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Microsoft Excel 2013 for Beginners Course Overview

Microsoft Excel 2013 for
Beginners

Course Duration:
7 Hours / 1 Day

1 Getting Started with Excel

* Viewing the Excel Window

* Working with the Ribbon and
Toolbars

* Choosing Dialog Box Options

e Creating a Blank Workbook

* Opening an Existing Workbook

* Moving Around the Workbook

* Viewing two or more
worksheets or workbooks at
the same time

* Saving a Workbook

e Saving a workbook in another
file format

* Save an Excel 2013 workbook
for compatibility with earlier
versions of Excel

* Recovering unsaved a
Workbook

* Closing workbooks or
workbook windows

2 Basic Workbook Skills

* Select specific cells or ranges

* Selecting Rows, Columns, and
Special Ranges

* Enter data manually in
worksheet cells

* Fill data automatically in
worksheet cells

* Using Flash Fill

e Split a column of data based
on what you type

* Editing Cell Contents

e Understanding How Excel
Copy and Pastes Data

* Finding and Replacing

* Checking Spelling

* Adding word to your
dictionary

* Undoing and Redoing an
Action

Modifying Worksheets and

Workbooks

* Inserting and Deleting a
Worksheet

* Moving and Copying a
Worksheet

* Hiding and Unhiding
Worksheets and Workbooks

* Hiding and Unhiding a Column
or Row

* Inserting and deleting a
Column or Row

e Adjusting Column Width and
Row Height

* Freezing and Unfreezing a
Columns or Rows

e Zooming the View In and Out

Font Formatting

* Format text in cells

e Change font style, size, or
color

* More font formatting in font
dialog box launcher

* Clear formatting

Alignment Formatting

e Align text in a cell

* Undo alignment changes

Numbers Formatting

* Format numbers as currency

* Format a date the way you
want

* Display humbers as
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percentages

e Creating or deleting a custom
number format

Formatting a Worksheet

* Applying a cell Styles

* Copy formatting using the
Format Painter

Creating charts from start to

finish

* Create your chart

* Available chart types

e Creating a chart

* Fine-tune your chart

* Change the data in your chart

* Save a custom chart as a
template

Analysing trends in data using

sparklines

* Analyse trends in data using
sparklines

* Customize your sparklines

Sorting data in a worksheet

* Select the data that you want
to sort

* Sort quickly

e Sort by specifying criteria

* Sorting data by icon set

Use AutoFilter to filter your

data

* Filter a range of data

* Remove a filter

* Filtering data by icon set

Understanding Tables

* Overview of Excel tables

* Learn about the elements of
an Excel table

* Creating a table in a
worksheet

* Table features that you can
use to manage table data

* Deleting a table without losing
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the data or table formatting

Working with Formulas and

Functions

* About formulas

e Using calculation operators in
formulas

* Using functions and nested
functions in formulas

* The syntax of functions

* Entering functions

* Using references in formulas

* The difference between
absolute, relative and mixed
references

* Use Formula AutoComplete

* Excel functions

Define and use names in

formulas

* Defining a name for a cell or
cell range on a worksheet

* Manage names by using the
Name Manager dialog box

* Change a name

* Delete one or more names

* Defining and using names

e Learn about syntax rules for
names

* Use AutoSum to sum numbers

e Use AutoSum to quickly find
the average

e Calculating Totals with Quick
Analysis

e Copy cell values, not formulas

* Use error checking to detect
errors in formulas

Viewing and Printing

Worksheets and Workbooks

* Previewing a Worksheet

* Fine-tuning pages before
printing

* Change Margins
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Change Page Orientation
Change Paper Size

Set a print area

Create manual page breaks in
a worksheet

Add or remove a sheet
background

Setting Print Titles

Making a worksheet fit the
printed page

Printing row and column
headings

Adding Headers and Footers
Removing header and footers
Printing a Worksheet and
Workbook
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