Excel 1

Course Description
Using step-by-step instructions, this six-session course introduces the basic features of Microsoft Excel, the fully featured spreadsheet program included in Microsoft Office. The first few lessons deal with navigating around the spreadsheet, entering and editing data, and formatting for visual appeal. Upon completion of the course students should feel comfortable with using simple spreadsheets designed and created by others. 
Prerequisite Skills 

Beginner knowledge of Windows common operations

Example: Knowing how to execute the File | Open sequence from within an application, but occasionally confused by the different parts of the Open dialog box

Advanced understanding of arithmetic and complete grasp of math facts

Example: Ability to do long division with fractional remainders rounded to a specified number of places

Beginner understanding of linkages among elements

Example: Total expenses = sum of expenses subordinate and pertinent to the total

Novice knowledge of internal spreadsheet operations

Example: Knowing how to open an Excel spreadsheet, but not knowing anything about using the spreadsheet to add two numbers once it’s open

Course Learning Objectives by Module

1. Describe Excel spreadsheet basic working environment

2. Enter, edit and relocate data

3. Format fonts and print spreadsheets

4. Enter formulas and functions

5. Use and sort databases

6. Protect spreadsheets from inadvertent change

End Level Skills

Identify the uses of a spreadsheet

Open and save Excel spreadsheets

Access Excel Help

Use Standard and Formatting Toolbars

Enter data and identify data types

Use, freeze, and unfreeze panes

Copy, Paste, and Fill data

Change simple formatting

Enter and replicate simple formulas

Lock and unlock cells

Use Page Setup | Orientation and Margins, Print Preview
