INTRODUCTION TO MICROSOFT EXCEL
Introduction to Spreadsheet Software


Format of Spreadsheet Documents


The Automatic Calculation & Recalculation Features


What-If Analyses



Most Likely Scenario



Best Case Scenario



Worse Case Scenario

Starting Microsoft Excel


Opening Microsoft Excel


The Microsoft Excel Application Window


The Workbook Window


Spreadsheet Terminology


Using the Mouse

Creating a Worksheet


Choosing a Layout


Entering Titles & Headings



Formatting Headings



Using AutoFill to Copy Headings



Centering Titles Across Columns


Entering Values


Selecting Ranges


Creating & Copying Formulas



Arithmetic Operators



Understanding Relative Cell References


Using AutoFill to Copy Formulas


Functions & the AutoSum Tool



Calculating Totals with AutoSum



Referencing Ranges



Copying Functions


Viewing Cell Formulas


Performing What-If Analyses



Saving a Worksheet


Printing a Worksheet



Using Print Preview



Specifying Page Settings




Page Orientation




Automatic Scaling & Centering




Printing in Black & White

Editing Worksheet Entries


In-Cell Editing


Using the Spelling Checker


Modifying Cells & Ranges



Deleting Entries



Clearing Entries


Moving Entries


Inserting & Deleting Columns & Rows


Using the Undo Feature

Formulas


The Order of Precedence


Referencing Cells in Formulas



Using Relative Cell Addresses



Using Absolute Cell Addresses



Using Mixed Cell Addresses


Spreadsheet Accuracy & Precision




Rounding Calculated Values

Using the AutoFill Feature


For Labels, Values & Dates


Creating a Custom List

Using Copy & Paste

Formatting a Spreadsheet


Types of Formatting Enhancements



Formatting Values




Numeric Formats




Using Format Codes


Specifying Fonts & Point Sizes


Applying Single & Double Underlines


Creating Borders, Outlines, & Drop Shadows


Shading Cells & Ranges


Aligning Entries


Adjusting Column Widths & Row Heights


Using the Format Painter

Spreadsheet Auditing

Introduction to Excel Charts

Introduction to Spreadsheet Databases
