[bookmark: _Toc401644718]


Microsoft Excel 2013; Introduction

One Day Course











[bookmark: _GoBack]

Microsoft Excel 2013; Introduction
Table of Contents

M1	Excel Essentials	Page
Starting Excel	2
What is a Worksheet?	4
What is a Workbook?	6
Identifying Parts of the Screen	7
The Ribbon	9
Using Selection Techniques	10
Selecting a Range of Cells	11
Selecting Nonadjacent Cells and Ranges	13
Selecting an Entire Worksheet	14
Entering Data	15
Entering Text Data into a Cell	16
Entering Values	19
Entering Data into a Range	20
Quickly Adjusting a Column Width	22
Finishing a Workbook	22
Printing a Worksheet	27
Closing a Workbook and Exiting from Excel	28
Assignment	29

M2	Formatting Text & Printing a Document	Page
Opening a Workbook	2
Creating a New Workbook	5
Opening a Recently Used Workbook	7
Creating Simple Formulas	9
Creating a Formula by Pointing	11
Using Functions	13
Using the AutoSum Button	15
Using the Formula Palette	17
Editing Data on the Worksheet	20
Editing the Data in a Cell	21
Editing a Formula	22
Clearing the Contents from a Cell or Range	23
Using Undo and Redo	25
Assignment	27


M3 	Managing the Worksheet	Page
Navigating in a Worksheet	2
Using the Scroll Bars and Boxes	3
Changing Worksheets	7
Using Go To	8
Changing the Worksheet Structure	11
Deleting Cells, Rows, and Columns	14
Performing a Simple Sort	17
Creating and Using Named Ranges	19
Automatically Naming Ranges	21
Navigating with Named Ranges	23
Using Range Names in Formulas	24
Pasting a List of Named Ranges	27
Deleting and Editing Range Names	28
Creating Named Constants	31
Assignment	33


M4	Formatting the Worksheet	Page
Moving and Copying Data	2
Copying Data	6
Copying Data with AutoFill	8
Creating a Series with AutoFill	10
Defining Relative, Mixed, and Absolute References	11
Copying Formulas	13
Changing the Appearance of Data	15
Changing Row Height	18
Formatting Numbers	20
Fonts	23
Adding Enhancements	26
Aligning Data in Cells	28
Merging and Centre Cells	30
Rotating and Indenting Text	31
Adding Borders and Shading	33
Assignment	37

M5	Printing the Worksheet/book	Page
Printing a Single Worksheet	2
Using Print Preview	4
Creating Headers and Footers	6
Removing the Grid	8
Printing a Selection	11
Printing a Selection	12
Using Print Areas	13
Using Advanced Printing Techniques	15
Aligning the Printout	17
Fitting a Document onto a Desired Number of Pages	19
Working with Page Breaks	22
Working with Page Breaks in Normal View	25
Setting Print Titles	26
Removing Print Titles	28
Assignment	29
Appendix A; New Features in Excel 2013	Page
What’s New in Excel 2013	2
Compatibility	8
Benefits in the new version	9
File Types	10
The Ribbon	11
The Quick Access Toolbar	16
Keyboard shortcuts in Excel 2013 (KEY TIPS)	21
The Excel 2013 Page Layout View	23
Different Screen Resolutions - Solutions	25
Appendix B; Additional Features in Office 2013	Page
Office 2013 – A New Platform	2
At a Glance Highlights Across the Suite	5
New Visual and navigational Features	9
File formats	12
User Assistance System (HELP)	13
Collaboration features	14
Themes and Quick Styles	16
Application-specific changes	17
General Keyboard Navigational Tips in Office 2013	26
Beyond Office 2013	27

Foreword
This course was written for trainees wishing to learn to use Microsoft Excel. It is written for using Microsoft Excel in the Office 2013 suite of applications. However, it does not include a ‘New Features’ section exclusively about new features in Microsoft Excel within Office 2013 (see appendix A). It is very easy to see a complete list of the new features in Office v2013 in the Help menu on-screen. This courseware cannot and should not compete with the comprehensive coverage of new features detailed by Microsoft within the application’s help files. To do so would be to hinder learning the raw application.

What this course seeks to do is teach the trainee Excel in the hope that he/she may be able to go and work just as well using v2002 for example and other versions. Wherever possible, ‘version functionality’ is purposely avoided. 
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