	Course Name
Using Excel spreadsheets
	Typical Dates
Week Nights
	Typical Times
7.30 – 9.30
	Maximum No
7

	Trainers
John Bounds
	No of sessions
2 session of
2 hours
	Cost
£20
	Minimum No
5

	Resources
Microsoft Excel 2003/2007
	Handouts provided
Excel overview
	
	


	What is the course?
Aimed at those who are new or fairly new to Excel, the course is designed to give someone the knowledge to be able to use the program confidently at a basic level. 

	Who would benefit
Someone who can use a pc but has little or no knowledge of spreadsheets.


	What previous experience is required
Must be fairly competent Windows user. 
Some experience of other Microsoft applications would be useful.


	Learning Objectives
To introduce spreadsheet novices to Excel. At the end of the course the student should be able to set up a basic spreadsheet including formulae.

	Features Covered will include
· Entering Figures in cells
· Setting formulae
· What ifs
· Changing column and row widths and heights
· Formatting
· Headings
· Currency and other formats
· Sheets and Multiple sheet spreadsheets
· Graphs and charts
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