
Preparation Guide for BJ 38 
 

 
BJ 38: Support for Microsoft Excel   

 

 
Element 

 
How Will You Be 

Evaluated? 

 
How To Prepare Yourself? 

 

 
BJ38-1:Create, edit, format and 

manage workbooks 

 
‘Hands-on’ exercises to 
demonstrate proficiency of 
this skill 

 Up to Speed with MS Excel 
2007 

 Create your first workbook 

 Worksheet background 

 Refer to Seminar materials 

 
BJ 38-2: Work with data (enter 

and format data, sort, filter, 

subtotal and summarize data, 

create, edit, format and manage 

graphical objects and shapes, 

such as pictures, graphics, smart 

art objects, charts, etc).  

 
Hands-on exercises to 
demonstrate proficiency of 
this skill 

 Columns and Rows 

 Enter data 

 Quick ways to enter data 

 Insert a Picture or ClipArt 

 Create a Chart 

 Refer to Seminar materials 

 

BJ 38-3: Use formulas 

Hands-on’ exercises to 
demonstrate proficiency of 
this skill 

 Enter formulas 

 Absolute and relative cell 
references 

 Using Dates in Formulas 

 Excel Functions (the list) 

 Refer to Seminar materials 

 
BJ 38-4: Share workbooks in 

group collaboration 

Hands-on’ exercises to 
demonstrate proficiency of 
this skill 

 Sharing and collaborating on 
Excel data 

 Track Changes in Excel 
shares workbooks 

 Merge copies of shared 
workbooks 

 Refer to Seminar materials 

 
BJ 38-5: Provide technical 
support to Excel users 

Provide written procedure 
in response to users’ 
requests for solutions. 

 Microsoft Office 2007 Help Tab 

 Excel 2007 features that are 
not supported in earlier 
versions of Excel 

 Support for Excel 2010 and 
Excel 2007 (Solution Center) 

 Check Excel 2007 Discussion 
forums 

 Refer to Seminar materials 

 
 

 

http://office.microsoft.com/en-us/training/up-to-speed-with-the-2007-office-system-RZ010148252.aspx
http://office.microsoft.com/en-us/training/up-to-speed-with-the-2007-office-system-RZ010148252.aspx
http://office.microsoft.com/en-us/training/get-to-know-excel-2007-create-your-first-workbook-RZ010076674.aspx
http://office.microsoft.com/en-us/excel-help/add-or-remove-a-sheet-background-HP001216432.aspx?CTT=1
http://office.microsoft.com/en-us/training/columns-and-rows-and-cells-that-s-what-worksheets-are-made-of-RZ010076674.aspx?section=5
http://office.microsoft.com/en-us/training/cells-are-where-the-data-goes-RZ010076674.aspx?section=6
http://office.microsoft.com/en-us/training/quick-ways-to-enter-data-RZ010076674.aspx?section=14
http://office.microsoft.com/en-us/powerpoint-help/insert-a-picture-or-clip-art-HA010079409.aspx?CTT=1
http://office.microsoft.com/en-us/training/charts-i-how-to-create-a-chart-in-excel-2007-RZ010175754.aspx?CTT=1
http://office.microsoft.com/en-us/excel-help/get-to-know-excel-2007-enter-formulas-RZ010074593.aspx?CTT=1
http://office.microsoft.com/en-us/excel-help/reference-types-RZ010074593.aspx?CTT=1&section=12
http://office.microsoft.com/en-us/excel-help/reference-types-RZ010074593.aspx?CTT=1&section=12
http://office.microsoft.com/en-us/excel-help/learn-how-to-figure-out-dates-using-formulas-in-excel-2007-RZ010278632.aspx?CTT=1
http://office.microsoft.com/en-us/excel-help/excel-functions-by-category-HP005204211.aspx
http://office.microsoft.com/en-us/excel-help/overview-of-sharing-and-collaborating-on-excel-data-HA010089896.aspx?CTT=1
http://office.microsoft.com/en-us/excel-help/overview-of-sharing-and-collaborating-on-excel-data-HA010089896.aspx?CTT=1
http://office.microsoft.com/en-us/excel-help/track-changes-in-a-shared-workbook-HP010197381.aspx?CTT=1
http://office.microsoft.com/en-us/excel-help/track-changes-in-a-shared-workbook-HP010197381.aspx?CTT=1
http://office.microsoft.com/en-us/excel-help/merge-copies-of-a-shared-workbook-HP010177169.aspx?CTT=3
http://office.microsoft.com/en-us/excel-help/merge-copies-of-a-shared-workbook-HP010177169.aspx?CTT=3
http://www.microsoft.com/download/en/details.aspx?displaylang=en&id=6730
http://office.microsoft.com/en-us/excel-help/office-excel-2007-features-that-are-not-supported-in-earlier-versions-of-excel-HA010077823.aspx?CTT=1
http://office.microsoft.com/en-us/excel-help/office-excel-2007-features-that-are-not-supported-in-earlier-versions-of-excel-HA010077823.aspx?CTT=1
http://office.microsoft.com/en-us/excel-help/office-excel-2007-features-that-are-not-supported-in-earlier-versions-of-excel-HA010077823.aspx?CTT=1
http://support.microsoft.com/ph/918
http://support.microsoft.com/ph/918
http://www.excelforum.com/excel-2007-help/
http://www.excelforum.com/excel-2007-help/

