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Microsoft Excel 2000 
Fundamentals 

 

Overview 
The skills and knowledge acquired in Microsoft Excel 2000 Fundamentals are sufficient to be able to use and 
operate the software at an efficient level. 

Target Audience 
Microsoft Excel 2000 Fundamentals is designed for users who are keen to extend their understanding and 
knowledge of the software. 

Pre-requisites 
Microsoft Excel 2000 Fundamentals assumes little or no knowledge of the software. However, it would be beneficial 
to have a general understanding of personal computers and the Windows operating system environment. 

Objectives 
At the completion of Microsoft Excel 2000 Fundamentals you should be able to: 
 

• start, move about in, and exit from Microsoft Excel 2000 
• create a simple workbook 
• print data from a workbook 
• copy and fill cells and ranges in a workbook 
• adjust a worksheet to better accommodate data 
• select a range of cells in a workbook 
• create a variety of different formulas 
• create and work with spreadsheet functions 
• work with absolute and relative cell references 
• make changes to data and formulas in a worksheet 
• use the fill technique to enter data into cells 
• format cells and ranges in a workbook 
• create a variety of charts (graphs) in Excel 
• use hyperlinks to provide navigational tools in a workbook 

Course Duration is 1 Day 

Course Code: X3M1 
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Topics 
Selecting Larger Ranges Clearing Cell Formats 

Excel 2000 Orientation Range Calculations 
Charting Starting Microsoft Excel 2000 

Formulas Using The Chart Wizard The Excel 2000 Screen 
Choosing The Chart Type Understanding Workbooks Understanding Formulas 
Changing The Chart Type Moving The Cell Pointer Formulas That Add 
Modifying A Chart Moving About The Workbook The Sum Function 
Printing A Chart Using Go To Formulas That Subtract 
Creating A Pie Chart Menus And Toolbars Formulas That Multiply And Divide 
Creating A Bar Chart Using Menus And Toolbars Referential Formulas 
Moving A Chart Using Context Sensitive Menus What If Formulas 
Deleting A Chart Exiting Excel 2000 More Complex Formulas 

Common Error Messages 
A Simple Workbook Hyperlinks 

Working With Functions Creating A New Workbook Hyperlinking Within A Workbook 
Entering Data In A Workbook Using A Hyperlink Functions 
Saving A New Workbook Hyperlinking To A Range Typing A Sum Function 
Opening A Saved Workbook Hyperlinking Between 

Applications 
Summing Non-Contiguous 

Ranges Creating An Input Range 
Saving Your Work  Calculating An Average 
Essential Formatting The Maximum Function 
Column Best Fit The Minimum Function 
Closing A Workbook 

Absolute Referencing 
Printing Absolute And Relative 

Referencing Print Preview 
Simple Printing Problems With Relative Formulas 
Previewing Large Worksheets Tracing Precedents 
Page Orientation Creating Absolute References 
Scaling To Fit Creating Mixed References 
Repeating Rows Circular References 
Creating Page Headers And 

Footers Editing Data 
Overwriting Cell Contents Formatting Headers And Footers 
Editing Long Cell Entries Printing Formulas 
Editing Formulas 

Copying And Filling Editing Functions 
Understanding Copying In Excel 

Filling Series Using Fill For Quick Copying 
Filling A Series Copying From One Cell To 

Another Filling A Growth Series 
Filling A Series Backwards Copying From One Cell To 

Multiple Cells Filling Using Options 
Creating A Custom Series Copying From Many Cells To 

Many Cells Modifying And Deleting Custom 
Series Copying Relative Formulas 

Copying To A Non-Contiguous 
Range Formatting Cells 

Using The Font Tools 
Adjusting A Worksheet Using The Alignment Tools 

Using The Number Tools Inserting Cells 
The Format Cells Dialog Box Deleting Cells 
Formatting Fonts Using The Menu Inserting Columns 
Superscript And Subscript Inserting Rows 
Strikethrough Deleting Rows And Columns 
Changing Horizontal Alignment 

Using The Menu 
Resizing Columns 
Resizing Rows 

Merging Cells Hiding Grid Lines 
Changing Text Orientation 

Selecting Ranges Changing Vertical Alignment 
Selecting A Single Cell Range Text Wrapping 
Selecting Non-Contiguous 

Ranges 
Formatting Dates 
Formatting Numbers 

Special Selection Techniques Formatting Currency 
Using Special Selection 

Techniques 
Creating Custom Formats 
Borders And Shading 

www.catalystlearning.biz | www.catalystnhs.biz | P: 0207 436 3636 | info@catalystlearning.biz


	Target Audience
	Pre-requisites
	Objectives
	Course Duration is 1 Day
	Course Code: X3M1


<<
  /ASCII85EncodePages false
  /AllowTransparency false
  /AutoPositionEPSFiles true
  /AutoRotatePages /All
  /Binding /Left
  /CalGrayProfile (Dot Gain 20%)
  /CalRGBProfile (sRGB IEC61966-2.1)
  /CalCMYKProfile (U.S. Web Coated \050SWOP\051 v2)
  /sRGBProfile (sRGB IEC61966-2.1)
  /CannotEmbedFontPolicy /Warning
  /CompatibilityLevel 1.4
  /CompressObjects /Tags
  /CompressPages true
  /ConvertImagesToIndexed true
  /PassThroughJPEGImages true
  /CreateJobTicket false
  /DefaultRenderingIntent /Default
  /DetectBlends true
  /DetectCurves 0.0000
  /ColorConversionStrategy /LeaveColorUnchanged
  /DoThumbnails false
  /EmbedAllFonts true
  /EmbedOpenType false
  /ParseICCProfilesInComments true
  /EmbedJobOptions true
  /DSCReportingLevel 0
  /EmitDSCWarnings false
  /EndPage -1
  /ImageMemory 1048576
  /LockDistillerParams false
  /MaxSubsetPct 100
  /Optimize true
  /OPM 1
  /ParseDSCComments true
  /ParseDSCCommentsForDocInfo true
  /PreserveCopyPage true
  /PreserveDICMYKValues true
  /PreserveEPSInfo true
  /PreserveFlatness false
  /PreserveHalftoneInfo false
  /PreserveOPIComments false
  /PreserveOverprintSettings true
  /StartPage 1
  /SubsetFonts true
  /TransferFunctionInfo /Apply
  /UCRandBGInfo /Preserve
  /UsePrologue false
  /ColorSettingsFile ()
  /AlwaysEmbed [ true
  ]
  /NeverEmbed [ true
  ]
  /AntiAliasColorImages false
  /CropColorImages false
  /ColorImageMinResolution 300
  /ColorImageMinResolutionPolicy /OK
  /DownsampleColorImages true
  /ColorImageDownsampleType /Bicubic
  /ColorImageResolution 200
  /ColorImageDepth -1
  /ColorImageMinDownsampleDepth 1
  /ColorImageDownsampleThreshold 1.50000
  /EncodeColorImages true
  /ColorImageFilter /DCTEncode
  /AutoFilterColorImages true
  /ColorImageAutoFilterStrategy /JPEG
  /ColorACSImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /ColorImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /JPEG2000ColorACSImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /JPEG2000ColorImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /AntiAliasGrayImages false
  /CropGrayImages false
  /GrayImageMinResolution 300
  /GrayImageMinResolutionPolicy /OK
  /DownsampleGrayImages true
  /GrayImageDownsampleType /Bicubic
  /GrayImageResolution 200
  /GrayImageDepth -1
  /GrayImageMinDownsampleDepth 2
  /GrayImageDownsampleThreshold 1.50000
  /EncodeGrayImages true
  /GrayImageFilter /DCTEncode
  /AutoFilterGrayImages true
  /GrayImageAutoFilterStrategy /JPEG
  /GrayACSImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /GrayImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /JPEG2000GrayACSImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /JPEG2000GrayImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /AntiAliasMonoImages false
  /CropMonoImages false
  /MonoImageMinResolution 1200
  /MonoImageMinResolutionPolicy /OK
  /DownsampleMonoImages true
  /MonoImageDownsampleType /Bicubic
  /MonoImageResolution 800
  /MonoImageDepth -1
  /MonoImageDownsampleThreshold 1.50000
  /EncodeMonoImages true
  /MonoImageFilter /CCITTFaxEncode
  /MonoImageDict <<
    /K -1
  >>
  /AllowPSXObjects false
  /CheckCompliance [
    /None
  ]
  /PDFX1aCheck false
  /PDFX3Check false
  /PDFXCompliantPDFOnly false
  /PDFXNoTrimBoxError true
  /PDFXTrimBoxToMediaBoxOffset [
    0.00000
    0.00000
    0.00000
    0.00000
  ]
  /PDFXSetBleedBoxToMediaBox true
  /PDFXBleedBoxToTrimBoxOffset [
    0.00000
    0.00000
    0.00000
    0.00000
  ]
  /PDFXOutputIntentProfile (U.S. Web Coated \050SWOP\051 v2)
  /PDFXOutputConditionIdentifier (CGATS TR 001)
  /PDFXOutputCondition ()
  /PDFXRegistryName (http://www.color.org)
  /PDFXTrapped /False

  /CreateJDFFile false
  /Description <<
    /ENU ([Based on 'Jay_Custom_Lo-res'] Use these settings to create Adobe PDF documents for quality printing on desktop printers and proofers.  Created PDF documents can be opened with Acrobat and Adobe Reader 5.0 and later.)
  >>
  /Namespace [
    (Adobe)
    (Common)
    (1.0)
  ]
  /OtherNamespaces [
    <<
      /AsReaderSpreads false
      /CropImagesToFrames true
      /ErrorControl /WarnAndContinue
      /FlattenerIgnoreSpreadOverrides false
      /IncludeGuidesGrids false
      /IncludeNonPrinting false
      /IncludeSlug false
      /Namespace [
        (Adobe)
        (InDesign)
        (4.0)
      ]
      /OmitPlacedBitmaps false
      /OmitPlacedEPS false
      /OmitPlacedPDF false
      /SimulateOverprint /Legacy
    >>
    <<
      /AddBleedMarks false
      /AddColorBars false
      /AddCropMarks false
      /AddPageInfo false
      /AddRegMarks false
      /BleedOffset [
        0
        0
        0
        0
      ]
      /ConvertColors /NoConversion
      /DestinationProfileName (U.S. Web Coated \(SWOP\) v2)
      /DestinationProfileSelector /UseName
      /Downsample16BitImages true
      /FlattenerPreset <<
        /PresetSelector /MediumResolution
      >>
      /FormElements false
      /GenerateStructure true
      /IncludeBookmarks false
      /IncludeHyperlinks false
      /IncludeInteractive false
      /IncludeLayers false
      /IncludeProfiles true
      /MarksOffset 6
      /MarksWeight 0.250000
      /MultimediaHandling /UseObjectSettings
      /Namespace [
        (Adobe)
        (CreativeSuite)
        (2.0)
      ]
      /PDFXOutputIntentProfileSelector /UseName
      /PageMarksFile /RomanDefault
      /PreserveEditing true
      /UntaggedCMYKHandling /LeaveUntagged
      /UntaggedRGBHandling /LeaveUntagged
      /UseDocumentBleed false
    >>
    <<
      /AllowImageBreaks true
      /AllowTableBreaks true
      /ExpandPage false
      /HonorBaseURL true
      /HonorRolloverEffect false
      /IgnoreHTMLPageBreaks false
      /IncludeHeaderFooter false
      /MarginOffset [
        0
        0
        0
        0
      ]
      /MetadataAuthor ()
      /MetadataKeywords ()
      /MetadataSubject ()
      /MetadataTitle ()
      /MetricPageSize [
        0
        0
      ]
      /MetricUnit /inch
      /MobileCompatible 0
      /Namespace [
        (Adobe)
        (GoLive)
        (8.0)
      ]
      /OpenZoomToHTMLFontSize false
      /PageOrientation /Portrait
      /RemoveBackground false
      /ShrinkContent true
      /TreatColorsAs /MainMonitorColors
      /UseEmbeddedProfiles false
      /UseHTMLTitleAsMetadata true
    >>
  ]
>> setdistillerparams
<<
  /HWResolution [2400 2400]
  /PageSize [612.000 792.000]
>> setpagedevice


