
Which route do you need to take

Route 1 - Is the most likely route for an Assistant\Secretary 
who pulls together information from various sources to 

create spreadsheets and provide simple reports

Route 1
Gather & consolidate 

information

Route 2
Build more efficient 

spreadsheets

Route 3
Produce 
records

Route 4
Financial analysis

Route 5 
Excel 

programming

Route 6
Business decision making

Route 2 - Is for people such as Team Leaders and those 
who build spreadsheets for repeated use or for others to 

use with efficient navigation
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Basic Concepts
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Module 1
 Basic 
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Route 3 - Administrators or Co-ordinators who will take 
information from other sources such as Access Database 

and produce queries 
Module 2 Added 

Functionality
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From data entry to crucial business decision making - use Microsoft Excel to achieve the desired results

What is your role in your company

p q y y y Functionality Functionality

Route 4 - This is for the person such as 
a Financial Controller who seriously 

needs to number crunch

Module 3(a) 
Database 

Techniques 

Module 3(b) 
Formulas & 
Functions

Module 3(b) Formulas & 
Functions

Module 3(a) Database 
Techniques

Optional Optional

Route 5 - An I.T. Person responsible for 
automating  the activity of a spreadsheet 

with input and output forms for other users

Microsoft Excel 
Visual Basic for 

Applications

Module 4
Develop Excel skills to 
analyse data to support 

Business Decisions

Module 4
Develop Excel skills to 
analyse data to support 

Business Decisions

Optional

Route 6 - Is for the Manager who 
wishes to analyse data, create 

reports and make decisions for the company

Microsoft Excel 
Visual Basic for 

Applications

Microsoft Excel 
Visual Basic for 

Applications
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