Spreadsheet 2 Checklist

Please use this checklist to monitor yourself throughout this training.  Before beginning, please go down the "Pre" column check each Excel Spreadsheet 2 skill which you already have mastered.  At the end of the training, check the skills you have in the “Post” column.  Save in your portfolio under the name Spread2_Check.doc  

You will find an electronic version of this document at: http://www/default/TAMODULES/index.htm
	
	Pre
	Post

	File:
	
	

	  Print Gridlines
	
	

	  Set Print Area
	
	

	  Print
	
	

	Edit:
	
	

	  Fill Right
	
	

	  Fill Down
	
	

	Insert:
	
	

	  Page Break
	
	

	  Functions
	
	

	    SUM
	
	

	    AVERAGE
	
	

	    AutoSum
	
	

	Format:
	
	

	  Numbers
	
	

	  Center Across Selection
	
	

	Create a chart as a new sheet 
	
	

	Editing text within a chart
	
	

	Import a picture into a chart
	
	

	Scale a picture
	
	

	Merge a word processing document with a spreadsheet
	
	


