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MS Excel Introduction

	Duration:

· One Day

Pre-Requisites:  

No previous experience of MS Excel is necessary.  

A basic understanding of PCs, keyboard and a mouse along with knowledge of MS Windows is recommended.

Objectives:

· Start Using MS Excel

· Create Spreadsheets

· Edit and Navigate Spreadsheets

· Move and Copy Text

· Use Basic Calculations

· Use Formatting

· Work with Multiple Sheets

· Preview & Print Spreadsheets

· Create Basic Charts


	
	Core Topics:

Introduction to MS Excel 

What is a Spreadsheet; Using Online Help

Getting Started

Starting MS Excel; MS Excel Opening Screen; Title Bar, Menu Bar, Scroll Bars & Toolbars; Formula Bar and Name Box; Active Cell, Column and Row Headers; Sheet Tabs, Status Bar; Menus and Sub-Menus, Shortcut Keys; Dialogue Box Elements; Exiting Excel

Spreadsheet Basics

Creating a New Workbook; Entering and Editing Data, Data Types; Editing and Deleting; Entering Dates and Times; Navigation Techniques; Selection Techniques; Undo; Using Go To; AutoFill; Custom Lists; Saving and Closing a Workbook; Opening a Workbook 

Moving and Copying Text

Cut and Paste; Copy and Paste; Drag and Drop 

Basic Calculations

Entering Calculations; AutoSum; Statistical Functions; Using Relative and Absolute Cell Addresses

Formatting the Worksheet

Working with Columns and Rows; Inserting and Deleting Columns and Rows; Formatting Toolbar; Number Formats; Format Painter

Workbook Principles

Inserting Sheets; Naming Sheets; Moving Sheets; Copying Sheets; Deleting Sheets

Printing 

Print Preview; Page Setup; Page Breaks; Print Titles; Printing

Introduction to Charting
Creating a Chart; Editing a Chart; Changing Chart Data; Formatting a Chart; Printing a Chart













