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EXCEL 2013
Beginner Level

OBJECTIVES

At the end of this course, the participant will be able to
use the basic functions of Excel 2013 and create a simple
spreadsheet, from its conception to printing it.

TARGET CLIENTELE
Public

PREREQUISITE
Knowledge of Windows

COURSE SYLLABUS

1. Basic concepts

Definition of a spreadsheet
Launch Microsoft Excel

Discover Excel’s interface
Personalize the ribbon
Personalize the Quick Access bar
Import / export a personalization
The Backstage

Knowing Excel’s characteristics
Use the mouse

Use the keyboard

Use Help button in Excel

2. Data entry
o Distinguish between the types of data
o Define the display, content and format of a cell
« Enter data
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 Modify data
e Undo, redo or repeat an action
e ZoOm

. Manage spreadsheets
o Create a new spreadsheet
e Open a spreadsheet
e Save a spreadsheet
o Save and share files online
» Block titles
o Visualize many spreadsheets
o A spreadsheet, a window
« Send by email a spreadsheet
e Close a spreadsheet
e Quit Excel

. Editing techniques
e Select cells
e Move or copy cells
o Work with series
o Automatic fill
o Search and replace text

. Basic calculations

o Create a formula

Use operators

Identify the order used in calculating
Copy the results of a formula

Modify the type of reference

. Functions

e Create a formula using functions
e Use the Sum function
e Change the format of a cell

. Managing a spreadsheet

e Modify the width of a column
e Modify the height of a row

o Insert or delete cells
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e Insert or delete rows or columns
e Hide rows or columns

. Format data

Modify the alignment
Define the character format
Add borders

Shade cells

. Page layout and printing
e Print preview
« Modify page layout options
« Change page breaks
o Define print area
o Print a spreadsheet
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