Excel 2

Course Description

Using step-by-step instructions, this six-session course introduces the main features of Microsoft Excel, the fully featured spreadsheet program included in Microsoft Office. The first few lessons deal with entering data, creating formulas and using functions. Later lessons cover how to create charts and customize the Excel interface. Upon completion of the course students should feel comfortable with creating simple budgets, maintaining household inventories, and managing straightforward investment portfolios.

This is the second of a two course sequence.  Although it begins with a comprehensive review of Excel basics, it does assume students possess certain prerequisite skills.
Prerequisite Skills

Excel Course 1 End Level Skills executed with Intermediate competency

A qualifying test is available

Course Learning Objectives by Module

1. Review basics emphasizing data types and formats

2. Comprehensive formatting

3. Enter, edit, relocate and audit formulas and functions

4. Create, edit charts and format printed spreadsheets

5. Customize toolbars and use templates

6. Use Paste Special features and self-paced comprehensive review

End Level Skills

Extensions of Excel Course 1

Determine when to use a spreadsheet

Create new and modify existing Excel spreadsheets

Access Excel Function Palette

Create a Customized toolbar

Change data types

Understand the usefulness of multi-sheet workbooks

Copy, Paste, and Fill formulas

Change intermediate formatting

Enter simple built-in functions

Use Page Setup | Headers/Footers and Sheet properties

New skills, not included in Excel Course 1

Create simple charts

Use simple auditing features
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