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SAM Training Tasks Report for Week 6 = 2.5 Points
Instructions:

Prepare:

1. Insert your book’s SAM 2003 training companion disk into your CD/DVD Drive and wait for it to load.

2. Click to accept the licensing agreement.

3. Enter the requested information about your name and section number (GE 151I); a task list will generate.

Select tasks:

4. Click the Tab marked “Textbook Content”; then, to the right of “Choose,” select Unit A: Getting Started with EXCEL 2003 by clicking on the arrow and selecting the appropriate link.
5. When the tasks appear, click to place a check mark in front of the following tasks:



▪    Clear Cell Content



▪    Close a workbook and exit EXCEL



▪    Create a workbook from a template (If templates are not loaded, you 

May omit this one on your report



▪    Delete a worksheet from a workbook



▪    Format worksheet tabs


▪    Go to a specific cell



▪    Insert worksheets into a workbook



▪    Locate and open existing workbooks



▪    Modify worksheet names



▪    Print a worksheet



▪    Print-preview a worksheet



▪    Reposition worksheets in a workbook



▪    Select a cell



▪    Use Save



▪    Use Save As to store workbooks to different locations/unique 

name/alternate file format

6. After making your selections, click “Launch” button to get your assignment. When the list appears, you may click on the box next to a task or the task name to open and complete the tasks in any order. Follow the directions for Practice & Apply throughout the program.
7. After you have completed all of the tasks, please export the Report to a folder on your flash drive. You may also use the Print button to keep a hard copy record. 


* When you have completed both Unit A & B for Excel, you will be asked to e-mail the saved reports (the ones you exported) to me through our class website at:


www.GE151I.1faculty.com
8. For Unit B: Building and Editing Worksheets, please repeat Step 4 and substitute Unit B for your selection. Build another list with the following tasks:


▪    Copy cells



▪    Create formulas using the formula bar



▪    Create formulas using the IF function



▪    Create formulas using the MAX function



▪    Create formulas using the MIN function



▪    Create formulas using the PMT function



▪    Create formulas using the SUM function



▪    Create formulas using the TODAY function



▪    Display formula contents



▪    Edit a formula



▪    Entering formulas using Point mode



▪    Move cells



▪    Use the Office Clipboard

9. After making your selections, click “Launch” button to get your assignment. When the list appears, you may click on the box next to a task or the task name to open and complete the tasks in any order. Follow the directions for Practice & Apply throughout the program.

10. After you have completed all of the tasks, please export the Report to a folder on your flash drive. You may also use the Print button to keep a hard copy record. 


* When you have completed both Unit A & B for Excel, you will be asked to e-mail the saved reports (the ones you exported) to me through our class website at:


www.GE151I.1faculty.com
11. When you have completed your work on the Disk, use the X button in the upper right-hand corner to exit the program.

The training companion will keep track of the time you spend in preparation, practice, and application. Please use these measures to help yourself determine what practice you need to understand the program better.

