TRAINING COURSE

MICROSOFT OFFICE

BASIC EXCEL

ONE DAY COURSE

Course Objective

No knowledge of spreadsheets is assumed.

To be able to compose simple spreadsheets, edit the data within them, save and print them using such facilities as:

· Understanding the concept of a spreadsheet

· Creating formatted rows and columns

· Entering and formatting data into cells

· Copying data from multiple cells to other parts of the spreadsheet

· Formatting the page layout with margins and headers and footers

· Inserting rows, columns and page breaks

· Customising the toolbars

· Simple Formulae

· Headers and Footers

