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Welcome to Basic Computer Training. This course will focus on the topic of 

Microsoft Excel. 

Topics to be covered include; describing ways to format a spreadsheet and 

explaining how to finish a spreadsheet. Learners will gain a better understanding 

of Microsoft Excel functionality. After this course, learners will be prepared to 

create a new spreadsheet and modify it by adjusting the data, inserting formulas 

or charts, and by saving or printing. 

 

This is a self-paced course designed for you to complete at your own pace. 

Before you get started, make sure you have the following items to ensure the 

successful completion of this course: 

• Something to write with – pen or pencil 

• Your participant guide- This can be accessed via the L&D Learning Portal 

• Microsoft Excel Checklist – to keep track of which video modules you have 

completed 

• A quiet place to complete your training that is free from any distractions 

• And, a headset, if needed 

 

 

 

 

 

 

 

 

 

 

 

 

  



 

©2022 Goodwill of Central and Northern Arizona                            3                                                         August 2022   

Slide Deck 
 

 

 

Directions: As you’re watching these videos, write your notes in this participant 
guide, which can be used as a study resource that will prepare you to take the 
Northstar Assessment for this course. There is a place at the end of the guide 
where you can take additional notes and write down any questions you have. 
 

 

 

 

 

 

 

 

__________________________________

__________________________________

__________________________________

__________________________________

__________________________________

__________________________________ 

__________________________________

__________________________________

__________________________________

__________________________________

__________________________________

__________________________________ 
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Opening a New or Existing Spreadsheet 
Directions: Fill in the blank to describe how to open the program and how to 
open different types of documents. 

________________________________________________________________________ 

________________________________________________________________________ 

________________________________________________________________________ 

_______________________________________________________________________ 

 

Overview of an Excel Workbook 

Directions: As you watch this video, fill in the blanks below. 

 

 

This is the _______ section that starts at the _______ tab and ends at 

__________ command. 

Ribbon is comprised of ________, or sections such as File, ________, and 

Insert.  

Each _________ is made up of _____________, which are labeled at the bottom 

of each group. The Home tab has groupings such as ____________, Font, 

___________, Styles, and Editing.  
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Overview of an Excel Workbook (cont’d) 

Directions: As you watch this video, fill in the blanks below. 

  
 
 

 
 

 
Located in the __________________ above the ___________. 

 

Comes default, or pre-programmed with ____________ commands: _________, 

Undo, and _________. 

Customize Quick Access Toolbar is indicated by the ________________ arrow. 

Using this will add _________ used commands to the toolbar.  

The menu that opens will show a ______________ next to every visible 

command on the Quick Access Toolbar.  

__________ on a command to add or ___________ it. 

 

 
 
 

This is similar to an _________ bar and is where ___________, numbers, and 
_________ can be typed.  
 
Data entered will appear in the _________ that is selected. 
 
Name Box: Located to the _________ of the formula bar, indicates which cell is 
currently _________.  
 
A cell is active if there is a _________ line outlining it.  
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Overview of an Excel Workbook (cont’d) 

Directions: As you watch this video, fill in the blanks below. 

 

The __________ workplace.  

From here you can click on 

________and type in 

____________ using your 

keyboard. 

A workbook is made up of 

_________ located in 

___________ and _________.  

The columns run top to __________, for example, A, B, and C. Rows run 

_________ to right, for example, 1, 2, and 3. 

 

 

Located at the __________ of the Excel workbook. On the left of this status bar 

are ________, labeled as __________.  

Each Excel workbook comes pre-programmed with _______ sheet, but more can 

be added. 

The right side of the status bar provides different views of your workbook.  

There’s a Zoom control that allows you to zoom in or out of the document by 

clicking on the _____ or _____ signs, or by left-clicking, holding, and dragging 

the ___________ to the left or right.  
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Overview of an Excel Workbook (cont’d) 

Directions: As you watch this video, fill in the blanks below

Location: Top left corner of the ribbon, also 
known as the __________________________. 
 
New: ______________________ 
 
Save and Save As: ___________ 

___________________________ 

 
Print: ___________________________________________________________ 

Share: __________________________________________________________ 

 

Locate a Specific Cell 

Directions: Answer the questions using the video and the picture below. 

_______________ 
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Enter Data into a Cell 
 

Directions: Describe the pictures below to explain both ways data can be 
entered into a cell.  

__________

________________________________________ 

_________________________________ 

_______________________________________________________ 

 _______________ 

_______________________________________________________ 
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Format Cells and Text 
Directions: As you watch this video, fill in the blanks below. 

 

 

Adjust Row and Column Size 
 

Directions: As you watch this video, fill in the blanks below. 

 

 

__________________________________________

__________________________________________

__________________________________________ 

 

 

__________________________________________

__________________________________________

__________________________________________ 

 

_______________________

_______________________

_______________________

_______________________

_______________________

_______________________ 

 

_______________________

_______________________

_______________________

_______________________

_______________________

_______________________ 
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Insert and Delete Rows and Columns 
Directions: Write down the steps to insert rows and columns in a spreadsheet. 

Rows:________________________________

_____________________________________

_____________________________________ 

Columns:_____________________________ 

_____________________________________ 

 

Rows:________________________

_____________________________

_____________________________

_____________________________

Columns:______________________

_____________________________

_____________________________ 
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Change Page Orientation 
Directions: As you watch the video, fill in the blanks below. Write the name of 

the orientation type next to its picture icon. 

 ______________ 

 

 

 

 

 

 

Formulas (or Functions) 
 

Directions: Write down the different components of a formula. 

 

 

  

= SUM (E2:E24) 
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Formulas (or Functions) 
 

Directions: Answer the questions below. 

 

 _________________________________________________

____________________________

________________________________________ 

1. _________________________________________________________ 

2. _________________________________________________________ 

 

Freezing Top Row 
 

Directions: As you watch the video, fill in the blanks below.  

_______________________________________________________ 

 

_________________________

_________________________

_________________________ 

_________________________

_________________________

_________________________ 
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Freezing Top Row 
 

Directions: As you watch the video, fill in the blanks below.  
 

 

Working with Tabs 
Directions: Circle the place in the picture below where an additional sheet can 

be added to the workbook. 

 

 

 

 

Directions: Circle the place in the picture below where a Sheet tab can be 

renamed. 

 

 

 

 

 

 

________________________________________

________________________________________ 

 

________________________________________

________________________________________ 
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Auto Fill  
Directions: As you watch the video, write a description of how to use AutoFill. 

 

 

 

Sort and Filter 

Directions: Write down the steps to apply a Sort and Filter command to the 
workbook. 
1. ______________________________________________________________ 

2. ______________________________________________________________ 

3. ______________________________________________________________ 

4. ______________________________________________________________ 

_____________________________________

_____________________________________

_____________________________________

_____________________________________

_____________________________________

_____________________________________

_____________________________________

_____________________________________

_____________________________________ 
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Inserting Charts 
 
Directions: Order the steps of inserting a chart from first to last. 
 

________

________

________

________

________

 

Save a Workbook 

 

Directions: As you watch the video, fill in the blanks below to describe the 

process of saving a workbook using save and save as.  
 

1. ________________________________________________________ 

2. ________________________________________________________ 

3. ________________________________________________________ 

1. ________________________________________________________ 

2. ________________________________________________________ 

3. ________________________________________________________ 

4. ________________________________________________________ 

5. ________________________________________________________ 

6. ________________________________________________________ 
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Select a Print Area 
 
Directions: Use the video to answer the questions below. 

 

_______________________________________________________________ 

_______________________________________________________________ 
 

 

Directions: Circle the print area command in the picture. 

 
 

 

 

 

 

 

 

 

Print 
 

Directions: Answer the question below. 
 

___________ 
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Print (cont’d) 
 

Directions: Answer the question below. 
 

___________ 

 
 

Directions: Describe each section of the print preview 

 

  

Settings
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Close 
 
Directions: Circle the place in the picture where the workbook can be closed.  

 

Directions: Select the correct answer.  

 

 

 

_________________________________

_________________________________

_________________________________

_________________________________

_________________________________

_________________________________

__ 
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Additional Notes 
 

Directions: Capture any additional notes regarding the course below.  
 

________________________________________________________________

________________________________________________________________

________________________________________________________________

________________________________________________________________

________________________________________________________________

________________________________________________________________

________________________________________________________________ 

 

 
 

Follow Up Questions 
 

Directions: Write down any questions you may have that you would like to follow 
up on at the end of the course.  
 
Question:______________________________________________________________

______________________________________________________________________ 

Answer:________________________________________________________________

______________________________________________________________________ 

Question:______________________________________________________________

______________________________________________________________________ 

Answer:________________________________________________________________

______________________________________________________________________ 

Question:______________________________________________________________

______________________________________________________________________ 

Answer:________________________________________________________________

______________________________________________________________________ 

 


