
Excel Software Training Outline

1. What is Excel? 
 
2. Getting Started 

 
 
3. Creating, Opening and Saving Files 

a. Creating Workbooks or Forms 
b. Opening Workbooks 
c. Finding and Previewing Files 
d. Saving Work and Closing Workbooks 
e. Managing Files 
f. Converting Files to and from Excel 
g. Troubleshooting 
 

4. Working with Workbooks and Worksheets 
a. Moving around in Workbooks 
b. Managing Worksheets 
c. Creating Links Between Workbooks 
d. Changing What You See on the Screen 
e. Saving Display and Print Settings as a View 
f. Saving Your Workspace 
g. Troubleshooting 
 

5. Entering and Data and Selecting Cells 
a. Entering Data 
b. Selecting and Moving Around in a Workbook 
 

6. Editing Worksheet Data 
a. Edit Cell Contents 
b. Clear or delete cells, rows or Columns 
c. Undo Mistakes 
d. Repeat Last Action 
e. Separate Text Across Cells 
f. Finding or Replacing Data 
g. Inserting, Copying and Moving Cells and Data 
 

7. Formatting Worksheets 
 
8. Printing 

 
 
9. Creating Formulas 

a. Entering Formulas 
b. Editing Formulas 
c. Using References 
d. Using Functions 
e. Solving Circular Reference Formulas 
f. Linking Workbooks 
g. Troubleshooting 
 



10. Working with Charts 
a. Creating a chart 
b. Adding and Changing Text and Data in a Chart 
c. Changing the Display, View or Placement of a Chart 
d. Changing the Type of Chart 
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