Learning Log for Beginners

MS Excel

Student Name:

	Topic
	Tick when completed
	Tick when confident
	Comment

	Entering data into a cell
	
	
	

	Saving the document
	
	
	

	Closing the document
	
	
	

	Opening a saved document
	
	
	

	Resaving a document
	
	
	

	Entering formulae
	
	
	

	Autosum
	
	
	

	Adding a chart
	
	
	

	Adding worksheets
	
	
	

	Cell references (absolute)
	
	
	

	Row&column selection
	
	
	

	Row&column sizing
	
	
	

	Split window
	
	
	

	Keyboard Shortcuts
	
	
	

	Conditional formatting
	
	
	

	Data validation
	
	
	

	Text to column conversion
	
	
	

	Sorting data
	
	
	

	Adding comments
	
	
	

	Cut,copy,paste
	
	
	

	Format Painter
	
	
	

	Spelling and Grammar
	
	
	

	Undo feature
	
	
	

	Word Art
	
	
	

	Using Clip art 
	
	
	

	Insert picture from file
	
	
	

	Hyperlinks & bookmarks
	
	
	

	Bullets and numbering
	
	
	

	Headers and Footers
	
	
	

	Toolbars
	
	
	

	Tables and Borders
	
	
	

	Print preview
	
	
	

	Printing a document
	
	
	

	Using HELP
	
	
	


