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Visit: www.response.wlc.ac.uk                                         Telephone: 0845 833 2328 

ICT Short Course 
Basic Excel (Beginners) 

Aims: 
For participants to learn how to set up simple spreadsheets in Excel 
 
 
Objectives: 
• Participants shall be able to set up a spreadsheet with some simple formulae 
• Participants shall be able to modify a spreadsheet 
• Participants shall be able to print the spreadsheet 
 
 
Designed for: 
Beginners to spreadsheets, and those who need a revision course 
 
 
Key points: 
• Entering data and simple formulae 
• Formatting 
• Alignment 
• Inserting and deleting rows and columns 
• Saving and opening files 
• Printing 
 


