
Introduction
· Spreadsheets offer a fast, efficient way to analyse, manage and share information, helping employees to make the right decisions for the business.  The ECDL (European Computer Driving Licence) is one of the most widely recognised computing qualifications. It’s made up of seven separate sections, which together lead to the ECDL qualification, a certificate recognised by both public and private sector organisations. The fourth course provides an introduction to spreadsheets and shows users how to develop the skills they need to make the best use of Microsoft Excel, and sit for the relevant part of the ECDL qualification.

Who is the course for?

· ECDL 4 – Spreadsheets is ideal for administrators, team leaders, managers, business owners and anyone whose role includes the handling, storage or management of numbers and text. There are no entry requirements, but basic numeracy skills and the ability to use a computer is expected. Ideally, users will have already completed the first two ECDL courses.  Those interested in working towards the ECDL qualification can buy all seven courses in a single ECDL bundle. This works out nearly £60 cheaper than buying each course separately. The required assessments for the qualification must however be purchased separately from an approved ECDL test centre. To pass the ECDL qualification, tests must be passed for all seven modules. To get the most from this course access to Microsoft Excel is advised. Those wishing to focus on a particular version of Microsoft Excel may wish to choose from Excel 2000, Excel 2003 or Excel XP courses, although these courses do not link to the ECDL qualification.

What will you get from this course?

When you have completed this course, you will be able to:

· Describe what a spreadsheet is

· Know why and when to use a spreadsheet

· Create, open and move between worksheets

· Enter, move and copy data

· Change the way your worksheet looks

· Create, update and print charts

· Organise and print complex data

· Share data with other applications

· Make calculations using a variety of formulas and functions.
