Pivot Tables - what are they and how are they useful?
· Setting up a pivot table

· Using the filter function with a pivot table

· Changing formats

· Changing headers

· Adding fields

· Repeating labels on all rows

· Limiting the data show in the pivot table

· Pivot table Options Dialog Box Tabs

· Using the Classic Layout option

· Field Settings Dialog Box

· Layout and print options

Lookup functions - what are they? How are they useful?
· Different types of lookups Vlookup & Hlookup

· Steps you must take before using a lookup

· Using lookups to combine information in different tables

· Changing the format of the results you receive

· Finding information in a large tables

· Using the function Dialog Box vs the fx line

· Changing the error message

