Microsoft Excel: Desktop Publishing
Excel Overview

Launching the Program

Creating and Opening Documents

Using Templates

Menus (and keyboard shortcuts)

Customizing the Toolbars

Document Views

Renaming the worksheet tabs

Cells – named by intersection of a column and a row

Entering Data – numbers, text, and other

Formatting Text

Editing, Selecting, Copying, Pasting, and Deleting

Applying Borders, Patterns, and Colors

Inserting Graphics


AutoShapes


Word Art


Clip Art


Text boxes

Creating and Using Formulas

Common Operators: +, -, *, /, %, and ^

Order of Operation

Cell Ranges (such as C1:C7)

Using Functions

Formula Wizard

Displaying values versus underlying values

Working with Charts


Selecting parts of a Chart


Adding Titles


Adding Legends


Formatting chart axes


Chart Types

Saving Excel Documents

Previewing and Printing Excel Documents

