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Using Microsoft Excel 
Duration 12 hours
Course Content

· Introduction to Microsoft Excel 

· Overview of Excel Screen

· Moving around within Excel

· Selecting Cells / Rows /Columns

· Creating a New Workbook

· Entering / Editing / Deleting Data

· Open / Close / Save Workbooks

· Basic Formulas

· Copying and Editing Formulas

· Using AutoSum
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Basic Functions

· Formatting Text / Numbers

· Relative / Absolute Cell References

· Insert/Delete Rows & Columns

· Move & Copy Data

· AutoFill / Custom Lists

· Spell Check

· Page Setup

· Print / Print Preview

· Review & Close

Please contact S.W.E.E.T.S Offices Kilbeggan on 057 – 9332030 
for information on our courses
Using Microsoft Word
Duration 12 hours
Course Content
· Overview of the Word Screen

· Creating a Document

· Moving around a Document

· Selecting Text
· Editing Text

· Opening and Saving Documents

· Formatting Characters i.e. Bold,

· Italic & Underline

· Formatting Paragraphs

· Line Spacing

· Alignment

· Indents

· Print Preview & Print
· Move & Copy Text

· Working with Multiple Documents

· Using AutoCorrect & AutoText

· Proofing and Reviewing Tools

· Review & Close

Please contact S.W.E.E.T.S Offices Kilbeggan on 057 – 9332030 for information on our courses
