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	Duration
1 Day(s)
[bookmark: _GoBack]Overview
In this course, students will use Microsoft® Office Excel  to create spreadsheets and workbooks that they can use to store, manipulate, and share data.
Who Should Attend
This course is intended for students who wish to gain the foundational understanding of Microsoft Office Excel that is necessary to create and work with electronic spreadsheets.
[bookmark: tCourseCompletion]At Course Completion
Upon successful completion of this course, students will be able to:
create a basic worksheet using Microsoft® Office Excel - perform calculations in an Excel worksheet - modify an Excel worksheet - format a worksheet - print Excel workbook contents - manage an Excel workbook. 
Suggested Next Steps
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	Outline
	Lesson 1 : Getting Started with Microsoft Office Excel 

	Navigate the Excel User Interface 
Create Basic Workbook
Terminology
Create Workbook 
Enter Cell Data
Autofill
Saving Workbook 

	Lesson 2 : Performing Calculations

	Create Worksheet Formulas 
Insert Functions 
Autosum 
Other basic build-in functions

	Lesson 3 : Modifying a Worksheet

	Insert, Delete and Adjust Cells / Columns / Rows 
Multiple Worksheets
Multiple Workbooks
Copy and Paste Content and Formulas

	Lesson 4 : Formatting a Worksheet

	Modify Fonts 
Add Borders and Colors to Worksheets 
Apply Number Formats 
Align Cell Contents 
Apply Styles and Themes 

	Lesson 5 : Printing Workbooks

	Preview and Print a Workbook 
Define the Page Layout

	Lesson 6 : Managing Workbooks

	Locking Rows and Columns
Arranging Workbooks in Windows
Splitting Workbooks
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