
	FUNDAMENTALS 

OF MICROSOFT 

EXCEL 2002 (XP)
	


This one day course is designed to educate users in the basics of Excel XP.  The course will enable users to create, format & build basic formula, save and print spreadsheets.  This course also forms part of the Microsoft Office User Specialist curriculum.
COURSE CONTENT

· Understanding the Excel XP Screen 

· Understanding what a Spreadsheet is

· Entering and Editing Labels, Values and Formulae

· Formatting Data

· Indenting and Rotating Data

· Navigating a Worksheet

· Inserting and Deleting Rows and Columns

· Copying and Moving Data

· Using Formula and Functions (=Sum, =Average, =Max, =Min, =Count)
· Working with Absolute and Relative referencing

· Creating Named Ranges and using within Formula

· Setting Operator Evaluation order

· Setting Borders and Shading

· Saving and Opening Spreadsheets

· Printing, Previewing and Page Set-up Options

WHO SHOULD ATTEND

Anyone wishing to familiarise themselves with the basics of creating and using Excel XP Spreadsheets.  Prior knowledge of Windows, ability to use a mouse and general keyboard skills required.  

DURATION

1 Day (9.30 – 4.30) Refreshments included

AVAILABILITY
This is a scheduled course for groups (max. 8)

To book this course, or further information contact:

Lisa Shepherdson or Melisa Money

E-Mail : lshepherdson@hcctraining.co.uk
Tel : (01482) 325576    Fax : (01482) 586101







