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Introduction to Microsoft
®

 Excel 
 

 

Description 

Are you new to Microsoft Excel? Through this  
introductory 3 hour workshop, learn to create  
a basic workbook or spreadsheet, add simple  
formulas and finally format, proof and print your  
project. This popular spreadsheet program is a  
must for anyone managing numbers or large amounts  
of data. Learn the basics to get you started in  
using the program so that you are able to explore  
the rest. 

Objectives 

By the end of this workshop you will be able to: 

 Know Excel Terminology 
 Create Workbooks 
 Navigate Within Excel 
 Enter Data 
 Edit Data 
 Create Simple Formulas 
 Format a Workbook 
 Create Charts 
 Manipulate Page Settings 
 Change Printing Options 

Target Audience 

This hands-on workshop is intended as an introduction  
to the basic features and commands of the Microsoft  
Excel program. Basic computer skills are a prerequisite,  
however no previous experience with excel is necessary. 

 

 

Content 

 Basic terminology 
 Creating a Blank Workbook 
 Using an Existing Workbook 
 Saving & Closing a Workbook 
 Entering & Editing Data 

o Alignment 
o Cell Ranges 
o Cut, Copy & Paste 
o The Fill Feature 

 Inserting & Deleting Cells 
 Formatting Worksheets  
 Formatting  

o Cells 
o Columns 
o Rows 
o Styles 

 Creating Formulas 
o Functions 

 Proofing 
 Organizing Data 

o Sort 
o Filter 

 Creating Charts 
o Chart Tools Ribbon 

 Printing  
o Page Setup 
o Printing Options 

 

 
 
 
 

 

 


