
 

INTERMEDIATE MICROSOFT EXCEL TRAINING IN THE PHILIPPINES 

Strengthening Formula Skills, Data Management, Analysis, PivotTables, and 

Professional Reporting 

A Practical and Customizable Corporate Training Program by Making Strong Success 

Corporation 
 

 

TRAINING OVERVIEW 

 

Employees who already know the basic features of Microsoft Excel often reach a point where simple formulas, 

manual sorting, basic formatting, and ordinary worksheets are no longer enough. 

 

As their responsibilities increase, they may need to: 

• Combine information from different worksheets  

• Clean and organize inconsistent data  

• Perform calculations using multiple conditions  

• Retrieve information from reference tables  

• Summarize large datasets efficiently  

• Analyze performance by department, product, location, or period  

• Create PivotTables and PivotCharts  

• Build clearer and more professional reports  

• Reduce repetitive manual work  

• Identify errors before reports are submitted  

• Protect formulas and control data entry  

• Convert raw spreadsheet data into useful business information  

 

Without structured intermediate-level Excel skills, employees may spend excessive time completing reports, 

repeatedly copying and pasting data, fixing formula errors, searching for records manually, and rebuilding the 

same reports every reporting period. 

 

This Intermediate Microsoft Excel Training in the Philippines helps participants progress beyond basic 

spreadsheet use and develop more efficient, accurate, and analytical Excel practices. 

 

Participants learn how to structure data properly, apply intermediate formulas and functions, clean and validate 

information, use lookup functions, summarize data through conditional calculations, create PivotTables, develop 

practical reports, and improve worksheet reliability. 

 

This program is suitable for organizations searching for: 

• Intermediate Microsoft Excel Training in the Philippines  

• Intermediate MS Excel Training in the Philippines  

• Intermediate Excel Training in the Philippines  

• Intermediate-Level Microsoft Excel Training in the Philippines  



 
• Intermediate-Level MS Excel Training in the Philippines  

• Microsoft Excel Intermediate Course  

• Intermediate Excel Formulas and Functions Training  

• PivotTable Training in the Philippines  

• Excel Data Analysis Training  

• Corporate Microsoft Excel Training in the Philippines  

 

Following the MSS EnterTRAINment approach, the program combines concise demonstrations with guided 

exercises, spreadsheet challenges, workplace scenarios, individual practice, team problem-solving, and practical 

report-building activities. 

 

 

TRAINING GOAL 

 

To strengthen participants’ ability to manage, calculate, analyze, validate, summarize, and present spreadsheet 

data more efficiently using intermediate Microsoft Excel tools and techniques. 

 

 

TRAINING OBJECTIVES 

 

By the end of the program, participants will be able to: 

1. Organize spreadsheet data using proper tabular structures.  

2. Convert ordinary data ranges into functional Excel Tables.  

3. apply relative, absolute, and mixed cell references correctly.  

4. Use logical functions for condition-based calculations.  

5. Apply multi-condition summary functions.  

6. Use text, date, and error-handling functions.  

7. Clean and standardize inconsistent spreadsheet data.  

8. Apply data-validation rules to control user input.  

9. Retrieve information using lookup and reference functions.  

10. Create practical formulas using XLOOKUP or VLOOKUP.  

11. Recognize common causes of lookup and formula errors.  

12. Summarize large datasets using PivotTables.  

13. Group and filter PivotTable information.  

14. Create PivotCharts and use slicers for interactive reporting.  

15. Use conditional formatting to highlight important results.  

16. Prepare clear and professional management reports.  

17. Apply formula-auditing and worksheet-protection tools.  

18. Develop a reusable intermediate-level Excel report or template.  

 

 

 

 



 

 
FROM POINT A TO POINT B 

 

Point A: Current Spreadsheet Practices Point B: Desired Excel Capability 

Employees rely mainly on basic formulas 
Participants apply logical, conditional, lookup, text, and 

date functions 

Data is stored in inconsistent formats 
Information is cleaned, standardized, and structured 

properly 

Reports require repeated copying and pasting 
Tables, formulas, and PivotTables reduce repetitive 

work 

Records are searched manually Lookup functions retrieve information efficiently 

Formulas fail when copied Cell references are used correctly 

Multiple conditions are calculated manually 
SUMIFS, COUNTIFS, and AVERAGEIFS automate 

summaries 

Large datasets are difficult to interpret PivotTables summarize information quickly 

Reports contain too much raw data 
Charts and conditional formatting emphasize key 

insights 

Errors are discovered after submission Formula auditing and validation improve reliability 

Each report is rebuilt from the beginning 
Reusable and standardized templates improve 

productivity 

 

 

ORGANIZATIONAL BENEFITS 

 

This Intermediate Excel Training in the Philippines can help organizations: 

• Improve spreadsheet accuracy and consistency  

• Reduce repetitive manual work  

• Shorten report-preparation time  

• Strengthen employee data-analysis capability  

• Improve data organization and reliability  

• Reduce formula and lookup errors  

• Improve record retrieval and reconciliation  

• Strengthen reporting and monitoring processes  

• Improve the use of operational, financial, HR, sales, and inventory data  

• Standardize recurring spreadsheet reports  

• Improve decision-making through clearer summaries  

• Prepare employees for advanced Excel, Power Query, Power Pivot, and Power BI training  

 

 

 



 

 
ONE-DAY TRAINING PROGRAM OUTLINE 

 

Recommended Schedule: 8:00 AM–5:00 PM 

 

Time Modules, Topics, and Subtopics Supporting Activities and Outputs 

8:00–10:00 AM 

MODULE 1: STRUCTURING DATA AND 

BUILDING SMARTER FORMULAS 

 

• Preparing Analysis-Ready 

Worksheets 

    ○ Proper rows, columns, and headers 

    ○ Converting ranges into Excel Tables 

 

• Mastering Cell References 

    ○ Relative and absolute references 

    ○ Mixed references in copied formulas 

 

• Applying Logical Functions 

    ○ IF and nested conditions 

    ○ AND, OR, and IFERROR 

 

• Using Practical Text and Date 

Functions 

    ○ LEFT, RIGHT, MID, and LEN 

    ○ TODAY, YEAR, MONTH, and date 

calculations 

Spreadsheet Structure Check-Up 

 

Participants evaluate and correct a poorly 

designed worksheet. 

 

Formula Reference Challenge 

 

Participants repair formulas containing 

incorrect cell references. 

 

Smart Formula Exercise 

 

Participants create condition-based formulas 

for a workplace scenario. 

 

Output: Structured Data Table and 

Intermediate Formula Worksheet 

10:00–10:15 AM Morning Break 

10:15 AM–12:00 NN 

MODULE 2: CLEANING DATA AND 

RETRIEVING INFORMATION 

 

• Cleaning Inconsistent Data 

    ○ TRIM, CLEAN, and SUBSTITUTE 

    ○ Flash Fill and Text to Columns 

 

• Controlling Data Entry 

    ○ Data-validation rules 

    ○ Drop-down lists and error alerts 

 

• Applying Lookup Functions 

    ○ XLOOKUP and VLOOKUP 

    ○ Exact-match and approximate-match 

Data-Cleaning Race 

 

Participants clean names, codes, dates, and 

inconsistent text entries. 

 

Lookup Mission 

 

Participants retrieve employee, product, 

customer, or inventory information from a 

reference table. 

 

Validation Control Exercise 

 

Participants create controlled input fields and 



 

Time Modules, Topics, and Subtopics Supporting Activities and Outputs 

logic 

 

• Managing Lookup Problems 

    ○ Missing records and inconsistent 

formats 

    ○ IFERROR and formula 

troubleshooting 

drop-down lists. 

 

Output: Cleaned and Validated Lookup-Ready 

Dataset 

12:00–1:00 PM Lunch Break 

1:00–3:00 PM 

MODULE 3: SUMMARIZING AND 

ANALYZING BUSINESS DATA 

 

• Applying Conditional Summary 

Functions 

    ○ SUMIF and SUMIFS 

    ○ COUNTIF, COUNTIFS, and 

AVERAGEIFS 

 

• Creating PivotTables 

    ○ Rows, columns, values, and filters 

    ○ Summarizing by category and period 

 

• Improving PivotTable Analysis 

    ○ Sorting, filtering, and grouping 

    ○ Refreshing and formatting results 

 

• Creating Interactive Summaries 

    ○ PivotCharts 

    ○ Slicers and timeline filters 

Conditional Calculation Challenge 

 

Participants summarize performance using 

multiple criteria. 

 

PivotTable Laboratory 

 

Participants transform raw transactional data 

into meaningful summaries. 

 

Interactive Reporting Exercise 

 

Participants create a PivotChart and add slicers 

for faster analysis. 

 

Output: PivotTable-Based Business Analysis 

Report 

3:00–3:15 PM Afternoon Break 

3:15–5:00 PM 

MODULE 4: CREATING RELIABLE AND 

PROFESSIONAL EXCEL REPORTS 

 

• Highlighting Important Results 

    ○ Conditional formatting rules 

    ○ Data bars, icons, and formula-based 

rules 

 

• Designing Clear Excel Reports 

    ○ Report layout and visual hierarchy 

    ○ Appropriate charts and summaries 

Spot the Spreadsheet Risk 

 

Participants locate formula, formatting, 

validation, and reporting problems. 

 

Report Makeover Challenge 

 

Participants redesign a raw worksheet into a 

clear professional report. 

 

Final Excel Application Challenge 



 

Time Modules, Topics, and Subtopics Supporting Activities and Outputs 

 

• Checking Worksheet Reliability 

    ○ Trace precedents and dependents 

    ○ Error checking and formula 

evaluation 

 

• Protecting and Standardizing Files 

    ○ Locked formulas and editable fields 

    ○ Reusable reporting templates 

 

Participants clean data, create formulas, 

retrieve records, summarize information, and 

present results. 

 

Final Outputs: 

• Intermediate Excel Reporting Template 

• Personal Excel Productivity Commitment 

 

 

THE S.M.A.R.T. INTERMEDIATE EXCEL WORKFLOW 

 

S — Structure the Data Correctly 

• Use clear and consistent column headings  

• Maintain one record per row  

• Avoid unnecessary blank rows and columns  

• Convert data ranges into Excel Tables  

• Keep source data separate from reports  

 

M — Master Formulas and References 

• Choose the correct function  

• Use relative, absolute, or mixed references  

• Combine functions when necessary  

• Handle errors clearly  

• Test formulas before copying them  

 

A — Analyze and Retrieve Information 

• Apply conditional calculations  

• Use lookup and reference functions  

• Compare categories, periods, and results  

• Summarize data through PivotTables  

• Identify important trends and exceptions  

 

R — Report Results Clearly 

• Select relevant information  

• Use appropriate charts  

• Apply meaningful conditional formatting  

• Improve report readability  

• Present conclusions, not only raw data  

 



 
T — Test, Protect, and Standardize 

• Audit formulas  

• Validate user input  

• Protect formulas and sensitive sections  

• Document assumptions  

• Save reusable templates  

 

 
INTERMEDIATE MICROSOFT EXCEL FUNCTIONS AND FEATURES COVERED 

 

The program may cover the following, depending on participant readiness and the Microsoft Excel version being 

used: 

 

Logical Functions 

• IF  

• Nested IF  

• IFS  

• AND  

• OR  

• IFERROR  

 

Conditional Summary Functions 

• SUMIF  

• SUMIFS  

• COUNTIF  

• COUNTIFS  

• AVERAGEIF  

• AVERAGEIFS  

 

Text Functions 

• LEFT  

• RIGHT  

• MID  

• LEN  

• TRIM  

• CLEAN  

• CONCAT or TEXTJOIN  

• SUBSTITUTE  

 

Date and Time Functions 

• TODAY  

• NOW  

• DATE  



 
• YEAR  

• MONTH  

• DAY  

• EDATE  

• EOMONTH  

• NETWORKDAYS  

 

Lookup Functions 

• XLOOKUP  

• VLOOKUP  

• HLOOKUP, when relevant  

• INDEX and MATCH as an optional introduction  

 

Data Management and Analysis 

• Excel Tables  

• Sorting and filtering  

• Advanced filtering concepts  

• Data validation  

• Remove Duplicates  

• Text to Columns  

• Flash Fill  

• Conditional formatting  

• PivotTables  

• PivotCharts  

• Slicers  

• Timelines  

 

Feature availability may vary depending on the Microsoft Excel version installed. 

 

 

BASIC VERSUS INTERMEDIATE EXCEL TRAINING 

 

Basic Microsoft Excel Training Intermediate Microsoft Excel Training 

Introduces worksheets and workbook navigation Develops structured and analytical spreadsheet use 

Covers basic data entry and formatting Covers data cleaning, validation, and standardization 

Uses simple arithmetic formulas Uses logical and multi-condition formulas 

Introduces SUM, AVERAGE, MIN, and MAX 
Uses SUMIFS, COUNTIFS, AVERAGEIFS, and IF 

functions 

Creates simple tables and charts 
Creates Excel Tables, PivotTables, PivotCharts, and 

slicers 

Focuses on everyday spreadsheet tasks Focuses on reporting, analysis, and productivity 



 

Basic Microsoft Excel Training Intermediate Microsoft Excel Training 

Suitable for beginners Suitable for users with basic Excel experience 

 

 

INTERMEDIATE VERSUS ADVANCED EXCEL TRAINING 

 

Intermediate Excel Training Advanced Excel Training 

Builds stronger formula and reporting skills 
Handles complex analysis, automation, and data 

modeling 

Uses logical, lookup, and conditional functions 
Uses advanced formula combinations and dynamic 

models 

Introduces PivotTables and PivotCharts 
Develops advanced PivotTable and dashboard 

applications 

Cleans data with standard Excel tools Uses Power Query for data transformation 

Creates reusable reporting templates Automates work through macros and VBA 

Focuses on practical departmental reports Focuses on complex business-analysis solutions 

Prepares participants for advanced tools Requires solid intermediate Excel capability 

 

 

COMMON INTERMEDIATE EXCEL CHALLENGES COVERED 

 

Participants learn how to address: 

1. Formulas that change incorrectly when copied  

2. Repetitive manual calculations  

3. Inconsistent text, dates, and codes  

4. Missing or duplicate records  

5. Incorrect lookup results  

6. Formulas displaying errors  

7. Reports using different formats each month  

8. Large datasets that are difficult to summarize  

9. Manual category-by-category calculations  

10. Uncontrolled spreadsheet data entry  

11. PivotTables that do not update correctly  

12. Charts that do not communicate useful information  

13. Hidden formula errors  

14. Accidental deletion or editing of formulas  

15. Reports that contain data but no clear insight  

 

 

 



 

 
SAMPLE WORKPLACE APPLICATIONS 

 

The program may use exercises involving: 

• Sales performance reports  

• Employee attendance monitoring  

• Payroll and allowance summaries  

• Customer or member databases  

• Inventory and stock monitoring  

• Procurement and supplier records  

• Budget-versus-actual reports  

• Training attendance and evaluation data  

• Operational performance monitoring  

• Service-level reports  

• Loan, payment, or collection tracking  

• Production and quality reports  

• Project-monitoring worksheets  

• Departmental KPI reports  

 

Exercises may be customized according to the client’s industry and participant roles. 

 

 

TRAINING METHODS 

 

Consistent with the MSS EnterTRAINment philosophy, this program minimizes lengthy lectures and maximizes 

demonstration, guided practice, problem-solving, and workplace application. 

 

Training methods include: 

• Concise facilitator demonstrations  

• Guided hands-on exercises  

• Individual spreadsheet challenges  

• Formula-building activities  

• Data-cleaning exercises  

• Lookup-function challenges  

• PivotTable laboratories  

• Reporting simulations  

• Error-detection activities  

• Peer review  

• Facilitated debriefing  

• Workplace template development  

 

Participants work directly in Microsoft Excel throughout the program. 

 



 

 
TARGET PARTICIPANTS 

 

This Intermediate-Level Microsoft Excel Training in the Philippines is suitable for: 

• Administrative personnel  

• Human resource employees  

• Finance and accounting support teams  

• Sales and marketing personnel  

• Procurement and purchasing employees  

• Supply chain and logistics teams  

• Inventory and warehouse personnel  

• Operations employees  

• Customer-service personnel  

• Project coordinators  

• Analysts and reporting personnel  

• Supervisors and team leaders  

• Management trainees  

• Employees who prepare recurring spreadsheet reports  

 

Participants should already understand: 

• Workbook and worksheet navigation  

• Basic data entry and formatting  

• Simple arithmetic formulas  

• Basic functions such as SUM and AVERAGE  

• Basic sorting and filtering  

• Saving, opening, and printing Excel files  

 

 

EXPECTED PARTICIPANT OUTPUTS 

 

Participants will complete: 

1. Structured Data and Intermediate Formula Worksheet 

Containing: 

• Excel Tables  

• Proper cell references  

• Logical functions  

• Text and date functions  

• Error-handling formulas  

 

2. Cleaned and Validated Dataset 

Containing: 

• Standardized text and codes  

• Corrected dates  



 
• Removed duplicates  

• Controlled data-entry fields  

• Drop-down lists  

 

3. Lookup and Reconciliation Worksheet 

Containing: 

• XLOOKUP or VLOOKUP formulas  

• Reference tables  

• Missing-record controls  

• Error-handling logic  

 

4. PivotTable-Based Business Analysis Report 

Containing: 

• PivotTable summaries  

• Filters and groupings  

• PivotCharts  

• Slicers or timeline controls  

 

5. Intermediate Excel Reporting Template 

A reusable workplace report containing: 

• Formulas  

• Data validation  

• Conditional formatting  

• Summary tables  

• Charts  

• Protected formula cells  

 

6. Personal Excel Productivity Commitment 

Each participant identifies one spreadsheet practice to stop, start, or improve. 

 

 

DELIVERY OPTIONS 

 

The program may be delivered as: 

• Onsite or face-to-face in-house training  

• Live instructor-led virtual training  

• Hybrid training  

• One-day intensive workshop  

• Two-day expanded intermediate Excel course  

• Multi-batch organizational rollout  

• Department-specific Excel training  

• Basic-to-advanced Microsoft Excel learning series  

 



 
The program may be customized according to: 

• Participant proficiency  

• Job responsibilities  

• Industry  

• Existing reports and templates  

• Microsoft Excel version  

• Required formulas and functions  

• Departmental data-analysis needs  

• Reporting frequency  

• Expected participant outputs  

 

 

RECOMMENDED TECHNICAL REQUIREMENTS 

 

Each participant should have: 

• A laptop or desktop computer  

• Microsoft Excel installed  

• Permission to open, edit, and save files  

• A working keyboard and mouse  

• Access to the provided practice files  

• A stable internet connection for virtual delivery  

 

Microsoft 365 or a recent Microsoft Excel version is recommended for features such as XLOOKUP and newer 

dynamic functions. 

 

Alternative exercises may be provided for participants using older versions. 

 

 

RECOMMENDED CUSTOMIZATION INPUTS 

 

The client may provide anonymized or nonconfidential samples of: 

• Recurring departmental reports  

• Attendance files  

• Sales records  

• Inventory reports  

• Budget-monitoring worksheets  

• Employee databases  

• Performance-monitoring reports  

• Procurement records  

• Customer or member data  

• Existing spreadsheet templates  

• Frequently encountered formula problems  

 



 
Confidential employee, customer, financial, or commercially sensitive information is not required. 

 

 

FREQUENTLY ASKED QUESTIONS 

 

What is Intermediate Microsoft Excel Training? 

Intermediate Microsoft Excel Training in the Philippines develops the skills of employees who already 

understand basic Excel and need to perform more advanced calculations, data cleaning, lookup, analysis, 

PivotTable, and reporting tasks. 

 

Who should attend Intermediate MS Excel Training? 

The program is suitable for employees who regularly use spreadsheets and already know basic formulas, 

formatting, sorting, filtering, and worksheet navigation. 

 

Is this suitable for complete beginners? 

Complete beginners should attend Basic Microsoft Excel Training in the Philippines first. 

 

Participants who lack basic spreadsheet experience may find the pace of the intermediate program challenging. 

 

What formulas are covered? 

The program may include: 

• IF  

• AND  

• OR  

• IFERROR  

• SUMIF and SUMIFS  

• COUNTIF and COUNTIFS  

• AVERAGEIF and AVERAGEIFS  

• XLOOKUP or VLOOKUP  

• Text functions  

• Date functions  

 

The final list may be adjusted according to the client’s needs and Excel version. 

 

Does the training include PivotTables? 

Yes. 

 

Participants learn how to create, organize, filter, format, group, and refresh PivotTables. PivotCharts and slicers 

may also be included. 

 

Does the training include dashboards? 

The program introduces practical report layouts, summary tables, PivotCharts, slicers, and simple dashboard-style 

reporting. 



 
 

A more comprehensive Advanced Microsoft Excel Dashboard Training may be recommended for complex 

interactive dashboards. 

 

Does this training include macros or VBA? 

Macros and Visual Basic for Applications are normally covered in an advanced or specialized Excel automation 

program. 

 

They are not a primary component of the standard one-day intermediate course. 

 

Does the training cover Power Query? 

Power Query is normally included in Advanced Microsoft Excel, Excel Data Cleaning, or Business Intelligence 

training. 

 

A brief introduction may be added to an expanded two-day version. 

 

Can the activities use our company reports? 

Yes. 

 

The client may provide anonymized spreadsheet samples so exercises can reflect actual reporting requirements 

and common workplace challenges. 

 

Can this be delivered virtually? 

Yes. 

 

The program may be delivered through live virtual training with facilitator demonstrations, downloadable practice 

files, screen-sharing, guided exercises, breakout activities, and individual spreadsheet outputs. 

 

 
RELATED DIGITAL SKILLS TRAINING PROGRAMS 

 

Organizations may also consider: 

• Basic Microsoft Excel Training  

• Advanced Microsoft Excel Training  

• Microsoft Excel Formulas and Functions Training  

• PivotTables and PivotCharts Training  

• Microsoft Excel Dashboard Training  

• Excel Data Cleaning and Analysis Training  

• Microsoft Power Query Training  

• Microsoft Power BI Training  

• Microsoft Word Training  

• Microsoft PowerPoint Training  

• Google Workspace Training  



 
• Artificial Intelligence for Workplace Productivity Training  

 

 

WHY CHOOSE MSS CORPORATION? 

 

Making Strong Success Corporation delivers practical and customizable corporate training programs based on 

real workplace requirements. 

 

Our approach combines: 

• Concise and relevant demonstrations  

• Hands-on spreadsheet exercises  

• Practical workplace datasets  

• Progressive skills development  

• EnterTRAINment-based learning activities  

• Individual and collaborative challenges  

• Facilitator coaching and feedback  

• Reusable workplace outputs  

• Customization based on participant roles and proficiency  

 

This Intermediate Excel Training in the Philippines is designed not merely to introduce more Excel features. It 

helps participants complete calculations faster, organize data more effectively, reduce errors, retrieve information 

efficiently, summarize large datasets, and prepare reports that support better business decisions. 

 

 

REQUEST A CUSTOMIZED PROGRAM 

 

Organizations searching for Intermediate Microsoft Excel Training in the Philippines, Intermediate MS Excel 

Training in the Philippines, Intermediate Excel Training in the Philippines, Intermediate-Level Microsoft 

Excel Training in the Philippines, or Intermediate-Level MS Excel Training in the Philippines may request a 

customized program based on their industry, participant skill level, spreadsheet requirements, recurring reports, 

and performance objectives. 

 

Structure the data. Strengthen the formulas. Analyze the information. Report with confidence. 

 


