[image: image1.jpg]Box 148, St. Albert, AB T8N 1N2
Website: www.missioncomputers.ab.ca
E-mail: info@missioncomputers.ab.ca
Tel: (780) 968-0012 Fax: (780) 968-0968




[image: image4.jpg]Mission

COMPUTERS INC.




[image: image2.png]




Excel

Excel Level 1

Excel is a powerful spreadsheet application used to create tables, forms, charts, keep track of statistical information, and perform simple to complicated mathematical calculations and much more.  Excel will simplify many of your everyday tasks.

Prerequisite

Knowledge of Windows and other Microsoft Office programs (or equivalent working experience) is recommended. Please contact us for a skill assessment form so that we can determine your suitability for this course. 

REVIEW OF THE BASICS

SELECTING DATA

Use Zoom Control to view your data

Select Non Adjacent cells for quicker formatting

Select one or more Columns and Rows

Select a Large Range of cells

Learn several methods of Cut, Copy & Paste

Use Drag & Drop to quickly move data in your worksheet

FORMATTING WORKSHEETS

Insert one or more Rows and Columns

Resize Columns and Rows to best fit your data

Change the format of your data

FORMULAS

Create Formulas

Learn the difference between Relative & Absolute Addressing

Use AutoSum to quickly add your figures

Use AutoFill to save time

PRINTING WORKSHEETS

Preview the output of your workbook

Use Headers and Footers for a more professional look

WORKING WITH LARGE SPREADSHEETS

Freeze Panes to help keep your data in the right place

Split a Worksheet to see different parts of your data at the same time

 SUMMARY INFORMATION
Excel Level 2
Who should take Excel Level 2?

Anyone who feels that their beginner level skills are now not enough for them to move onto more complicated tasks should take this Level 2 course.  This course will help you create more intricate spreadsheets, using Excel’s great database feature, as well as show you how you can get your data from different spreadsheets working together.  This level also includes many hints for working with large worksheets.

Prerequisite

Excel Level 1 skills or equivalent working experience is required. Please contact us for a skill assessment form so that we can determine your suitability for this course.

INTRODUCTION

Review of the Basics

General formatting

Cut, Copy & Paste

FUNCTIONS

Using built-in Function Wizards 

Mathematical functions such as Round

Use Financial functions to calculate a loan payment

Logical functions using IF

Create formulas using Date & Time functions

Automatically display information from another spreadsheet using Table Lookups

MULTIPLE WORKSHEETS

Add data together using Paste Special

Linking worksheets within the same workbook Linking worksheets with another file.

CHARTS

Creating an embedded chart in a Worksheet

Moving & Sizing an embedded chart

Modifying your Chart quickly and easily

DATABASE FUNCTIONS

Learn the Database capabilities within Excel

Set up the database

Sort database records

Find data

Maintain your list using a form

Filter out specific records using AutoFilter

Create instant Subtotals & Grand Totals
Excel Level 3

Who should take Excel Level 3?

If you are ready to take on Excels’ advanced features, this is the course for you!  Learn how to use Excel’s great Macro feature to increase your productivity, protect your worksheets and use analysis tools.  You know what Excel is doing for you now, but you might be missing what it can do for you.

Prerequisite

Excel Level 2 skills or equivalent working experience is required. Please contact us for a skill assessment form so that we can determine your suitability for this course. 

REVIEW OF LEVEL 2 TOPICS

Database

Sorting

AutoFilter

QUERYING A DATABASE

AUDITING WORKSHEETS

Locating Precedent and Dependant Cells

Tracing Precedents and Dependants

Removing Auditing Arrows

USING COMMENTS

SPLITTING CELL DATA

Parsing

INSERTING DYNAMIC DATES & TIMES

CONCATENATE

NO DUPLICATES

USING THE PASTE SPECIAL COMMAND

NESTED IF STATEMENTS

PROTECTING DATA

File

Workbook

Worksheet

USING BASIC ANALYSIS TOOLS

Performing “What If” analysis using Goal Seek

Working with Scenarios

PIVOT TABLES

Creating

Reorganizing

Updating

Summarizing

CREATING MACROS

Recording

Storing

Running

Using Shortcut Keys

Opening Files with Macros

IMPORTING AND EXPORTING FILES
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Offering Computer Training, Consulting & Customization services since 1991.
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