Microsoft Office 2000

Assignment Extra Credit # 3 – Excel – Powerful Features and Automated Tools 

Objective:

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

· The Office Assistant

· Online Help

· AutoCorrect

· AutoComplete

· Functions

· Cut, Copy and Paste

· The Office 2000 Clipboard

· Drag and Drop

· Right Dragging

· Cell Borders

· Fill Colors and Patterns

· AutoFormat

· Zooming

· Hiding Rows and Columns

· Unhiding Rows and Columns

Assignment:
Using Microsoft Office 2000 Essentials
_____ Read Lesson 16 and DO all hands-on exercises. Page 471 - 495

_____ Complete the Concepts Review – page 496

_____ Print and turn in Assessments 16.1, 16.2 and 16.3 page 499 - 501
When you are finished, turn in this cover sheet to your instructor and proceed to the next assignment sheet.

Name: _________________________
 Date: ____________________

Instructor’s Approval: ________________
MS Office 2000
Instructor: Laura Sharp

