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	Reference No. 
	Skill
	Pages

	Unit 1
	Day 1
	

	1-1-1
	Preparing an Excel Worksheet
	S7-S32

	
	
	

	
	
	Enter data (text and symbols) in a cell 
	S10-S20

	
	
	Navigate to specific cell content (Go To)
	S11, S16-S17

	
	
	Print a workbook 
	S12

	
	
	Edit data in a cell 
	S15-S17

	
	
	Automatically enter data (AutoComplete, AutoCorrect, AutoFill)
	S17-S20

	
	
	Format cells with AutoFormat 
	S23-S25

	
	
	
	

	
	
	
	

	1-1-2
	Formatting an Excel Worksheet
	S33-S68

	
	
	

	
	
	Preview a worksheet 
	S33-S34

	
	
	Apply formatting with buttons on the Formatting toolbar 
	S35-S37

	
	
	Change column width and row heights 
	S37-S42

	
	
	Enter and edit numbers in cells 
	S42-S47

	
	
	Format data in cells 
	S42-S51

	
	
	Align, indent, and rotate data in cells 
	S47-S49

	
	
	Insert rows and columns 
	S51-S54

	
	
	Insert and delete cells, rows, and columns
	S51-S55

	
	
	Clear data in cells 
	S54-S55

	
	
	Apply borders and shading to cells 
	S55-S61

	
	
	
	

	1-1-3
	Inserting Formulas in a Worksheet
	S69-S96

	
	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	Use AutoSum button to insert formula 
	S69-S71

	
	
	Write formulas with mathematical operators and edit formulas 
	S71-S76

	
	
	Insert formulas with the Insert Function button and edit formulas 
	S76-S89

	
	
	Use absolute and mixed cell references in formulas 
	S89-S91

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	

	1-1-4
	Enhancing a Worksheet
	S97-S136

	
	
	

	
	
	Set up, customize, and print worksheets and selected data 
	S97-S116

	
	
	Change worksheet orientation 
	S98-S101

	
	
	Insert headers and footers in a worksheet 
	S99-S103

	
	
	Change worksheet margins 
	S103-S105

	
	
	Center a worksheet horizontally and vertically
	S105-S106

	
	
	Display worksheet in Page Break view
	S106-S108

	
	
	Print column and row titles on multiple pages 
	S108-S110

	
	
	Print gridlines and row and column headings 
	S110-S111

	
	
	Hide and unhide columns and rows 
	S111-S113

	
	
	Print specific area of a worksheet 
	S113-S114

	
	
	Find and replace cell data
	S118-S120

	
	
	Find and replace cell formatting
	S120-S122

	
	
	Sort lists 
	S122-S126

	
	
	Filter lists using AutoFilter 
	S127-S129

	
	
	

	
	
	
	

	
	Lunch Break 60 Min 1200-1300
	

	1-1 Comp
	Work in Progress
	S137-S142

	
	
	Complete Assessment 1-8
	S137-S140

	
	
	Complete Activity 1 & 2
	S141

	
	
	Complete Job Study
	S142

	
	
	

	
	
	

	
	
	
	

	
	
	

	
	
	
	

	
	
	
	

	
	
	

	Unit 2
	Day 1
	

	1-2-5
	Moving Data within and between Workbooks
	S145-S177

	
	
	Move, copy, and paste cells 
	S145-S149

	
	
	Print a workbook containing multiple worksheets 
	S150-S151

	
	
	Customize worksheet tabs 
	S151-S153

	
	
	Hide and unhide a worksheet in a workbook 
	S153-S155

	
	
	Size and move workbooks 
	S155-S158

	
	
	Name a range and use a range in a formula
	S158-S159

	
	
	Split a worksheet into windows and freeze and unfreeze panes 
	S161-S163

	
	
	Arrange workbooks 
	S162-S163

	
	
	Hide and unhide workbooks 
	S163-S164

	
	
	Move, copy, and paste data using Paste Special 
	S164-S170

	
	
	
	

	Unit 2
	Day 2
	

	2-2-6
	Maintaining Workbooks
	S179-S212

	
	
	Create a folder 
	S180-S181

	
	
	Delete and rename a folder 
	S181-182

	
	
	Delete, copy, cut, paste, and rename worksheets 
	S181-S187

	
	
	Move a worksheet to another workbook 

	
	
	Copy a worksheet to another workbook 
	S187-S188

	
	
	Save workbooks un a variety of formats 
	S191-S194

	
	
	Apply and modify cell styles 
	S194-S200

	
	
	Insert, view, and edit comments 
	S200-S204

	
	
	Create new workbooks from templates 
	S204-S207

	2-2-7 
	Creating a Chart in Excel
	S213-S240

	
	
	Create a chart
	S213-S217

	
	
	Printing only the chart
	S217-S218

	
	
	Previewing a chart
	S217-S218

	
	
	Creating a chart in a separate Worksheet
	S218-S219

	
	
	Deleting a Chart
	S219

	
	
	Sizing and moving a Chart
	S219-S220

	
	
	customize a chart
	S220-S231

	
	
	Formatting chart Elements
	S231-S235

	2-2-8 
	Enhancing the Display of Workbooks
	S241-S276

	
	
	Save a workbook as a Web page 
	S241-S247

	
	
	Preview a workbook in Web Page Preview 
	S243-S247

	
	
	Create and modify hyperlinks 
	S244-S248

	
	
	Add a background image to a worksheet 
	S245-S247

	
	
	Research and request information
	S249-S252

	
	
	Insert research information
	S250-S252

	
	
	Insert, position, and size graphics
	S252-S257

	
	
	Create and customize diagrams
	S257-S259

	
	
	Creating Wordart
	S259-S260

	
	
	Sizing, Shaping and Moving Wordart
	S261-S265

	
	
	Drawing Shapes, Lines, and Autoshapes
	S266-S271

	2-2 Comp 
	Work Ready
	S277-S283

	
	
	Complete Assessment 1-9
	S277-S281

	
	
	Complete Activity 1-3
	S281-S282

	
	
	Complete Job Study
	S282-S283

	
	
	
	


