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Excel I
Objective
Initial
Final
1. Identify the basic features and uses of the Excel spreadsheet
 FORMCHECKBOX 

 FORMCHECKBOX 

2. View the Menu Bar plus Standard and Formatting toolbars
 FORMCHECKBOX 

 FORMCHECKBOX 

3. Understand the purpose of different cursor shapes
 FORMCHECKBOX 

 FORMCHECKBOX 

4. Create and save new and existing spreadsheets
 FORMCHECKBOX 

 FORMCHECKBOX 

5. Enter and delete data into cells, rows, and columns
 FORMCHECKBOX 

 FORMCHECKBOX 

6. Understand the difference between text, numeric, and formula entries
 FORMCHECKBOX 

 FORMCHECKBOX 

7. Move and copy data
 FORMCHECKBOX 

 FORMCHECKBOX 

8. Use autofill to enter data
 FORMCHECKBOX 

 FORMCHECKBOX 

9. Insert and delete columns, rows and cells 
 FORMCHECKBOX 

 FORMCHECKBOX 

10. Format individual cells, groups of cells and  the spreadsheet as a whole 
 FORMCHECKBOX 

 FORMCHECKBOX 

11. Understand page setup and print functions
 FORMCHECKBOX 

 FORMCHECKBOX 

12. Create formulas for simple math functions
 FORMCHECKBOX 

 FORMCHECKBOX 

13. Use built-in math functions
 FORMCHECKBOX 

 FORMCHECKBOX 

14. Use spreadsheet as a database to sort and filter entries
 FORMCHECKBOX 

 FORMCHECKBOX 

15. Apply “read only” and individual cell protection
Comments:  


