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<TBODY>
NORTHEAST REGION

TRAINING OPPORTUNITY





COURSE TITLE
MS EXCEL 2000 INTERMEDIATE




VENDOR
Harford Community College, 401 Thomas Run Road, Bel Air, MD 21015-1698.  Call Pam Karwowski – 410-638-2576 for nominations, substitutions, or cancellations.  FAX  410-638-2509




DATES/LOCATION
17 Nov 03, Aberdeen, MD




LENGTH
1 Day




START/END TIMES
0800 – 1600 hours




COST
$99




REGISTRATION DEADLINE
3 Nov 03

Call the Course Manager if you have a nomination but have missed the suspense; there may still be spaces available.




COURSE MANAGER
James Barnum, DSN, 458-1205, Commercial 410-306-1205, Send an email message to the Course Manager if you are interested in taking this course: mailto:james.barnum@cpocner.apg.army.mil




COURSE DESCRIPTION





Managing Workbooks and Preparing them for the Web
       - Inserting Columns and Rows
       - Inserting and Deleting Worksheets
       - Consolidating Date with 3-D References
       - Hiding and Protecting Worksheet Area
       - Creating Custom Views
       - Controlling Page Breaks and Page Numbering
       - Creating a Hyperlink between Excel Files

Automating Tasks
       - Recording and Running a Macro
       - Editing a Macro       
       - Adding a Macro as a Menu Item
       - Creating an Icon to Run a Macro
       
Using Lists
       - Planning and Creating a List
       - Adding Records to a List
       - Finding Records
       - Deleting Records
       - Sorting a List
       - Printing a List

Analyzing List Data
       - Using AutoFilter
       - Creating a Custom Filter
       - Using an Advanced Filter
       - Creating Subtotals

Enhancing Charts and Worksheets
       - Selecting a Custom Chart Type
       - Formatting a Chart
       - Enhancing a Chart with WordArt
       - Mapping Data

Miscellaneous 
       - Applying and Removing Passwords
       - Creating Hyperlinks between Excel Files and the Web
       - Running Queries to Retrieve Data on the Web






WHO SHOULD ATTEND/PREREQUISITES





Windows and MS Excel 2000 Introduction





METHOD OF INSTRUCTION





Hands on at computer terminal





HOW TO NOMINATE





FAX Page 1 (front only), DD Form 1556 to HRD, NECPOC (410-306-0163 or DSN 458-0163) by the registration deadline. Make sure Blocks 17, 19, 23, 25, 27 and 37 are properly completed. Include nominee's email address and Training Coordinator's phone number and email address in Block 18. If deadline for registration has passed, call the course manager or check the Northeast Region Monthly Course Announcement to see if spaces are still available. Please notify the Course Manager if special needs are required to accommodate an attendee (wheelchair access, interpreter, etc).

Do not attend unless you have received confirmation from the course manager. Although we try to accommodate all training needs, faxing a nomination to us does not guarantee a space allocation. Check with your activity Training Coordinator if you have not received confirmation two-four weeks prior to the class starting date.





 CANCELLATION POLICY





Contact the Course Manager to withdraw your nomination prior to the registration deadline to avoid being charged for the course. After the registration deadline, you will need to contact the course manager to cancel and determine whether your organization will be charged. We will avoid charging whenever possible but if we have contracted for the course and only have the minimum number required to pay the bill, we have no choice but to bill for late cancellations and "no shows." 





BILLING INSTRUCTIONS





IMPAC Card - Make sure the cardholder's name and commercial telephone number are included in block 37 of DD 1556. Also include Training Coordinator's name, phone number and e-mail address in block 18.

INVOICE - If you are not placing the charges on your organization IMPAC card, make sure proper fund cite is included in Item 27, with signature of certifying official in item 29. Also make sure the appropriate billing address is included in Item 37. Training Coordinator's name, phone number and e-mail address should appear in block 18.





ACTEDS APPLICABILITY





Check your Army Civilian Training Education and Development System Plan at http://cpol.army.mil/train/acteds to see if course will satisfy the core competency requirements in your Career Program or Career Field.





