
yet detailed lessons created by experts.”

What You Will Learn

Some of the highlights of the intermediate Excel course include the following:

  Learning more about intermediate Excel functions including ABS, AVERAGEIF, AVERAGEIFS, 

     and AVERAGEA.

  Data validation with date, list, time, and numbers.

  Functions such as RANK, MIN, MAX, CHAR, MODE, MEDIAN, CODE, CLEAN, and EXACT.

  How to remove duplicates in Excel.

  Creating random numbers.

  Changing text case.

  How to use Templates.

  Insert Charts.

  Adding custom backgrounds.

  How to use Tables.

  How to auto fill data.

  Adding special characters.

  Changing border colour and theme.



“Study the course anywhere / any time on 
PC, mobile and tablet. You can even learn on 
your way to work!”

Before jumping into the MS Excel Intermediate course, one should have a good basic overview of the 
beginner Excel functions. Those with experience in Excel might feel as if they can skip the beginner course, 
but it is best to at least go through the course and review it before starting the intermediate curriculum.

Like the beginner course, the intermediate course is set up into short modules, and you can watch 
the module videos on any device that can connect to the internet. The curriculum in the intermediate 
course is designed for those who work with Excel in the workplace, and it is primarily for those who 
want to improve their skills with this program. There is a lot of useful information found in this course, 
and these skills are necessary for anyone who is going into investments, banking, or consulting, 
and will also be useful for administrators or for those who track or analyse a lot of data. If you are 
someone who is new to the workforce, you, too, will find that employers are looking for candidates 
with at least intermediate Excel skills.

The course teaches students how to use functions, including AVERAGEA, AVERAGEIF, AVERAGEIFS and 
ABS. You will also learn data validation information and students work through several modules, each of 
which are focused on a type of data validation, such as date, list, and time. The course deals with more 
information on specific functions, which include CHAR, CODE, MEDIAN, MODE, and ROUND. Additional 
information is given on how to manipulate these functions to meet your needs as an Excel user.

Other information in the MS Excel Intermediate Course includes how to change the text in Excel, i.e. 
changing text to all upper case or lower case. You will also learn how to change the background and 
add a custom image, how to use AutoFill and how to insert special characters.

Upon completion of this course, you will know about most of the functions that Excel has, and how to 
use this software at an intermediate level. Additionally, you will have the skills necessary to use Excel 
in most business environments. You will also be fully prepared to begin the MS Excel Advanced Course.



NUS Card

All New Skills Academy students are eligible 
to apply for a NUS card which entitles you to 
great student discounts at a number of high-
profile retailers.

newskillsacademy.co.uk

FAQs

WHO CAN TAKE THE COURSE?
Anyone who has an interest in learning more about this subject matter is encouraged to take 
the course. There are no entry requirements to take the course.

WHAT IS THE STRUCTURE OF THE MICROSOFT EXCEL INTERMEDIATE CERTIFICATE COURSE?
The course is broken down into 34 individual modules. Each module takes between 20 and 
90 minutes on average to study. Although you are free to spend as much or as little time as 
you feel necessary on each module, simply log in and out of the course at your convenience.

WHEN/WHERE CAN I STUDY THE COURSE?
You can study the course any time you like. Simply log in and out of the web based course as 
often as you require. The course is compatible with all computers, tablet devices and smart 
phones so you can even study while on the move!

IS THERE A TEST AT THE END OF THE COURSE?
Once you have completed all 34 modules there is a multiple choice test. The questions will 
be on a range of topics found within the 34 modules. The test, like the course, is online and 
can be taken a time and location of your choosing.

WHAT HAPPENS IF I FAIL THE TEST?
If you don’t pass the test first time you will get further opportunities to take the test again 
after extra study. There are no limits to the number of times you can take the test. All test 
retakes are included within the price of the course.

WHEN WILL I RECEIVE MY CERTIFICATE?
Once you have completed your test you can log in to your account and download/print your 
certificate any time you need it. If you would prefer us to post you a certificate to a UK address, 
there will be an admin charge of £10 (certificates sent internationally may cost more).

WHAT IS THE PASS MARK FOR THE FINAL TEST?
The pass mark for the test is 70%.



HOW CAN I PAY?
You can either use your Visa, MasterCard, American Express, Solo cards or PayPal account to 
pay for the online course. Our site uses the latest SSL encryption to ensure your safety. All 
payments are handled securely by PayPal.

HOW LONG AFTER PAYMENT CAN I BEGIN THE COURSE?
You can begin the course immediately after your payment has been received. You will create 
your login details during the checkout process. We will also send you an email confirming 
your login details.

HOW LONG IS MY CERTIFICATE VALID FOR?
Once you have been awarded your certificate it is valid for life. The certificate does not expire 
or need renewing.

HOW LONG DOES IT TAKE TO COMPLETE THE MICROSOFT EXCEL INTERMEDIATE CERTIFICATE COURSE?
We estimate that the course will take about 10 hours to complete in total, plus an additional 
30 minutes for the end of course test.

CAN I APPLY FOR A NUS CARD?
Yes. All New Skills Academy students can apply for an NUS card. Details of how to do so will 
be available in your account once your order has been processed.

Fantastic course with great instruction and demonstrations.

I can already feel the benefit of this course whilst at work through improved efficiency and the handy 
tips I have picked up.

I have been using Excel for years now and I really regret not seeking some tuition sooner as I have learnt 
so many simple but useful things that can really make a difference straight away.

Very pleased with this provider and looking forward to the advanced level and possibly further courses 
in the future.

I would highly recommend this to anyone wishing to enhance their current knowledge or as a refresher.

JORDAN PRICE
SWINDON

What Students Have to Say

Helpful tips learned during the course and many fun facts. I will be completing 3 more courses after this 
one. Such a great learning experience. The knowledge in each package is phenomenal!

Each course is broken down into modules to make it easy to digest.

I would highly recommend this course to anyone looking to brush up their knowledge and
skills. Best of luck!

VAWN KOCH
READING
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