NORTHEAST REGION

TRAINING OPPORTUNITY





COURSE TITLE
MS EXCEL 2000 INTRODUCTION




VENDOR
Harford Community College, 401 Thomas Run Road, Bel Air, MD 21015-2576.  Call Pam Marcomin – 410-638-2576 for nominations, substitutions, or cancellations.  Fax 410-638-2509.




DATES/LOCATION
18 Sep 02, HEAT Center, Aberdeen, MD 




LENGTH
1 Day  (7 Hours)




START/END TIMES
0800 – 1600 hours




COST
$95.00




REGISTRATION DEADLINE
James Barnum, DSN, 458-1205. 

Please fax a copy of DD Form 1556 to Pam Marcomin, 410-638-2509 for course registration and a copy to James Barnum, 410-306-0163 for course completion database.

Registration Deadline:  10 Sep 02

Call the Course Manager if you have a nomination but have missed the suspense; there may still be spaces available.




COURSE MANAGER
James Barnum, DSN:  458-1205, Commercial number:  410-306-1205. Send an email message to the Course Manager if you are interested in taking this course: James. Barnum@cpocner.apg.army.mil




COURSE DESCRIPTION





LESSON 1:Getting Started with Excel 2000

Designing Spreadsheet Software, Starting Excel 2000, Viewing the Excel Window, Personalizing Toolbar and Menus in Excel 2000, Opening and Saving a Workbook, Entering Labels and Values, Navigating a Worksheet, Previewing and Printing a Worksheet, Using Zoom in Print Preview, Getting Help, Changing the Office Assistant, Closing a Workbook and Exiting Excel, Concepts Review, Skills Review, Independent Challenges, and Visual Workshop.

LESSON 2:   Building and Editing Worksheets

Planning and Designing a Worksheet, Editing Cell Entries and Working with Ranges, Using Range Names in a Workbook, Entering Formulas, Order of Precedence in Excel Formulas, Introducing Excel Functions, Using the MIN and MAX Functions, Copying and Moving Cell Entries, Using the Office Clipboard, Understanding Relative and Absolute Cell References, Using a Mixed Reference, copying Formulas with Relative Cell References, Filling Cells with Sequential Text or Values, copying Formulas with Absolute Cell References, Copying and Moving Using Named Ranges, Naming and Moving a Sheet, Moving and Copying Worksheet, Concepts Review, Skills Review, Independent Challenges, and Visual Workshop.

LESSON 3:  Formatting a Worksheet

Formatting Values, Using the Format Painter, Using Fonts and Font Sizes, Using the Formatting toolbar to Change fonts and Font Sizes, Changing Attributes and Alignment of Labels, Using AutoFormat, Adjusting Column Widths, Specifying Row Height, Inserting and Deleting Rows and Columns, Using Dummy Columns and Rows, Applying Colors, Patterns, and Borders, Using Color to Organize a Worksheet, Using Conditional Formatting, Deleting Conditional Formatting, Checking Spelling, Modifying the Spell Checker, Concepts Review, Skills Review, Independent Challenges, and Visual Workshop.

LESSON 4:  Working with Charts

Planning and Designing a Chart, Creating a Chart, Moving and Resizing a Chart, Identifying Chart Objects, Editing a Chart, Rotating a Chart, Formatting a Chart, Enhancing a Chart, Changing Text Font and Alignment in Charts, Annotating and Drawing on a Chart, Exploring a Pie Slice, Previewing and Printing a Chart, Using the Page Setup Dialog Box for a Chart, Concepts Review, Skills Review, Independent Challenges, and Visual Workshop.

LESSON 5: Working with Formulas and Functions

Creating a Formula with Several Operators, Using Paste Special to Paste Formulas and Values and to perform calculations, using Names in a Formula, Producing a list of Names, Generating Multiple Totals with AutoSum, Quick Calculations with AutoCalculate, Using Dates in Calculations, Using Date Functions, Custom Number and Date Formats, Building a Conditional Formula with the IF Function, Inserting and Deleting selected Cells, Using Statistical Functions, Using the Formula Palette to Enter and Edit Formulas, Calculating Payments with the PMT Function, Calculating Future Values with the FV Function, Displaying and Printing Formula Contents, Setting Margins and Alignments when printing Part of a Worksheet, Concepts Review, Skills Review, Independent Challenges, Visual Workshop.





WHO SHOULD ATTEND/PREREQUISITES





No prerequisite





METHOD OF INSTRUCTION





Hands on at computer terminal





HOW TO NOMINATE





FAX Page 1 (front only), DD Form 1556 to HRD, NECPOC (410-306-0163 or DSN 458-0163) by the registration deadline. Make sure Blocks 17, 19, 23, 25, 27 and 37 are properly completed. Include nominee's email address and Training Coordinator's phone number and email address in Block 18. If deadline for registration has passed, call the course manager or check the Northeast Region Monthly Course Announcement to see if spaces are still available. Please notify the Course Manager if special needs are required to accommodate an attendee (wheelchair access, interpreter, etc).

Do not attend unless you have received confirmation from the course manager. Although we try to accommodate all training needs, faxing a nomination to us does not guarantee a space allocation. Check with your activity Training Coordinator if you have not received confirmation two-four weeks prior to the class starting date.





 CANCELLATION POLICY





Contact the Course Manager to withdraw your nomination prior to the registration deadline to avoid being charged for the course. After the registration deadline, you will need to contact the course manager to cancel and determine whether your organization will be charged. We will avoid charging whenever possible but if we have contracted for the course and only have the minimum number required to pay the bill, we have no choice but to bill for late cancellations and "no shows." 





BILLING INSTRUCTIONS





DD Forms 1556 cannot be processed unless blocks 27, 29 and 37 are properly completed. Click here http://cpolrhp.army.mil/ner/hrd/02tp/payment_options.htm for instructions. Also, please include your Training Coordinator's name, email address and phone number in block 18 on the DD Form 1556.





ACTEDS APPLICABILITY





Check your Army Civilian Training Education and Development System Plan at http://cpol.army.mil/train/catalog.index.html to see if course will satisfy the core competency requirements in your Career Program or Career Field.







 

 

