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Goals & Objectives

Excel 2003 Beginning Class



Learning Objectives
	
	Lesson 1: Getting Started with Excel

	
	An Overview of Excel 

	
	Exploring Spreadsheet Uses

	
	Defining Workbooks/Worksheets

	
	Starting Excel 

	
	Exiting Excel

	
	Navigate in Excel

	
	Exploring Toolbars and Menus

	
	Moving Around Worksheets

	
	Select Data

	
	Selecting Ranges

	
	Enter Data

	
	Opening New Workbooks

	
	Entering Data Editing Data

	
	Save a Workbook

	
	Saving and Closing New Workbooks

	
	Obtain Help

	
	Lesson 2: Modifying a Worksheet

	
	Move and Copy Data Between Cells

	
	Fill Cells with Series of Data

	
	Edit Cell Data

	
	Insert and Delete Cells, Columns, and Rows 

	
	Inserting and Deleting Cells

	
	Inserting and Deleting Rows/Columns

	
	Find, Replace, and Go To Cell Data

	
	Spell Check a Worksheet 

	
	Checking Spelling

	
	Lesson 3: Performing Calculations

	
	Create Basic Formulas

	
	Using Relative Cell References

	
	Creating Formulas

	
	Editing Formulas

	
	Copy Formulas and Functions

	
	Calculate with Functions

	
	Using Autosum

	
	Using the AVERAGE function

	
	Using the MAX function

	
	Using the MIN function

	
	Using the Function Wizard

	
	Using AutoCalculate

	
	Create an Absolute Reference

	
	Using Absolute Cell References Using Mixed Cell References

	
	Lesson 4: Formatting a Worksheet

	
	Shading Ranges

	
	Working with Pictures

	
	Change Font Size and Type

	
	Changing Fonts and Text Attributes

	
	Add Borders and Color to Cells

	
	Adding and Modifying Borders

	
	Change Column Width and Row Height

	
	Changing Column Widths/Row Heights

	
	Merge Cells

	
	Merging and Splitting Cells

	
	Apply Number Formats

	
	Applying Numeric Formats

	
	Create a Custom Number Format
Creating Custom Number Formats
Using Conditional Formatting

	
	Align Cell Contents

	
	Changing the Alignment of Data

	
	Find and Replace Formats

	
	Finding and Opening Existing Workbooks

	
	Finding and Replacing Text

	
	Finding and Replacing Numeric Data

	
	Finding and Replacing Cell Formats

	
	Apply an AutoFormat

	
	Formatting Cells with Styles

	
	Modifying and Deleting Styles Using AutoFormats

	
	Apply Styles

	
	Lesson 5: Developing a Workbook

	
	Using Multiple Worksheets 
Working with Multiple Worksheets
Moving Between Worksheets

	
	Format Worksheet Tabs

	
	Reposition Worksheets in a Workbook
Moving and Copying Worksheets

	
	Insert and Delete Worksheets
Inserting and Deleting Worksheets

	
	Copy and Paste Worksheets

	
	Copy a Workbook

	
	Lesson 6: Printing Workbook Contents

	
	Printing Worksheets

	
	Set a Print Title

	
	Create a Header and a Footer

	
	Set Page Margins

	
	Change Page Orientation

	
	Insert and Remove Page Breaks

	
	Using Page Break Preview

	
	Print a Range

	
	Lesson 7: Customizing Layout

	
	Manipulating the Screen Display 
Working with Multiple Workbooks
Displaying Multiple Workbooks
Navigating Among Open Workbooks
Freezing Worksheet Panes
Freezing Rows 

	
	Split a Worksheet

	
	Arrange Worksheets

	
	Freeze and Unfreeze Rows and Columns

	
	Hide and Unhide Worksheets



Learning Objectives
	
	Lesson 1: Creating and Applying Templates 

	
	Creating Templates

	
	Editing Templates

	
	Creating Workbooks

	
	Using Templates

	
	Creating Styles

	
	Create a Workbook from a Template

	
	Create a Custom Template

	
	Working with Comments 

	
	Using Comments 

	
	Creating and Printing Comments

	
	Displaying and Hiding Comments

	
	Editing and Deleting Comments

	
	Create a Hyperlink

	
	Use Web-based Research Tools

	
	Lesson 2: Creating and Modifying Charts

	
	Working with Charts 

	
	Creating Charts Moving and Resizing Charts

	
	Formatting Charts

	
	Changing Chart Types

	
	Editing Chart Data

	
	Printing Charts 

	
	Create a Chart

	
	Format Chart Items

	
	Create a Diagram

	
	Lesson 3: Working with Graphic Insert Graphics

	
	Create AutoShapes

	
	Format Graphic Objects

	
	Change the Order of Graphic Objects

	
	Group Graphic Objects

	
	Move, Copy, and Resize Graphic Objects

	
	Lesson 4: Calculating with Advanced Formulas

	
	Create and Apply a Name for a Range of Cells

	
	Working with Names 

	
	Naming Ranges

	
	Using Range Names in Formulas

	
	Deleting Range Names

	
	Calculate Across Worksheets

	
	Calculate with Date and Time Functions 

	
	Using the NOW Function

	
	Using the DATE Function

	
	Using the VLOOKUP Function

	
	Using the PMT Function

	
	Calculate with Financial Functions

	
	Calculate with Statistical Functions

	
	Calculate with Lookup and Reference Functions 

	
	Using the VLOOKUP Function

	
	Calculate with Logical Functions

	
	Lesson 5: Sorting and Filtering Data 

	
	Filtering Lists 

	
	Using AutoFilter 

	
	Specifying Single Comparison Criteria

	
	Specifying Custom Criteria

	
	Removing Filters

	
	Using the AutoFilter Feature

	
	Using the Advanced Filter Feature

	
	Sort Data Lists

	
	Filter Data Lists 

	
	Create and Apply Advanced Filters

	
	Calculate with Database Functions 

	
	Working with Databases

	
	Defining Database Components

	
	Adding Database Components

	
	Modifying Database Records

	
	Sorting Database Data

	
	Sorting Records from Top to Bottom

	
	Sorting Field Data from Left to Right

	
	Sorting by Four or More Columns

	
	Specifying Custom Sort Orders

	
	Using Database Functions

	
	Using the DAVERAGE Function

	
	Using the DCOUNT and DSUM Functions

	
	Using the DMIN and DMAX Functions

	
	Add Subtotals to a Worksheet 

	
	Using Automated Features

	
	Using the Automatic Subtotals Feature

	
	Using Conditional Formatting

	
	Using the AutoFormat Feature

	
	Lesson 6: Using Excel with the Web

	
	Export Excel Data

	
	Using Queries

	
	Extracting Data

	
	Working with Extracted Data

	
	Querying an External Database

	
	Working with Queried Data

	
	Working with External Data and Web Documents 

	
	Importing Data from External Sources

	
	Working with XML Documents

	
	Importing Data from the Web



Learning Objectives
	
	Lesson 1: Streamlining Workflow

	
	Create a Macro

	
	Edit a Macro

	
	Customize Access to Excel Commands

	
	Apply Conditional Formatting

	
	Add Data Validation Criteria

	
	Update a Workbook's Properties

	
	Modify Excel's Default Settings

	
	Creating Macros 

	
	Recording Macros

	
	Running Macros

	
	Controlling Macro Cell References

	
	Saving Macros for Selective Use

	
	Saving Macros in a New Workbook 

	
	Editing Macros 

	
	Editing Macro Code

	
	Inserting Procedures into Macros

	
	Finding and Replacing Macro Code

	
	Adding Comments to Macros 

	
	Running Macros from Menus and Buttons

	
	Assigning Macros to Menus
Assigning Macros to Toolbar Buttons
Assigning Macros to Worksheet Buttons
Changing Assigned Macros 

	
	Making Macros Interactive 

	
	Adding Dialog Boxes to Macros

	
	Adding Message Boxes to Macros

	
	Adding "If…Then…Else" Statements to Macros 

	
	Debugging Macros 

	
	Inserting Breakpoints

	
	Inserting Stop Statements

	
	Adding Watch Expressions

	
	Stepping Over Procedures

	
	Stepping Into Procedures

	
	Lesson 2: Collaborating with Others

	
	Protecting Data 
Protecting Workbook Elements
Protecting Worksheet Elements
Protecting Worksheets
Hiding Data
Assigning Passwords to Workbooks 
Protect Files

	
	Share a Workbook

	
	Set Revision Tracking

	
	Review Tracked Revisions

	
	Merge Workbooks

	
	Adjust Macro Settings

	
	Administer Digital Signatures

	
	Collaborating with Workgroups 

	
	Changing Workbook Properties

	
	Creating Shared Workbooks

	
	Viewing Tracked Changes

	
	Accepting and Rejecting Changes

	
	Merging Workbooks

	
	Sharing Workbooks with Mail Recipients

	
	Lesson 3: Auditing Worksheets

	
	Trace Cell Precedents

	
	Trace Cell Dependents

	
	Locate Errors in Formulas

	
	Locate Invalid Data and Formulas

	
	Watch and Evaluate Formulas

	
	Group and Outline Data

	
	Analysis to Audit Worksheets

	
	Tracing Precedents, Dependents, and Errors

	
	Removing Arrows

	
	Finding Cells with Specific

	
	Characteristics or Entries

	
	Lesson 4: Analyzing Data

	
	Create a Trendline

	
	Create Scenarios

	
	Creating Scenarios

	
	Displaying Scenarios

	
	Editing and Deleting Scenarios

	
	Protecting Scenarios

	
	Creating Scenario Summary Reports

	
	Perform What-If Analysis

	
	Develop a PivotTable© Report
Using Pivot Tables
Creating PivotTables
Editing PivotTables
Using PivotTable AutoFormat
Changing PivotTable Field Names and Functions
Formatting Numbers in PivotTable Fields
Modifying PivotTable Data
Deleting PivotTable Data
Displaying and Hiding PivotTable Data
Refreshing PivotTable Data
Sorting PivotTable Data
Using the GETPIVOTDATA Function

	
	Develop a PivotChart© Report

	
	Creating PivotChart Reports

	
	Perform Statistical Analysis with the Analysis ToolPak

	
	Using the Goal Seek Feature

	
	Using the Solver Feature

	
	Creating Custom Reports

	
	Printing Custom Reports

	
	Lesson 5: Working with Multiple Workbooks
Moving and Copying Data Between Worksheets
Grouping Worksheets

	
	Create a Workspace

	
	Consolidate Data
Creating 3-Dimensional Formulas
Consolidating Data from Multiple Worksheets

	
	Link Cells in Different Workbooks

	
	Edit Links

	
	Lesson 6: Importing and Exporting Data

	
	Using Basic Integration and Web Features
Importing Data from Text Files
Importing Data from Other Office XP Applications
Saving Workbooks as Web Pages
Publishing Workbooks to the Web
Export to Microsoft Word

	
	Import a Word Table

	
	Import Text Files

	
	Lesson 7: Structuring XML Workbooks

	
	Develop XML Maps

	
	Import, Add, and Export XML Data

	
	Manage XML Workbooks

	
	XML View Options

	
	Using Custom Chart Types 
Applying Built-in Custom Chart Types

Creating User-Defined Custom Chart Types
Saving User-Defined Custom Chart Types
Applying and Deleting User-Defined Custom Chart Types



Learning Goals





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





Learning Goals





Customize workbooks


Collaborate with others using workbooks


Audit worksheets


Analyze data


Work with multiple workbooks


Import and export data


Structure workbooks with XML





Learning Goals





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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