Sandbach U3A Computing Course (Improvers)

Topics List: Microsoft Excel

Basics

· What’s a spreadsheet? What’s it for?

· Workbooks, worksheets & spreadsheets

· The screen elements

· Auto-calculating

· Cell addressing

· Cell contents

· Using the mouse & pointer shapes

· Creating opening and saving

Building a Spreadsheet

· Navigating

· Entering:

· Numeric values

· Text or labels

· Dates & times

· Notes

· Simple formulae

· Series (& auto-filling)

· Using cell references in formulae:

· By typing

· Using the mouse

· Using keyboard

· Naming cells and tables

· Freeze panes

· More complex formulae and functions

· Controls

· Comments
Editing

· Selecting and copying

· Clearing and deleting

· Cut, copy, paste and fill

· Moving, dragging & dropping

· Inserting rows & columns

· Undo/redo

· Find & replace


Data Operations

· Sorting and filtering

· Subtotals

· Pivot tables

· Constructing an Excel database

Formatting & Printing

· Page Setup (Also Print Area and Page View)

· Cells:

· Categories (numbers, text, date, time etc.)

· Alignment

· Wrap, merge and orientate

· Font

· Borders, shading and patterns

· Columns, rows & auto-fit

· Styles

· Auto format

· Conditional formatting

· Templates (Using & Creating) 
· Headers and footers
· Protecting cells, worksheets and workbooks

Graphs & Charting

· Types

· Source data

· Graph Options

· Formatting

Options & Customising

· Settings & preferences
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