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Introduction 
Excel 2010 Level 2 is a continuation of the fundamentals learned in Excel 2010 Level 1 and 

builds on this foundation to provide the user with the necessary skills to create more detailed 

and extensive spreadsheets, and enhance their visual impact with charts and other graphic 

objects. 

Learning Objectives 

 Edit and format large areas of a spreadsheet.

 Streamline calculations by using functions.

 Use data more effectively through sorting.

 Create charts to display data in a graphical format.

 Use drawing objects to add visual appeal to spreadsheets.

 Insert screenshots into the spreadsheet.
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Using Ranges 
Working with a range allows you to perform operations such as moving, copying, or formatting 

much faster than working with one cell at a time. Figure 1 contains terms and definitions 

encountered when using ranges.  

Term Definition 

Range A group of cells. 

Name Box Allows you to enter a name for a range. 

Formula Bar A bar at the top of the Excel window that you use to enter 

formulas. 

Figure 1 – Definitions 

Selecting a Range 

To select a range, highlight the cells that you want to include in the range (see Figure 2). 

 

When using ranges in formulas, you may need to define the range by using the cell addresses. 

In the above example, the Eastern Region sales figures would appear in the range as the 

following: B4:E4 

Figure 2 – An Example of a Range 

Range B4:E4 
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