Timed Outline - Sample
(Description)

This presentation will focus on the appraisal uses of Excel.  It provides the participants with practical, hands-on instruction on the use of Excel to accomplish basic appraisal functions. The instructor will take them through a series of steps to become acquainted with the features of Excel incorporating appraisal examples throughout.
Sample outline:
	Topic
	Learning Objectives
the learner will be able to…
	Timed Outline

	Excel overview
	Identify and define terms related to spreadsheets and workbooks: array, range, field, record, etc.
	0:15

	Excel as a data tool
	Appreciate Excel as more than a calculator by naming functions and data organization tools built into the program; installing add-ins specific to financial functions and analysis.
	0:05

	Excel User-Interface I
	Select tabs, groups and tools from the ribbon to launch desired dialog boxes and insert basic functions; compare and contrast active and selected cells.
	0:15

	Application
	Designing individual personalized quick access toolbars to meet repeated job duties; contrast the effective views.
	0:15

	Formulas vs. Functions
	Name and give examples of the three number usages: cardinal, ordinal, nominal; contrast numeric and text formatting and apply the correct formatting to a cell.
	0:10


