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Excel Basic Level Course Outline
Training is planned to introduce foundation level knowledge and develop a range of basic skills in using Excel to record and process data. No previous knowledge is assumed, so this course is suitable for anyone with limited or no previous knowledge of Excel. It Is hoped that in addition to learning new skills, anyone attending this course will also leave with increased confidence to use and explore Excel. This course will provide the foundation to progress to the intermediate Excel course.
Enter and Organise Data
· New; Open; Save; Save as
· Menu tabs
· Cells; Rows; Columns; Tabs; Cell fill colour; Cell format
· Pointers and Fill Handles
· Text; Bold; Italic; Underline; Text colour; Centre; Left and Right justify
· Quick Access Toolbar
· Cut; Copy; Paste; Snipping tool; Spell check
· Managing views; Normal; Page break; Freeze panes; Split panes; Show Formula bar, Gridlines and Headings
· Page layout and orientation; Print area; Print preview; Page setup; Headers and Footers
Managing Data
· Basic sorting
· Find and replace
· Save as CSV / Excel Workbook
· Insert from CSV / Text
Basic Calculations and Formulas
· Basic calculations, including the impact of cell formatting
· BODMAS and using brackets
· Formatting numbers; Decimal places; Currency, Percentages etc.
· Linked calculations
· The impact of negative numbers on calculations
Basic Functions
· Sum and Autosum
· Min
· Max
· Average
· Count
· Round (Especially for use with currency and linked calculations)
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