Year 12 – ICT – Use this checklist to brush up on your Excel skills.  

What you must know:
[image: image1.wmf]Spreadsheet skills (1)

· Entering and editing data
· Creating a formula
· Absolute and relative cell referencing
· Replication of a formula eg fill down
· Print showing gridlines and formulae
· Print selected area
· Show and Print formuls
· Use Headers and footers
· Cell formatting (Currency/Date)
· Cell Formatting (Borders & Shading)
· Cell addressing between worksheets
Spreadsheet skills (2) - simple functions

· Sum

· Average

· Min

· Max

· Today

· Now

Spreadsheet skills (3) - more functions

· Count

· Countif

· Lookup

· IF
Using Help to find other functions

Formatting skills

· Validation

· Input/Error messages

· Macros

· Conditional formatting

· Macro buttons

· Filters
Creating Charts & Graphs

Using standard documents eg letters, memos. reports 
Some of these can be found from:





� HYPERLINK "http://www.teach-ict.com/software/excel/excel.htm" ��http://www.teach-ict.com/software/excel/excel.htm�














