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MONTHLY EDUCATIONAL WEBINAR SERIES

Top 10 Excel Formulas

TUESDAY, NOVEMBER 18, 2025

2:00P.M. - 3:00P.M. EST

CLM,, Application Credit:
1 hr Information Technology

CLM,, Recertification Credit:
1 hr Operation Management

Handouts will be made available
to attendees to download during
the event. Recording and
handouts will be available later
the same week to the Cyber

Chapter Online Community

Every Administrator Must Know

Register for the Webinar at: https://us06web.zoom.us/webinar/register/WN_YPahAn
-_ReSiGdi2X4R-Bw

Excel is more than just rows and columns—it’s one of the most powerful tools available
for organizing, analyzing, and presenting information in the legal workplace. Yet, many
professionals only scratch the surface of what it can do. In this session, we’ll explore ten
essential Excel formulas and functions that every legal administrator should have at their
fingertips.

From managing financial data with precision to cleaning up client lists and automating
routine tasks, you’ll see practical demonstrations of formulas that can save you hours of
work while reducing errors. We'll also discuss tips and shortcuts to help you work
smarter, not harder. Whether you’re building reports, tracking billing hours, or managing
staff information, these Excel skills will strengthen your confidence and efficiency.

No matter your current skill level, you'll leave with actionable techniques you can apply
immediately in your daily workflow. By the end of this webinar, attendees will be able
to:

e Apply rounding functions to control accuracy in billing, financial, and reporting data.

e Distinguish between relative, absolute, and mixed references to ensure formulas
work correctly when copied across spreadsheets.

e Use text formulas (LEFT, RIGHT, MID, LEN, FIND, VALUE) to clean and restructure
data such as names, emails, and phone numbers.

e Implement XLOOKUP to replace outdated lookup functions for faster, more flexible
data retrieval.

e Use IF, IFERROR, and SWITCH formulas to make spreadsheets more dynamic and
error-proof.

e Incorporate time-saving Excel tips (Flash Fill, tables, formula toggles, etc.) to
streamline recurring administrative tasks.

Ivan Hemmans is a Senior Manager of Technical Development at O'Melveny & Myers
LLP and has extensive experience with information technology. He has worked with
law firms for over 20 years and computers for approximately three decades. His
programming background, Cognitive Science degree, along with his unique blend of
experience and good-natured humor combine to make him engaging and
approachable.
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