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Microsoft Excel 2000 -  Intermediate

Overview: Microsoft Excel 2000 is a software application that can be used as a spreadsheet, database, or graphing program. The electronic spreadsheet portion of Excel allows you to perform sophisticated calculations and create formulas that automatically calculate answers. The advantage of using formulas is that when data in the worksheet changes, all the formulas recalculate automatically. This feature assists you in developing budgets, forecasting models, creating sales plans, making financial projections, calculating inventories calculations, generating banking statements, and basically working with any format involving numbers.
  


Customising Excel Preferences
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	Setting View, Edit & General Options
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	Customising Excel Preferences


Using Large Worksheets
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	Increasing & Decreasing the Magnification
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	Splitting the Window/ Removing Split Windows
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	Freezing & Unfreezing Panes


Managing Worksheets
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	Copying, Moving & Grouped Worksheets
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	Moving & Copying Data between Worksheets
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	Creating 3-D Formulas
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	Using Functions in Worksheets


Managing Data - Sorting, Finding, Replacing
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	Sorting Lists in Ascending/Descending Order
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	Finding & Replacing Data


Working with Outlines
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	Applying an Outline
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	Expanding/Collapsing an Outline
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	Modifying Outline Settings & Clearing
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	Using Auto Outline


Using Paste Special
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	Working with Paste Special
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	Copying Formats & Values between Worksheets
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	Copying Formulas between Worksheets
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	Performing Mathematical Operations


Using Range Names
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	Working with Range Names
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	Assigning Names
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	Jumping to a Named Range
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	Using Range Names in Formulas
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	Creating Range Names from Headings
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	Applying & Deleting Range Names
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	Create & Using Range Names in 3-D Formulas


Working with Labels in Formulas
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	Using Labels in Formulas/Define a Range
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	Using Multiple Stacked Headings
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	Referring to Individual Cells


Using AutoFilter
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	Enabling AutoFilter
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	Using AutoFilter to Filter a List
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	Clearing AutoFilter Criteria
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	Creating a Custom AutoFilter
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	Disabling AutoFilter


Using AutoShapes
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	Working with AutoShapes
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	Drawing a Callout, Basic Shape, a Connector, a Flowchart Shape, a Block Arrow


Using Other Functions
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	Using Function Arguments
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	Using Financial Arguments
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	Using Logical Arguments
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	Using Date Functions
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	Formatting Dates
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	Revising Formulas


Using Conditional and Custom Formats
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	Applying Conditional Formats

	[image: image44.png]



	Changing Conditional Formats
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	Adding / Deleting a Conditional Format
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	Creating a Custom Format


Using Multiple Workbooks
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	Opening Multiple Workbook Windows
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	Activating Cascaded Workbook Windows
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	Viewing Cascaded Workbook Windows
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	Activating Tiled Workbook Windows
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	Viewing Tiled Workbook Windows
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	Copying Data between Workbooks
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	Saving a Workspace
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	Opening a Workspace
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	Closing All Open Workbooks
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	Linking Workbooks
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	Opening Linked Workbooks


If you have other questions, please contact us at ma@marda.com.

Course Outline – Microsoft Excel 2000 Intermediate

Marda Associates Limited – 2002

Email: ma@marda.com

Course Outline – Microsoft Excel 2000 Introduction

Marda Associates Limited – 2002

Email: ma@marda.com


[image: image58.wmf][image: image59.wmf]intelligent innovation

 

