MICROSOFT EXCEL

Narrative Summary:

consuming.

Number crunching or various mathematical computations can be extremely time
Using Microsoft Excel let the computer do all the work for you by
creating worksheets that automatically do the math and calculations for you!

As levels progress, participants will learn to set up and link multiple worksheets
and represent data in chart or graph form.

Admission Requirement:

No prerequisite for Level 1. Keyboarding and some experience with Windows is an
asset. Demonstrated proficiency should be achieved before progressing to the next

level.

Course Outline and Information:

Microsoft Excel - LEVEL 1

Using Basic Workbook Skills

Formatting Numbers, text and cells

Working With Ranges & Creating Simple Formulas
Copying and Moving Data

Saving, Retrieving & Printing

Microsoft Excel - LEVEL 2

Using Page Setup and Working with multiple worksheets
Working With Columns and Rows

Using Automatic Formatting and Styles

Using HTML Files & Range Names

Working With Labels In Formulas

Creating & Editing Charts and objects

Hours and Duration:

A variety of short courses are offered on a regular basis.
www.osttc.com to review regularly scheduled classes.

Please visit

Ogwehoweh Skills and Trades Training Centre, 16 Sunrise Court, Ohsweken, ON NOA1MO
To apply or seek more information, please call: 519-445-1515 or toll free at: 1-866-827-5912




MICROSOFT EXCEL - Continued

Course Outline and Information:

Microsoft Excel - LEVEL 3

Using labels in formulas

advanced charting

Database capabilities of Excel

filters and range criteria

Exporting and importing data to other “office” applications

Microsoft Excel - LEVEL 4

Troubleshooting your worksheets
Working with data series and data tables
Advanced functions such as lookups
What-if analysis

Macros and pivot tables

Hours and Duration:

A variety of short courses are offered on a regular basis. Please visit
www.osttc.com to review regularly scheduled classes.

Ogwehoweh Skills and Trades Training Centre, 16 Sunrise Court, Ohsweken, ON NOA1MO
To apply or seek more information, please call: 519-445-1515 or toll free at: 1-866-827-5912



