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	Course Length:
	4-6 hours

	Who should attend?
	Personnel who need to use a worksheet for basic calculations, budgeting, formulas or charts.  Anyone requiring simple database applications.

	Prerequisites:
	Introduction to PC, Introduction to Windows NT or 95 or equivalent knowledge

	Knowledge Assumed:
	Common Windows NT terminology

	Course Description:
	This course teaches basic Excel concepts and skills necessary to use worksheet capabilities in Excel.  Hands-on exercises will be utilized so that the student can gain experience using Excel.

	Benefits:
	This course will help students create basic spreadsheets in Excel and move around in the worksheet.  It introduces students to basic spreadsheet functions and formatting techniques.

	Topics covered
	· Understanding the spreadsheet
· Review of the Excel desktop
· Opening, closing and saving files
· Creating new workbook files
· Entering and replacing data in the worksheet
· Moving within the worksheet
	· Cut, copy and paste cell contents
· Summation techniques (formulas, functions)
· Moving and copying data
· Creating basic charts and graphs
· Using on‑line help
· Formatting cells and cell ranges

	What’s Next???
	MS Excel Charting and Organizing
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