Excel 2003 Level 2: Charting and
Organizing Data

LESSON 1: CREATING AND APPLYING TEMPLATES

Topric 1A: CREATE A WORKBOOK FROM A TEMPLATE

Exercise 1A

Topric 1B: CREATE A CUSTOM TEMPLATE
Exercise 1B

Topric 1C: WORKING WITH COMMENTS

Toric 1D: CREATE A HYPERLINK
Topric 1E: USE WEB-BASED RESEARCH TOOLS

LESSON 2: CREATING AND MODIFYING CHARTS

Toric 2A: CREATE A CHART

Topric 2B: FORMAT CHART ITEMS

Learning Exercise 2B

Exercise: 2Bi

Exercise: 2Bii

Exercise: 2Biii

Topric 2C: CHANGE THE CHART TYPE

Topric 2D: CREATE A DIAGRAM

LAB 1: CREATE A SPREADSHEET TEMPLATE

LESSON 3: WORKING WITH GRAPHIC OBJECTS

Toric 3A: INSERT GRAPHICS
Exercise: 3A

Toric 3B: CREATE AUTOSHAPES

Topric 3C: FORMAT GRAPHIC OBJECTS
Topric 3D: CHANGE THE ORDER OF GRAPHIC OBJECTS
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Toric 3E: GROUP GRAPHIC OBJECTS 10
Toric 3F: MoVE, CopPy, AND RESIZE GRAPHIC OBJECTS 10
Topic 3G: MoDIFY CLIP ART 10
LESSON 4: CALCULATING WITH ADVANCED FORMULAS 11
Toric 4A: CREATE AND APPLY A NAME FOR A RANGE OF CELLS 11
Exercise 4A: 11
ToriCc 4B: CALCULATE ACROSS WORKSHEETS 12
Toric 4C: CALCULATE WITH DATE AND TIME FUNCTIONS 12
Exercise 4C: 13
Toric 4D: CALCULATE WITH FINANCIAL FUNCTIONS 13
Exercise 4D: 14
Toric 4E: CALCULATE WITH STATISTICAL FUNCTIONS 14
ToriC 4F: CALCULATE WITH LOOKUP AND REFERENCE FUNCTIONS 14
Exercise 4F 15
Toric 4G: CALCULATE WITH LOGICAL FUNCTIONS 16
Exercise 4Fi 16
Exercise 4Fii 16
LESSON 5: SORTING AND FILTERING DATA 17
ToriC 5A: SORT DATA LISTS 17
Exercise 5A 17
Toric 5B: FILTER DATA LISTS 18
Exercise 5B 18
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Topric 5C: CREATE AND APPLY ADVANCED FILTERS

Toric 5D: CALCULATE WITH DATABASE FUNCTIONS

Topric 5E: ADD SUBTOTALS TO A WORKSHEET

LESSON 6: USING EXCEL WITH THE WEB

TopriC 6A: EXPORT EXCEL DATA

Topric 6B: PuBLISH A WORKSHEET TO THE WEB

Exercise 6B:
Topric 6C: IMPORT DATA FROM THE WEB

LAB 2: STUDENT GRADES

LAB 3: ORTHODONTIST MARKETING

Performance-Based Objectives

18
19
20

21

21
22
22
22

23
23

Upon successful completion of this course, students will be able to:

e Create and apply templates.
Create and modify charts.

Work with graphic objects.
Calculate with advanced formulas.
Sort and filter data.

Use excel with the web.
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