Course Contents
Excel Level I

· Creating a Basic Worksheet, with an orientation to the Excel 2007 environment

· Using Basic Functions and Formulas, including sum, average, max, min, count, today, and now

· Manipulating a Worksheet, including inserting and deleting cells, columns, and rows

· Formatting a Worksheet

· Printing Workbook Contents

· Managing Large Workbooks, including linking sheets together with 3D formulas

Excel Level II

· Using Advanced Functions, including range names and the functions if, left, right, proper, vlookup, and hlookup

· Creating and Using an Excel Table, including filtering, sorting, and formatting

· Creating and Modifying Excel Charts

· Creating and Using Pivot Tables and Pivot Charts

· Creating Excel Defaults and Templates

Outlook

· Using the Outlook Environment

· Working with Messages, including formatting, organizing with folders and categories, and attachments

· Working with the Contact List

· Scheduling Appointments and Meetings with the Calendar

· Managing Tasks and Notes

