Excel 2003 Level 1: Worksheets

LESSON 1: GETTING STARTED WITH EXCEL 3
Topric 1A: AN OVERVIEW OF EXCEL 3
Topric 1B: NAVIGATE IN EXCEL 3
Topric 1C: SELECT DATA 4
Topric 1D: ENTER DATA 5
Toric 1E: SAVE A WORKBOOK 5
Toric 1F: OBTAIN HELP 5
Exercise 1F: 6
LESSON 2: MODIFYING A WORKSHEET 6
Topric 2A: MoVE AND Cory DATA BETWEEN CELLS 6
Exercise 2A: 7
Exercise 2Ai: Farmers Market 7
Exercise2Aii 7
Topric 2B: FILL CELLS WITH SERIES OF DATA 8
Exercise 2B: 8
Topric 2C: EDIT CELL DATA 8
Topric 2D: INSERT AND DELETE CELLS, COLUMNS, AND Rows 9
Exercise 2D: 9
TorIC 2E: FIND, REPLACE, AND GO To CELL DATA 9
ToriC 2F: SPELL CHECK A WORKSHEET 9
LESSON 3: PERFORMING CALCULATIONS 10
Topric 3A: CREATE BASIC FORMULAS 10
Exercise 3A: 10
Topric 3B: CALCULATE WITH FUNCTIONS 10
Exercise 3Bi: 11
Exercise 3Bii: 11
Topric 3C: CorY FORMULAS AND FUNCTIONS 11
Topric 3D: CREATE AN ABSOLUTE REFERENCE 11
Exercise 3D: 11
LAB 1: STUDENT GRADES 12
LAB 2: MONEY OWING CLIENTS 12
LESSON 4: FORMATTING A WORKSHEET 13
Toric 4A: CHANGE FONT SI1ZE AND TYPE 13
Exercise 4A: 13
Toric 4B: ADD BORDERS AND COLOR TO CELLS 14
Exercise 4B: 14
Topric 4C: CHANGE COLUMN WIDTH AND Row HEIGHT 14
Topric 4D: MERGE CELLS 14
Exercise 4D: 14
Topric 4E: APPLY NUMBER FORMATS 15
ToriC 4F: CREATE A CusTOM NUMBER FORMAT 15
Exercise 4F: 15
TorIC 4G: ALIGN CELL CONTENTS 16
Exercise 4G: 16
Topric 4H: FIND AND REPLACE FORMATS 16
Topric 41: REMOVE FORMATTING 16
Toric 4J: APPLY AN AUTOFORMAT 17
Exercise 4J: 17

Topric 4K: USE THE FORMAT PAINTER TO COPY FORMATTING 17
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Exercise 4K:
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LESSON 5: DEVELOPING A WORKBOOK

17

Topric 5A: FORMAT WORKSHEET TABS
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Topric 5B: REPOSITION WORKSHEETS IN A WORKBOOK
Topric 5C: INSERT AND DELETE WORKSHEETS
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Exercise 5A:
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Toric 5D: Copy A WORKSHEET
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LESSON 6: PRINTING WORKBOOK CONTENTS
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ToPIC 6A: SET APRINT TITLE
Toric 6B: CREATE A HEADER AND A FOOTER
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Toric 6C: SET PAGE MARGINS
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Topric 6D: CHANGE PAGE ORIENTATION
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Topric 6E: INSERT AND REMOVE PAGE BREAKS
Topric 6F: PRINT A RANGE
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Exercise 6F:
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LESSON 7: CUSTOMIZING LAYOUT
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Topric 7A: SPLIT A WORKSHEET
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Topric 7B: ARRANGE WORKSHEETS
Topric 7C: FREEZE AND UNFREEZE ROWS AND COLUMNS
Toric 7D: HIDE AND UNHIDE ROows AND COLUMNS

20
20
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Exercise 7D:
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LAB 3: CANDY STORE SPREADSHEET

21

LAB 4: MIKES MAIL ORDER COMPANY
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LAB 4: MIKES MAIL ORDER COMPANY
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LAB 5: FIZZY DRINK SURVEY
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Performance-Based Objectives
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Upon successful completion of this course, students will be able to:

Create a basic worksheet.

Modify a worksheet.

Perform calculations.

Format a worksheet.

Develop a workbook.

Print the contents of a workbook.
Customize the layout of the excel window.
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