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Excel II
Objective
Initial
Final
1. Create and modify a spreadsheet
 FORMCHECKBOX 

 FORMCHECKBOX 

2. Use formatting features
 FORMCHECKBOX 

 FORMCHECKBOX 

3. Use multiple toolbars
 FORMCHECKBOX 

 FORMCHECKBOX 

4. Customize the Excel working environment
 FORMCHECKBOX 

 FORMCHECKBOX 

5. Protect cells against inadvertent alterations
 FORMCHECKBOX 

 FORMCHECKBOX 

6. Change data types
 FORMCHECKBOX 

 FORMCHECKBOX 

7. Work with multiple sheets within a workbook
 FORMCHECKBOX 

 FORMCHECKBOX 

8. Move and copy formulas
 FORMCHECKBOX 

 FORMCHECKBOX 

9. Use relative and absolute cell references
 FORMCHECKBOX 

 FORMCHECKBOX 

10. Use built-in functions
 FORMCHECKBOX 

 FORMCHECKBOX 

11. Create a simple chart
 FORMCHECKBOX 

 FORMCHECKBOX 

12. Enhance charts using custom labels and legends
 FORMCHECKBOX 

 FORMCHECKBOX 

13. Use auditing features
 FORMCHECKBOX 

 FORMCHECKBOX 

14. Use templates
 FORMCHECKBOX 

 FORMCHECKBOX 

15. Link a Word document to an Excel spreadsheet
 FORMCHECKBOX 

 FORMCHECKBOX 
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