NORTHEAST REGION

TRAINING OPPORTUNITY





COURSE TITLE
MS EXCEL 2000 INTERMEDIATE




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




DATES/LOCATION
7 Nov 02, HEAT Center, Aberdeen, MD




LENGTH
1 Day (7 Hours)




START/END TIMES
0800-1600 hours




COST
$99




REGISTRATION DEADLINE
Deborah Prue, DSN, 458-1203. Please fax a copy of DD Form 1556 to Pam Marcomin, 410-638-2509 for course registration and a copy to Deborah Prue, 410-306-0163 for course completion database.Registration Deadline:  22 Oct 02

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




COURSE MANAGER
Deborah Prue, DSN:  458-1203, Commercial number:  410-306-1203. Send an email message to the Course Manager if you are interested in taking this course: Deborah Prue




COURSE DESCRIPTION





Managing Workbooks and Preparing Them for the Web

LESSON 1:  Freezing columns and rows, splitting the worksheet into multiple panes, inserting and deleting worksheets, specifying headers and footers, consolidating data with 3-D references, consolidating data from different workbooks using linking, hiding and protecting worksheet areas, changing worksheet properties, saving custom views of a worksheet, using a workspace, controlling page breaks and page numbering, using page break preview, creating a hyperlink between Excel files, using hyperlink to navigate large worksheets, inserting a picture, saving an Excel file as an HTML document, send a worksheet via e-mail, concepts review, skills review, independent challenges, and visual workshop.

Automating Worksheet Tasks

LESSON 2:  Planning a macro, Macros and viruses, recording a macro, using templates to create a workbook, running a macro, editing a macro, adding comments to code, using shortcuts with macros, using the personal macro workbook, working with the personal macro workbook, adding a macro as a menu item, creating a toolbar for macros, concepts review, skills review, independent challenges, and visual workshop.

Using Lists

LESSON 3:  Planning a list, Lists versus databases, creating a list maintaining the quality of information in a list, adding records with the data form, finding records, using wildcards to fine tune your search, deleting records, advantage of deleting records from the worksheet, sorting a list by one field, rotating and indenting to improve appearance, sorting a list by multiple fields, specifying a custom sort order, printing a list, setting a print area, 

Analyzing List Data

LESSON 4: Retrieving records with AutoFilter, creating a custom filter, And and Or legends conditions, Filtering a list with advanced filter, understanding the criteria range, extracting list data, understanding the criteria range and the copy to location, creating subtotals using groupings and outlines, show or hide details in an Excel outline, looking up values in a list, using the HLOOKUP function, summarizing list data, using data validation for list entries, concepts review, skills review, independent challenges, and visual workshop.

Enhancing Charts and Worksheets

LESSON 5:  Selecting a custom chart type, creating a custom chart type, customizing a data series, removing, inserting and formatting legends, formatting a chart axis, adding a data table to a chart, rotating a chart, enhancing a chart with WordArt, rotating text, rotating chart labels, mapping data, concepts review, skills review, independent challenges, and visual workshop.

Sharing Excel Files and Incorporating Web Information

LESSON 6:  Sharing Excel files, Setting up a shared workbook, tracking changes in a shared workbook, merging workbooks, applying and removing passwords, removing passwords, creating an interactive worksheet for an intranet or the Web, managing HTML files on an Intranet or Web site, creating a interactive PivotTable for an intranet or the Web, adding fields, to a PivotTable list using the Web browser, creating hyperlinks between Excel files and the Web, using hyperlinks to navigate large worksheets, running queries to retrieve data on the Web, Finding stock symbols, creating a new query to retrieve Web page data, concepts review, skills review, independent challenges, and visual workshop.





WHO SHOULD ATTEND/PREREQUISITES





Prerequisite:  Introduction to MS Excel 2000

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





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.





