Microsoft Office 2000

Assignment #4 – Excel – Create, save and exit a Worksheet

Objective:

Upon completion of this unit, you should be able to demonstrate how to:

· Start and Exit Excel

· The Excel Window

· Worksheets and Workbooks

· Enter Data

· Number Entries

· Numeric Labels and Values

· Edit Entries

· Select Cells

· Align Cell Entries

· AutoSum and AutoCalculate

· Print Preview and Printing

· Save and Close a Workbook

Assignment:
Using Microsoft Office 2000 Essentials
_____ Read Lesson 14 and DO all hands-on exercises. Page 410 - 435

_____ Complete the Concepts Review – page 436

_____ Do Skill Builders 14.1 and 14.2 page 437 - 439

_____ Print and turn in Assessments 14.1 and 14.2 and 14.3 page 441, 442 

and 443

When you are finished, turn in this cover sheet to your instructor and proceed to the next assignment sheet.
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