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Microsoft Excel
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Course ID COM210 Department Business
Course duration 3 weeks Expected homework 30 hours

Course Delivery

Prerequisites: Some knowledge of file management in windows
Typing: 20 wpm

Instructional Methods: Lecture Projects
O Discussion Exercises / case studies
Demonstration 0 Group work
[0 Presentations Independent study
Delivery Method: Online instruction
Textbooks and Materials: Microsoft Office 2016 In Practice Excel Complete. Kathleen

Stewart, Randy Nordell, Kari Wood. ISBN - 10 125976267X

Req. Equipment & Technology: Computer with internet access, email account, Microsoft Office

Course Description

This course explores the fundamental use of Microsoft Office’s spreadsheet creation software: Microsoft
Excel. Students will learn how to use Excel to create spreadsheets, perform calculations, generate charts
from data tables, and print results.

Learning Outcomes

Upon successful completion of the course, students will be able to:
1. Create, save, customize, print, and share files in Windows 10, Office 2016 system

Organize and customize folders and files

Create and edit EXCEL Workbooks

Work with formulas and Functions

Create and edit data

Format, Organize, and Get Data

Consolidate, Link, and Insert Objects in Workbooks

Explore and use the function library in EXCEL Workbooks

Work with Templates and Share Work

10 Explore Data Analysis and Business Intelligence

11. Record and Edit Macros

12. Customize Excel and use OneDrive and Office Online
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e Absolute and relative referencing

e The fill handle

e Quick help on functions

o Working with Texts and Numbers

o Working with Cells and Ranges

e Naming Cells, Ranges and Advanced Functions
e Formula auditing

e Working with Databases

Course Assessment Criteria

ASSESSMENT VALUE
Participation 10%

- Reading eBook + Practice on SIMnet
Assignments (Exams) 30%
Projects 30%
Final Exam 30%
TOTAL 100%

Completion Requirements

e Students must earn a grade value of 60% or higher grade to pass this Brighton course.

e An attendance rate of 80% or higher is required for each course.

e The submission of late assighnments will not be accepted without advance approval. Students
who apply for assignment re-assessment which will be approved or denied according to our re-
assessment policy.
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