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Introduction to Microsoft Excel 2003 /2007
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Position:

Organisation:

Please place a tick in the relevant column to indicate whether you can do the following:
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Not Sure

Start Microsoft Excel

Identify parts of the Excel screen
Mavigate spreadsheets with the keyboard

Select cells with the keyboard

Dpen an existing workhook

Edit cells

Add new worksheets to a workbook

Create a new wurkt_:gc:k

Create a new workbook from a Template

Save a workbook to a folder

Insert different data types into cells (text, numbers)

Create a basic spreadsheet
Fill cells {eg: months of the year, days of the week)

Farmat cells — shading, borders, fonts etc

Format numbers —dates, currency etc

Understand formulas

Understand BODMAS

Create simple formulas
Create formulas using functions

Edit/copy a farmula

Insert &for delete columns and rows
Create a chart

Change the chart type & format a chart

Waork with Sheets (eg: rename, move, copy sheets)

Work in Group mode with multiple sheets

Change page setup effectively

Troubleshoot printing large workboaks

Sart Data in columns

Use the Help system in Excel
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