Editions ENI

Completing "You need to know" topics
Versions up to Microsoft Office 2016

To correctly complete the "You need to know" topics you must visit all the topic's pages.

A colour scheme indicates the success level of the topic concerned. For "You need to know" topics, the
colour indicates whether all the information has been properly viewed.

» Blue circle ‘: The topic was opened but not attempted;

» Red circle .: The topic was opened, attempted, but not completed;

» Tick mark ¥: The topic has been completed.

The "You need to know" topics usually comprises two or three main sections (Basics, Find out more,
etc.) including one or more pages.

Click the first section's title and the first page of the section:

& . ' =R

—

& Te asl(s
=
EY In more depth

£ What's new

1/14 o X

You need to know: About your
spreadsheet application

Click each title in tum and read the
information presented.
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The first page of the section appears:
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1| Spreadsheets in general
A spreadsheet 1s a software application instalied on your computer. It is not the
application that makes the computer work (the operating system does that); its role is to
work with figures, tables and charts,
You start with plain data: numbers, dates or text.
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Click each title in tum and read the
information presented.
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From this page, click the page numbers or arrow tools to view the following pages in the section:

After viewing all the pages in the section have been, click menu to return to the section menu:

When returning to the main page, the indication "Done" should appear to the right:
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Repeat the exact same steps for each of the other available sections:
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You need to know: About your spreadsheet application

£ The basics

4| Shutting down Excel
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And so on.

When returning to the main page, after visiting the final section's pages, the indication "Done" should

appear to the right:
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Information

Click each title in tumn and read th
information presented.

Click the Next button to complete the topic.

In the general menu, this topic will appear with a green tick mark:

Get started in Excel (© Tempsprévu: 1h10  (¥) 14points @ 1714 (7%)
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You need to know: About your Opening a workbook QOverview of the environment Moving around a workbook You need to know: Text made Entering data

spreadsheet application easy
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You need to know: Selecting, Selecting and deleting cells Undoing and redeing an action Column width/row height You need to know: Saving files Saving a workbook

copying, moving
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Modifying the contents of a cell Creating a new workbook

Well done — you have successfully completed this topic.
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