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Microsoft
®

 Office Excel 2007 

 

Description 

Microsoft Office Excel teaches the information  
worker how to work with worksheets and  
workbooks to analyse data using a variety of  
features to create, modify and format common  
business reports such as budgets, inventory reports,  
invoices and charts. This course is designed for  
those people who require the skills necessary to  
use a spreadsheet program on a daily basis to  
manage and audit numerical reports. 

Objectives 

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

 Work with Worksheets 
 Manipulate Columns and Rows  
 Manage Worksheets 
 Use Formulas 
 Format the Worksheet 
 Prepare to Print 
 Work with Charts 
 Use Functions 
 Work with Illustrations 
 Use Customized Formatting 
 Work with Tables 
 Work with Data 
 Prepare Online Documents 
 Collaborate with Others 

Target Audience 

Students should have basic knowledge  
of computers, keyboarding skills and experience  
navigating around the Microsoft Office  
environment. Prerequisite skills include the  
ability to launch programs and open and save  
workbooks.  For new users to the Microsoft Excel  
program the Introduction to Microsoft Excel  
Workshop is recommended. 

 

Content 

 Create & Arrange Documents 
 Changing Views 
 Copying & Moving Data 
 Adjusting Columns & Rows 
 Inserting & Deleting Columns  

& Rows 
 Renaming Worksheets 
 Inserting& Deleting Worksheets 
 Creating & Editing Simple Formulas 
 Common Functions 
 Absolute & Relative Cell References 
 Linking Other Workbooks 
 Displaying & Printing Formulas 
 Auditing Worksheets 
 Formatting a Cell 
 Formatting Worksheets 
 Customizing the Printout 
 Adjusting the Margins 
 Creating Headers & Footers 
 Creating & Customizing Charts 
 Using a Variety of Functions 
 Creating and Modifying Graphics 

o Pictures 
o ClipArt 
o Shapes 
o WordArt 
o Smart Art 

 Aligning Cell Contents 
 Using Cell Styles 
 Custom Cell Formats 
 Applying Conditional Formatting 
 Creating and Modifying Tables 
 Sorting and Filtering Data 
 Validating Data 
 Working with Templates 
 Using Workgroup Functions 
 Protecting Your Workbook 
 Preparing for Distribution 


