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All Operation ABLE training classes are activity-based and taught by a live instructor.  You can attend 
training live online at the scheduled time the course is offered through a screen-sharing software called 
Zoom (free for you).  Our live online instructors teach you from a remote location while you attend from 
your home or work.  Once health issues permit us to interact with students in a traditional classroom 
setting, you may schedule on-site training in our Boston computer labs or at your corporate location. 
 
 

Online Course Requirements: 
• You should have basic computer knowledge. 

• Ensure that Microsoft Office is installed on your Windows PC computer.  The MS Office Versions 
That Are Applicable: 2019, 365, 2016, & 2013  

• Not Appropriate For: Macintosh versions of MS Office or Tablets 

• Instructors use Microsoft Office version 365 (Microsoft Windows PC) Software and Courseware 
 
 

Course Listing Footnotes  
• These courses have been approved by Commonwealth Corporation effective 8/10/2021  

• These courses are eligible for state funding through a grant.  Please call Steve at 617-501-2151 
for assistance with a grant to fund courses. 

• Course can be customized to your training needs 

• Course is scheduled based on dates you provide (Subject to instructor availability) 

• We usually require about 4 weeks lead-time to arrange a training session 

• All six-hour courses can be done over 1, 2, or 3 days  
 
 

Course Pricing 
• Per person or group rates prices to suite all your needs. (See each course for alternatives) 

• When selecting training curriculum, please choose the course number appropriate for each 
pricing alternative 

https://operationable.net/
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Excel Level 1 - Beginner 

Group Rate: $1,800 Per Person Rate: $250 (Min. of 4 attendees) 

Course Number: 1131651 Course Number: 1132095 

This six-hour course can be done over 1, 2, or 3 days 

 
Prerequisite: You should have basic computer knowledge 
Course Objective: Level 1 is a beginning course. Initially students will be introduced to the grid, ribbon, 
formula bar, quick access toolbar and status bar. With the foundation of the various bar’s students will 
learn cursors, tips, and keyboard shortcuts. By mid-course students will work on entering data, moving, 
deleting columns, rows, and cells. Topics evolve to pasting techniques. Students will begin to understand 
special formatting, including using the format painter. The class culminates in understanding nature of 
special values and printing and saving worksheets.  
 

Excel Level 2 - Intermediate 
Group Rate: $1,800 Per Person Rate: $250 (Min. of 4 attendees) 

Course Number: 1131652 Course Number: 1132096 

This six-hour course can be done over 1, 2, or 3 days 

 
Prerequisite: Some exposure to Excel and or Level 1 class completion 
Course Objective: Level 2 builds on level 1 where students learned how to navigate the various bars. In 
Level 2 students will work with conditional formatting and making worksheets more visually useful. 
Managing data by finding and removing duplicates. Exposure to the data validation tools to make 
efficient input. In level 2, students are introduced to filtering. More advanced data management 
techniques are explored. More intense use of formulas and starting to build customized commands. 
Application of absolutes in formulas and usage of named cell ranges.  
 

 Excel for Data Analytics (Advanced) - Level 3 
Group Rate: $1,800 Per Person Rate: $250 (Min. of 4 attendees) 

Course Number: 1131662 Course Number: 1132097 

This six-hour course can be done over 1, 2, or 3 days 

 
Prerequisite: Microsoft® Excel Level 1 and 2 or comparable Excel experience.   
Course Objective: Excel Level 3 Data Analysis. This Excel course lets learners build foundational and 
intermediate knowledge working with spreadsheets and introduces participants to high-end features, 
like PivotTables and Charts, collaborating, and automating complex or repetitive tasks. The Microsoft 
Office Excel training classes also focus on developing the skill to use conditional logic to construct and 
apply elaborate functions and formulas; enhancing your ability to become more productive and efficient 
in working with large amounts of data. Key Topics: Using Pivot Tables, Working with Multiple 
Worksheets/Workbooks., Sharing and Protecting Workbooks, Automating Workbook Functionality and 
Creating Mapping Data. 
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Excel for Financial Analysis (Advanced) - Level 3 

Group Rate: $1,800 Per Person Rate: $250 (Min. of 4 attendees) 

Course Number: 1131663 Course Number: 1132098 

This six-hour course can be done over 1, 2, or 3 days 

 
Prerequisite: Microsoft® Excel Level 1 and 2 or comparable Excel experience. 
Course Objective: Excel Level 3 Excel Financial Option The Microsoft Office Excel Level 3 course is 
designed for advanced Microsoft Office Excel professionals who may work or be interested in the 
domain of finance, statistics, project analysis, and market analysis including the fields of micro- and 
macro-economics. Upon course completion you will be able to manipulate data using statistical and 
lookup functions, analyze data using the data analysis tools, make investment decisions using the 
financial functions, examine data using math functions, manipulate data using text and information 
functions, create templates and work with Excel's advanced chart options, and manage data in Excel 
workbooks. Pre-requisite- exposure to Excel and or Level 1 and or Level 2 classes. 
 

Excel Blended (L1 & L2) or (L2 & L3) 
Group Rate: $1,800 Per Person Rate: $250 (Min. of 4 attendees) 

Course Number: TBD Course Number: TBD 

This six-hour course can be done over 1, 2, or 3 days 

 
In development  
 
Prerequisite: You should have basic computer knowledge and basic Excel experience 
Course Objective: Excel Blended Courses allows for a combination class of concepts from level 1 and 2 or 
level 2 and level 3. The course is designed for those with a wide range of students who wish to operate 
in a more accelerated mode. 
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Operation ABLE contacts for the 
EXPRESS GRANT PROGRAM For SMALL BUSINESS 
 
 
Steve Zukowski 
Marketing Express Grant & 
Upskill 
szukowski@operationable.net 
617-501-2151 

Bill Nadler 
Senior Training Specialist 
wnadler@operationable.net 
617-542-4180, Ext 142 

Mark Gyurina 
Chief Program Officer 
mgyurina@operationable.net 
617-542-4180, Ext 128 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Image(s) attribution, Public Domain, and other Copyright notes: 

• MS Logo images consist only of simple geometric shapes or text. They do not meet the threshold of 
originality needed for copyright protection and are therefore in the public domain. 

• Microsoft Access, Excel, Office 365, PowerPoint, and Word are trademarks of the Microsoft group of 
companies.  

• Google Workspace, formally Google Suite, aka G-Suite, branding, and introduction announced 10/2020. 
• Operation ABLE instructs as an Independent QuickBooks Training facility. 
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