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	Course Length:


	4-6 hours

	Who should attend?


	Personnel who require advanced knowledge of excel functions, spreadsheets, formulas, graphs or charts.



	Prerequisites:


	Introduction to Windows NT, Introduction to Excel or equivalent knowledge



	Knowledge Assumed:


	Common Windows NT terminology, basic spreadsheet functions



	Course Description:


	Students will learn the skills and concepts necessary to begin using the charting and list-management, as well as other advanced capabilities of Excel.  Hands-on exercises will be utilized so that the student can gain experience using the advanced features of Excel.



	Benefits:


	Students will learn how to create charts to graphically represent worksheet data and how to maintain and manage lists.



	Topics covered:


	· Adding graphics and objects
· Quick formatting
· Using styles
· Customizing the toolbar
· Creating views
	· Printing large worksheets
· Using Find File
· Naming cells and ranges
· Using your worksheet window
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