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Introduction

Introduction

Welcome to the Microsoft Excel introductory course. This course is suitable for anyone who
is new to Microsoft Excel. All the topics covered in this course will help you prepare for the
Microsoft Officer User Specialist exam.

Required Skills

To complete this course you need no previous experience of worksheets (spreadsheets).
However, a working knowledge of Windows has been assumed.

Content

This course covers basic Excel operations including how to create worksheets incorporating
text, values and calculation formulas. Towards the end of the course you will also learn how
to generate a variety of charts that represent the worksheet data in a graphical format.

Duration

The entire course will take approximately 8 hours to complete. You may find that, if you
have experience of computers and/or worksheet applications, you can complete the course
more quickly.

Course Materials

This workbook is supplied with an exercise disk. Before you start to follow this course you
must ensure that the software has been properly installed and that the exercise files are
available for use.

The workbook is divided into sections. Begin by reading a section of instruction text then
work through the related exercise section to practise the techniques described.

We recommend that you complete the sections in the sequence in which they appear, as each
builds on the skills previously learned.
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Workbook Layout

This workbook has been designed as both a structured practical course and a reference
manual.
Instruction Text

Each topic covered in the course is introduced by instruction text, which is identified by this
icon:
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These instructions explain what a particular feature is used for and how it works.

Reading through these instructions will help you prepare for the practical exercises that
follow, and are also there for you to refer to after the course.

You can use the index at the end of the workbook to quickly find the topic you need.

Selecting Commands

When using the software you will often find that you can select a command in more than one
way. Some people prefer to use menu options while others prefer keyboard shortcuts. So
that you can select the command using your preferred method, each method will be given in
the instruction text in the following formats.

e Menu Options

When a menu option is available, it will be shown like this:

Menu: Select the Edit, Copy menu option.

This instruction means, click on the Edit menu then choose the Copy command.
¢ Shortcut Menu Options

When the option can be chosen from a shortcut menu it will be shown like this:

Right click on the selected item then choose the Copy option.

This instruction means point to the selected item, and click the right mouse button to
display the shortcut menu, and then choose the Copy command.

e Mouse Options

When a mouse option is available it will be shown like this:
“B  Click on the [B] Copy button shown on the Standard toolbar.

This means click once on the [B&] Copy button that appears on the Standard toolbar.
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Workbook Layout

..[ Selecting Commands

e Keyboard Options
When a keyboard shortcut is available it will be shown like this:
@& [CTRL]C
This means hold down the [CTRL] key, and press the letter C.

Exercises

To practise the features you have read about, work through the exercises that follow the
instruction text. Exercises are introduced by this icon:
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Questions and Answers

To help you assess your progress, questions are given at the end of each section. They are
introduced by this icon:

A

Write the answers to the questions in the space provided. If you need help with any of the
questions, remember that you can find the answer in the instruction text.

Microsoft Excel 2000 Introductory Course e Student Workbook @ © 2000 e www.StudyIT.net

Preface - 5



Table of Contents

Section 1

L EXCEI OVEIVIBW ...ttt sttt nneenne e 1-2
L0 LOAAING EXCEL....eiiei e 1-3
L SCIEEN BIEMENTS ... ettt e e eneenreenee e 1-4
I 100 o= PSP 1-7
L The OFfiCe ASSISTANT .......oiuieiiiieieeie et nre e 1-9
L WOrkbook 1ayOUt OVEIVIEW ........c.coiiiiiiiiicecee e 1-10
U Moving the active Cell POINTET.........c.coviiiiii e 1-11
U Moving to a specific Cell USING GO TO ...c.oovviiiiiieiiieeee e 1-11
U Entering and editing WOrksheet data ..............coovviriiieieiiieece e, 1-12
U Editing WOIKSNEEt data ...........coiiiiiiiieiiice e 1-13
QO Entering data using AUtOCOMPIELE ......cceeieiiiiiee e 1-14
0 AdJUSEING COIUMNS ...t nas 1-17
L0 AQJUSTING FOWS....ecviieeiecieete ettt et ettt e et e e naesneesneeneenns 1-18
00 SElECtING CEIIS ... s 1-20
O Formatting using toolbar BULLONS...........ccooveiiiiecc e 1-22
0 Using undo, redo and rEPEAL..........cceiieieeiie e 1-25
O Deleting cell contents and fOrmatting............cccocveveiiieiieie s 1-25
I O TV T [ o] 101 T TSRS 1-27
0 SaVING WOIKDOOKS ......ccvveiiiieciiesis ettt 1-27
QO Closing workbooks and exiting EXCel...........cccocveiiiiiiiie e 1-30

Microsoft Excel 2000 Introductory Course e Student Workbook @ © 2000 e www.StudyIT.net

Preface - 6



Table of Contents

Section 2

0 Opening WOIKDOOKS. ..........cciiiieieciccee et 2-2
0 Creating WOrKDOOKS. .......cc.ooiiiiccie et 2-3
O Creating a series usSing AULOFTT ...........coviiiiiiiicce e 2-4
0 Calculating totals USING AULOSUM ..........oiieiiiic e 2-6
O Copying and moving data using drag-and-arop .........ccccceevvereieeseeie s 2-9
O Copying and moving data using cut, COpy and Paste ..........cccceveveeeerrerieseeseeeene 2-12
0 ChecKing SPEIlING .......o o 2-16
0O FiNd @nd FEPIACE .....eoviceecec e 2-19
O Adjusting the ZOOM LEVEL...........covv i 2-21
O Inserting and deleting data.............ccceeieiieii i 2-22
00 USING COMMENES ....eeiiieee ettt ettt e st et este et e et esneesnaenneens 2-26
00 GEttING NEIP e 2-29
Section 3

O Calculating using fOrMUIAS..........c.ooviiieece e 3-2
0 CopYiNg FOMMUIAS .......ccvveiecie et 3-7
0 Using absolute Cell addreSSES ........eiviiiiiieiiriiesieece e 3-13
O Calculating results using AUtOCalCUIALe ............cccvevveieiieiiee e 3-18
0 USING FUNCHIONS ...ttt ns 3-21
0 Working with dates and tIMeS .........ooveiiiiiiiiieees e 3-28

Microsoft Excel 2000 Introductory Course e Student Workbook @ © 2000 e www.StudyIT.net

Preface - 7



Table of Contents

Section 4

0 USING AULOFOIMAL ...ttt enre e 4-2
QO Formatting cells using the Format, Cells command ..........cccccooeieiininieniniinieienns 4-4
O Copying formatting with Format Painter .............cccccveveiieiiece e, 4-8
0 UNAerstanding STYIES ......ccveivieie et 4-10
L0 USING SEYIES ..ttt et e e e 4-11
O Applying and modifying StYIES ........cooveiieiiiice e 4-12
O Creating and COPYING SEYIES.......oiiiiieie e 4-13
L0 NAMING FANGES ...vveveeete ettt e ettt e s te et et e st e et e e esbe et e estesteesteasaesseeneesneennas 4-19
O Deleting and modifying Named rangesS.........cccveveieeiieiiese e 4-21
O Using named ranges in fOrmulas ............ccoovoiiieic i 4-21
Section 5

O Splitting the WOrkSheet WindOW ...........cc.oiieiiiiiiierece e 5-2
L FrEEZING PANES ....eevvieeiecteeie ettt ettt st et e b e s e s b e e beaseesbe e e e eseesteeseesreenreenne e 5-3
O Hiding and revealing rows and COIUMNS ..........ccooveiieieiie e 5-5
0 Previewing WOIKSNEELS ..........oiiii e 5-8
0 Customising the PAge SEIUP ...ccvveveiie e 5-10
0 Printing WOFKSNEELS .......ecuveiiicce et 5-16
I 1o = o] =T LSRR 5-19

Microsoft Excel 2000 Introductory Course e Student Workbook @ © 2000 e www.StudyIT.net

Preface - 8



Table of Contents

Section 6

L AN introduCtion 0 CRAS ........oouiiiiiieee e 6-2
0 UNderstanding ChATS ........c.voiiiiieieieiee e 6-3
L0 Creating CNAITS......c.ooteieiiec ettt 6-6
0 Using the Chart tOOIDAN ..o 6-15
U Resizing, moving and deleting Charts............cooiiiiiiiiciice e 6-16
0 Customising Chart 1EMENTS..........ccov i 6-21
L Changing the Chart tYPe.......ooiiieeee e 6-27
U Formatting the data SErIES..........uiiiiiieieie e 6-28
0 WOorking With 3-D ChartS ........coiiiiiiie e 6-30
U Enhancing charts USiNg ODJECTS ........ccoiiiiiiiiiiii e 6-37
U Creating PICTUIE CharTS.......oviiiieeee e 6-40
Section 7

U Inserting and deleting WOIKSNEELS ..........cooiiiiiiiiiieeee s 7-2
U Moving and copying WOIKSNEELS.........cc.oiiiiiiiiiiiiseeeeee e 7-2
0 Using lINKING FOrmMUIBE ..o 7-5
L0 USING PASEE SPECIAL ... 7-6
O Viewing multiple WOrkDOOKS ..........cooviiiiii e, 7-12
O Working with multiple WOrkbooKs............cccoviiiiiiiiice e 7-13
0 SaViNg the WOIKSPACE .....ccvecveiiieie ettt ae e e sra e ereas 7-19
O Understanding data consolidation ............cccccoviieieiiieiieie e 7-21
0 Using data consolidation .............c.coiiieiiieiic e 7-23
Section 8

0 The =TF() FUNCHION......oiiceccce et 8-2
0 The ZOR() TUNCHION....c.eiiiieie et 8-6
0 The =AND() TUNCLION ... 8-6
0 The =NOT() TUNCLION ... 8-7
0 The =PMT() FUNCLION.......oiiieie e 8-9
0 The ZFV() TUNCLION ... 8-13

Microsoft Excel 2000 Introductory Course e Student Workbook @ © 2000 e www.StudyIT.net

Preface - 9



Table of Contents

Section 9

L Creating NYPErHINKS ......ooeieee e 9-2
L0 USING WED PAGE PIrEVIEW......viieiiieiieieeieie sttt 9-6
0 Saving a workbook as a Web page..........ccooeiiiiiiiiiiiiceee 9-7
U Publishing an interactive Web Page ... 9-11
0 Sending a workbook via €-mail ...t 9-14

Microsoft Excel 2000 Introductory Course e Student Workbook @ © 2000 e www.StudyIT.net
Preface - 10



	Table of Contents
	Table of Contents
	Table of Contents
	Table of Contents
	Table of Contents

