Excel 2000 Basics Overview

Lesson 1:  Quickly Create A Worksheet

Start Excel

Save a Workbook

Work Area

Close a Workbook

Open an Already Saved Workbook

Type

Edit

Apply Simple Formats

Print

Exit Excel

Lesson 2:  Understand Excel Features

The Standard and Formatting Toolbars

The Name Box and Formula Bar

The Worksheet Window

Lesson 3:  Create A Workbook

Enter Labels

Enter Numeric Data

Enter Dates and Times

Enter Formulas

Save a Workbook with a New Name, Location, or File Type

More Ways to Open a Workbook

Work with Multiple Workbooks

Create New Workbooks

Lesson 4:  Editing Techniques

Edit or Replace a Cell's Contents

Select Various Types of Ranges

Clear a Cell

Find and Replace Data

Undo and Redo Changes

Insert and Delete Cells, Columns, and Rows

Copy and Move with the Clipboard

Fill Cells with Similar Data

Lesson 5:  Formulas And Functions

Use Formulas

Order of Operations

Functions

Natural-Language Formulas

Lesson 6:  Change Worksheet Appearance

Zoom

Adjust Column Width and Row Height

Change Cell Characteristics

Use the Format Painter

Add Borders

Add Fill Colors and Patterns

Use Autoformat

Lesson 7:  Spell And Print

Spelling Checker

Print Preview

Print

