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	Week 
	Dates
	Main Topics

	1
	
	ESL 709: Excel Basics
· Introduction to Excel 
· Introduction to Spreadsheets

	2
	
	ESL 709: Excel Basics
· Formatting 
· Using Shapes & Images
· Introduction to AutoSum

	3
	
	ESL 709: Excel Basics
· Creating Charts 
· Templates and Resources




Resources
Tutorial: Excel 2016
https://www.gcflearnfree.org/excel2016/

Microsoft Excel 2016 - Learn Excel 2016 Beginners Tutorial Video
https://www.youtube.com/watch?v=tuk99Sgc6Fw

Excel video training
https://support.office.com/en-us/article/Excel-video-training-9bc05390-e94c-46af-a5b3-d7c22f6990bb?ui=en-US&rs=en-001&ad=US

Basic tasks in Excel 
https://support.office.com/en-us/article/Basic-tasks-in-Excel-dc775dd1-fa52-430f-9c3c-d998d1735fca?ui=en-US&rs=en-US&ad=US

Excel Quick Reference Card
http://www.customguide.com/cheat_sheets/excel-2016-quick-reference.pdf 
