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Course ID

M-EXCELO7L1
Course Duration

1 day

Related
Courses

Aimed At

Group Size

Prerequisites

Course
in a Nutshell

Course Title

Microsoft Office Excel 2007: Level 1

¢ Microsoft Office Excel 2007: Level 2 (M-EXCELO7L2, 1 day)
e Microsoft Office Excel 2007: Level 3 (M-EXCELLOQ7L3, 1 day)

This course is designed for people preparing for certification as a Microsoft
Certified Application Specialist in Excel, who already have knowledge of
Microsoft® Office, Windows® 2000 (or above), and who desire to gain the skills
necessary to create, edit, format, and print basic Microsoft Office Excel 2007
worksheets.

5-15

e Microsoft Windows XP Professional: Level 1 (M-WINXPLL1, 1 day)
e Microsoft Windows XP Professional: Level 2 (M-WINXPL2, 1 day)

Students should be familiar with using personal computers and have used a mouse
and keyboard. You should be comfortable in the Windows environment and be
able to use Windows to manage information on your computer. Specifically, you
should be able to launch and close programs; navigate to information stored on the
computer; and manage files and folders. Students should have completed the above
mentioned courses or possess equivalent knowledge before starting with this
course.

You have basic computer skills such as using a mouse, navigating through
windows, and surfing the Internet. You have also used paper-based systems to store
data that you run calculations on. You now want to migrate that data to an
electronic format. In this course, you will use Microsoft® Office Excel® 2007 to
manage, edit, and print data.

This course is one of a series of Eogogics courseware titles that addresses
Microsoft Certified Application Specialist (Microsoft Business Certification) skill
sets. The Microsoft Certified Application Specialist program is for individuals who
use Microsoft’s business desktop software and who seek recognition for their
expertise with specific Microsoft products. Certification candidates must pass one
or more proficiency exams in order to earn Microsoft Certified Application
Specialist certification.

Website: www.eogogics.com Tel. +1 (703) 281-3525
E-mail: sales@eogogics.com Fax +1 (866) 612-6896
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Customize It!

Learn How To

Customize this course to your specific background and job requirements at little-to-
no additional cost. We’ll tailor the topics included in the course, the emphasis each
topic receives, the pace of coverage, and the choice of hands-on exercises to suit
your particular needs. If you have an interest in a particular area, let us know, so
we can be sure to address it.

You will learn how to create and edit basic Microsoft® Office Excel® 2007
worksheets and workbooks.

Course Lesson 1: Creating a Basic Worksheet

Outline _ _
e Topic 1A: Explore the User Interface and the Ribbon
e Topic 1B: Navigate and Select in Excel
e Topic 1C: Obtain Help
e Topic 1D: Enter Data and Save a Workbook
e Topic 1E: Customize the Quick Access Toolbar
Lesson 2: Performing Calculations
e Topic 2A: Create Basic Formulas
e Topic 2B: Calculate with Functions
e Topic 2C: Copy Formulas and Functions
Lesson 3: Modifying a Worksheet
e Topic 3A: Manipulate Data
e Topic 3B: Insert and Delete Cells, Columns, and Rows
e Topic 3C: Search for Data in a Worksheet
e Topic 3D: Spell Check a Worksheet
Lesson 4: Formatting a Worksheet
e Topic 4A: Modify Fonts
e Topic 4B: Add Borders and Color to Cells
e Topic 4C: Change Column Width and Row Height
e Topic 4D: Apply Number Formats
e Topic 4E: Position Cell Contents
e Topic 4F: Apply Cell Styles
Lesson 5: Printing Workbook Contents
e Topic 5A: Print Workbook Contents Using Default Print Options
e Topic 5B: Set Print Options
e Topic 5C: Set Page Breaks

Website: www.eogogics.com Tel. +1 (703) 281-3525

E-mail: sales@eogogics.com Fax +1 (866) 612-6896




K
eogogicsinc

Lesson 6: Managing Large Workbooks

e Topic 6A: Format Worksheet Tabs
e Topic 6B: Manage Worksheets in a Workbook
e Topic 6C: Manage the View of Large Worksheet

How You Will e Anexperienced I/T professional will teach this class in workshop
Learn (interactive lecture/lab) format.
e Hands-on exercises will help you understand each topic and make a bridge
from theory to application.
e The instructor will offer real-life examples, applications, and case studies to
enrich the class and drive home the essential points.
e You’ll learn dos and don’ts, both the tricks of the trade as well as the hidden
pitfalls.
e The participant handbooks will provide you with a structure to which you can
add information and insight provided in real-time, turning it into a valuable
reference resource you can take back to your job.

Website: www.eogogics.com Tel. +1 (703) 281-3525
E-mail: sales@eogogics.com Fax +1 (866) 612-6896




