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Excel 2003 Level 1- Basic (Japanese)

Schedule

9:00-16:00 (2 days)

Description

You will learn basic technique of Excel 2003. You will be able to
create a simple workbook, add functions, chart, and change
appearance of the workbook.
1. Basic Operation of Excel 2003
2. Creating Workbook
*input data
*Move and copy data
3. Creating Table
*Input data efficiently
*Create formula
- Calculate Values
4. Editing Table
-Change Format(Font, Alignment, Border, Color)
*Change View
5. Formula and Function
*Relative and Absolute reference
*Function
6. Creating Chart
7. About workbook
8. Printing

Prerequisite

Typing and mouse operation is required




