Excel - Basics

This course is Day 1 of our Excel — Introductory course.
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Objectives

Upon completion of this course, attendees will be able to create, process and print simple spreadsheets and
create and print reports.

Pre-Requisites

Those attending this course should be familiar with personal computers and be competent in the use of the
keyboard and mouse.

Duration
1 Day.

Course Outcomes

1. Use a wide range of calculations and basic functions.
2. Edit and manipulate data in a spreadsheet document.
3. Format and print a spreadsheet document according to specified criteria.
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