Course Number EXL1001
Course Length: 1 day

Section 1 - Introduction

Starting Excel

The Application Window

The Workbook Window
Opening a Workbook
Selecting Areas within a Sheet
Closing a Workbook

Starting a New Workbook

Working with the Quick Access Toolbar .

Excel 2010 Fundamentals
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Section 4 — Formatting Workbook Contents

e  Column Widths and Row Heights

e FormattingaWor ksheet

s Cell s

e  Formatting Numbers

e  The Format Painter

e  Fonts & Font Styles

e Using Borders
e Show/Hide Gridlines

Using Shading and Patterns

e Working with Styles

Section 2 - Creating Workbooks and Entering Data

Entering Data into Cells
Working with Basic Formulas
Saving a Workbook

About Excel File Types
Editing a Cell

Autocomplete

Auto Calculate

Built-in Functions

Working with Insert Function
Using the Range Finder

Section 3 - Editing Workbook Contents

Using Auto Fill Commands
Copying Cell Data

About Collecting and Pasting Multiple Items

Collecting and Pasting Multiple Items

Pasting Specific Items from the Office Clipboard b
Inserting or Deleting Rows and Columns M

Inserting or Deleting Cells
Moving Entries

Clearing Cells
Undo/Redo

Section 5 — Absolute Cell Referencing

e  Why Cell Referencing Matters

e Techniques for Creating Absolute Referencing

Section 6 - Printing

e  Previewing the Printout

e Using the Page Setup Dialog

e  Features of the Page Setup Dialog Box

e  Printing in Excel

e Headers and Footers

e Using Page Layout View
e  Setting Print Titles & Print Areas
e  Page Break Preview

Section 7 — a Quick Study in Charting

e  Creating a Chart

Modifying the Chart
Printing a Worksheet Containing a Chart
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