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Microsoft Excel Foundation Course Outline

This course is designed for those delegates who wish to acquire the basic skills to
use Excel effectively. It would benefit anyone wishing to learn the basics of

On completion of this course, attendees will be able to create a spreadsheet,

format text and numbers, perform basic calculations and present data in a

Attendees do not need any previous experience of Excel but must have a basic

understanding of PC’s, including familiarity with a keyboard and mouse.

Duration: 1 Day
Benefit:
creating spreadsheets.
Objectives:
graphical format.
Pre-requisites:
Version: Training is available on all versions of Excel.
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