VC Connect
Ninja Microsoft Excel Skills 
Class Outline


Class description - Excel can be your secret weapon in the office place.  Come to this seminar to learn the basic roadmap of an Excel worksheet and workbook, and learn to:
· Format cells 
· Create charts
· Insert pictures and logos
· Learn a few shortcuts and tips
· Become familiar with Excel’s superpower – formulas (if time allows)


Topic #1 – Workbook Organization – Worksheet verses Workbook
Tabs
	Rename tab
	Worksheets relate to one another
· Complete Task #1


[bookmark: OLE_LINK1]Topic #2 – Formatting Cells
	Cells type (General, Number, Date, etc.)
	Moving between cells
		Arrows
		Return	
		Return within a cell (Option + Command+ Return)
	Copy – paste multiple cells
	Fill column row with a pattern
Gridlines
Header – Footer
	Auto insert (page number, file name, etc.)
Paint Brush
Merge cells
Wrap text
Center – Top/Bottom align
· Complete Task #2


Topic #3 – Charts
	Inserting charts
	Formatting charts
· Complete Task #3
Topic #4 – Printing Set Up
	Choose print area
	Repeat row titles on each page
	Repeat column headings on each page
· Complete Task #4


Topic #5 – Formatting
	Creating a publication
Center across selection
Sizing columns and rows
Alignment of text in cells
Creating borders
Formatting header
Insert picture
Format picture
· 	Complete Task #5
[bookmark: _GoBack]


Formula Tips
(for your reference but not covered in this class due to time constraints)

	= is the clue to any formula
Autosum  
How to multiply and divide
How to combine two cells  
		How to break up one cell into two cells
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