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Application Software


Microsoft® Excel for Business

       

        1 Day
Microsoft Excel is the most popular spreadsheet program for both business and personal use. Well-designed spreadsheets enable you to organize complex data, but more importantly, they make it possible to analyze and share information clearly and securely. In this course, you will learn the fundamentals of spreadsheet development including writing basic formulas, formatting, and printing workbooks.  This course is taught in two series: foundations and advanced.
Who Should Attend

This course is designed for persons who want to gain the skills necessary to create, edit, format, and print basic Microsoft Office Excel® worksheets.
Students should be familiar with using personal computers and have used a mouse and keyboard. You should be comfortable in the Windows environment and be able to use Windows to manage information on your computer. Specifically, you should be able to launch and close programs; navigate to information stored on the computer; and manage files and folders.
what you will achieve
· Explore the Microsoft® Office Excel®  environment and create a basic worksheet

· Perform calculations

· Modify a worksheet

· Format a worksheet

· Print workbook contents

· Manage large workbooks

What you will learn 

UNIT 1. Creating a Basic Worksheet

Topic A. Explore the User Interface and the Ribbon

Topic B. Navigate and Select in Excel® 
Topic C. Obtain Help

Topic D. Enter Data and Save a Workbook

Topic E. Customize the Quick Access Toolbar

UNIT 2. Performing Calculations

Topic F. Create Basic Formulas

Topic G. Calculate with Functions

Topic H. Copy Formulas and Functions

UNIT 3. Modifying a Worksheet

Topic I. Manipulate Data 

Topic J. Insert and Delete Cells, Columns, and Rows

Topic K. Search for Data in a Worksheet

Topic L. Spell Check a Worksheet
UNIT 4. Formatting a Worksheet

Topic M. Modify Fonts

Topic N. Add Borders and Color to Cells

Topic O. Change Column Width and Row Height

Topic P. Apply Number Formats

Topic Q. Position Cell Contents

Topic R. Apply Cell Styles
UNIT 5. Printing Workbook Contents

Topic S. Print Workbook Contents Using Default Print Options

Topic T. Set Print Options

Topic U. Set Page Breaks
UNIT 6. Managing Large Workbooks

Topic V. Format Worksheet Tabs

Topic W. Manage Worksheets in a Workbook

Topic X. Manage the View of Large Worksheets
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