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Basic Terminology:

Discuss the terms used to define specific outlay of a spreadsheet and of the basic functionality of

the spreadsheet as used in Microsoft Excel Help.
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Navigation of the Tool Bar

Discuss and demonstrate the functions available in the common tool bar. Cover icons used for
specific functions and discuss the how to develop a custom tool bar.
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Add-Ins
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Build a Basic Spreadsheet

Demonstrate use of columns, rows, headers, locked fields, print set area, highlighting, protecting,
cut and paste, paste special, copy, and font set for a spreadsheet.
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Using Formulas.

Demonstrate various mathematical formulas for use in a spreadsheet including; addition,
subtraction, multiplication and division of separate cells in a spreadsheet and between

spreadsheets.
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Function (fx)

Insert Function [T (3]

_ Logical functions are
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easiest to use and are
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determining duplicate
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common worksheet
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AND(logicall,logical2,...)
Checks whether all arguments are TRUE, and returns TRUE if all arguments
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Short Cuts and Tricks

Demonstrate various short cuts for testing for duplication, creating a series of numbers and dates,
parsing columns into separate columns and combining columns into one data column.
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Insert, delete or rename each
worksheet tab.

Insert Move or copy a worksheet
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