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Basic knowledge assumed except Excel Session One

	Excel One:

Introduction to MS Excel 2000

What is a Spreadsheet?

Getting Started

Starting Excel 2000

Excel 2000 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

Getting Assistance

Using the Office Assistant

Contents and Index 

Manipulating the Help Window

Finding Out What is on the Screen

Spreadsheet Basics

Creating a New Workbook

Entering and Editing Data,  Data Types

Editing and Deleting

Entering Dates and Times

Navigation Techniques 

Selection Techniques

Spell Check

Undo

Using Go To

AutoFill

Custom Lists

Saving and Closing a Workbook

Opening a Workbook

Cut, Copy and Paste

Using Cut, Copy and Paste

Drag and Drop

Entering Basic Calculations

Entering Calculations

AutoSum


	
	Excel Two:

Formatting the Worksheet

Working with Columns and Rows

Formatting Toolbar

Number Formats

Format Painter

Styles

Custom Formats

Inserting Comments

Workbook Principles

Inserting Sheets

Naming Sheets

Moving Sheets

Copying Sheets

Deleting Sheets

Printing 

Print Preview

Page Setup

Page Breaks

Print Titles

Printing

Working with Large Spreadsheets

Working with Large Sheets

Freezing Panes

Split Screen

Zoom Controls



	Excel Three:

Revision of Basic Functions and Calculations

Revision Exercise

Statistical Functions

Using Relative and Absolute Cell Addresses

Functions
Conditional IF Function

Nested IF Function

Statistical Functions

Round Function

Integer Function

SUMIF Function

Date and Time Functions

IF, AND, OR Conditional Functions

Lookup and Reference Functions 

ISBLANK Functions

Conditional Formatting

Applying Conditional Formats


	
	Excel Four:

Introduction to Charting

Creating a Chart

Editing a Chart

Changing Chart Data

Printing a Chart

Advanced Charting

Revision of Basic Charts

Formatting Features

User Defined Custom Charts

Creating Combination Charts

Adding a Series of Data

Secondary Axis

Database Features

Using a Spreadsheet as a Database

Sorting Data

Filtering Data

Subtotals

Advanced Database

Multi-Level Subtotals

Advanced Filtering

Groups & Outlines 

Concatenation

String Manipulation with Text Functions



	Excel Five:

Introduction to Macros

Understanding Macros

Recording Macros

Running Macros

Assigning Macros to Toolbars & Menus

Templates
Amending the Default Template

XLStart Folder 

Creating Templates

Templates Folder 

Auditing
Auditing Features

Precedents and Dependants

Tracing Errors & Invalid Data

Data Validation 

What If Scenarios

Using Goal Seek

Creating & Editing Scenarios

Summarising Scenarios
Range Names

Defining and Using Named Ranges

Updating Named Ranges

Editing Named Ranges

Deleting Named Ranges


	
	Excel Six:

Object Linking & Embedding 

Linking Excel into Word

Importing Files

Using Text Import Wizard

Manipulating Text Files

Text Manipulation
Pivot Tables

Creating a Pivot Table

Managing a Pivot Table

Query and Pivot Toolbar

Drilling Down

Refreshing Data

Protecting Worksheets

Protecting the Worksheet

Passwords

Working with Multiple Sheets

3D Calculations

 Grouping Feature

Consolidation Techniques













