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Course Description

This course will help you use the many and varied features of one of the Microsoft Office products
Microsoft Excel, the most popular and powerful worksheet program in the world.

Course Requirements

Materials:
1. Custom Guide Excel Training 2002(Author: Custom Guide Inc.)
2. Premier Press Microsoft Office Excel 2003 Fast and Easy (by Diane Koers)
3. Teach Yourself Microsoft Office Excel 2003 in 24 Hours(by Trudi Reisner)

Students are expected to complete assigned readings prior to their discussion in class. The
class schedule and a list of the assigned readings follow the grading policy.

Supplementary Materials: Other Computer books are recommended to read but not required for
this course.

Readings:

All students are expected to read the assigned chapters in the text or any material before class. The class
schedule and a list of the assigned readings follow the grading policy. As the semester progresses, | will
supplement more handouts that are to be read prior to every class or discussion. If you miss class some
interesting things may also slip away. Students also have to read and research for their homework or
assignments. Plan yourself and time carefully from the very beginning of the course before you
countering read shocks or frightening.

Contact hours and teaching methods:
- COM103 course is full time and normally consists of 32 contact hours taking the form of lectures
and tutorial classes to work through lecture note, problem sets, case studies, presentation and/or
discuss seminar papers.

Grading Policy

o Attendance: (10%)
o Homework: (10%)
e Mid-Term: (30%)
e Quiz: (10%)


http://www.informit.com/safari/author_bio.asp@ISBN=0672325519
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e Final: (40%)

Total Score: (100%)

Course Outline
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Part 5:

Exploring the Excel Screen

Starting Excel

Exploring the Worksheet Screen
Moving Around the worksheet Screen
Using Excel help

Practices Exercise

Entering Data

Saving Worksheet File
Close Worksheet
Enabling Auto recover
Opening and existing File
Email a Worksheet
Starting new worksheet
Practices Exercise

Editing Data

Learning Selection Techniques
Inserting Areas

Deleting Areas

Using Undo and Redo

Moving Data Around

Copying Data

Using the Office Clipboard
Using the Fill Feature
Practices Exercise

Using AutoFormat
Formatting Numbers
Formatting with Fonts
Adjusting Column Width
Adjusting Row Height
Setting Worksheet Alignment
Adding Cell Borders
Adding Background Color
Using Cell Patterns
Copying Cell Formatting
Practices Exercise

Review Lesson
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+ Setting Up the Pages

+ Creating a Header or Footer
+ Selecting a Print Area

+ Printing a Worksheet

+ Review Questions
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Par
Creating Formulas

Editing Formulas

Copying Formulas

Creating an Absolute Reference in a Formula
Viewing Formulas

Understanding Common Formula Error Messages
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Part 7:
+ Understanding Function Syntax
+ Creating a Total with the SUM Function
+ Using Other Functions
+ Getting Help with Excel Functions

Part 8:

Moving from Worksheet to Worksheet
Inserting Worksheets

Naming Worksheets

Hiding a Worksheet

Deleting Worksheets

Creating a Reference to Another Worksheet
Creating Links to Other Workbooks
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Part 9:
+ Modifying Worksheet Views
+ Working with Ranges
+ Using Find and Replace
+ Review Questions

Part 10:
+ Inserting Images
+ Customizing Art
+ Adding WordArt
+ Making Adjustments to the WordArt
+ Deleting an Art Image

Part 11:
+ Creating a Chart
+ Modifying a Chart
+ Deleting a Chart

Part 12:
+ Drawing Shapes
+ Editing the Drawing Object
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+ Review Questions

Part 13:

Checking the Spelling

Working with AutoCorrect
Using the Excel Research Tools
Translating Words

Checking for Errors
Understanding Smart Tags
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Part 14:
+ Setting Preferences
+ Working with Templates
+ Review Questions

Part 15:
+ Review all lessons for final Exam
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COM 103(No Credits): Microsoft Excel Level I
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1. Custom Guide Excel Training 2002
2. Premier Press Microsoft Office Excel 2003 Fast and Easy

3. Teach Yourself Microsoft Office Excel 2003 in 24 Hours
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o JUMNIUEINYIH Microsoft Excel
. mﬁf.j'ﬁﬁ‘ig?ﬁ Microsoft Excel

o MII{D Excel Help
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o MIUIDUGEEW
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o MU Worksheet
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innge:
o MIi{D Autoformat
o  minppitrTEgEstnduotnen
o MIRSHRIEHMItANAN

o MIGEIE Format 71585 Cell

o MIfSHGN
o MIhARNUENEmSusHs
o MInsiGMuismiImagy
o TMIWMERY
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o TrgtstuRisi Function Syntax
o MIUIfH Total MyLWEH Sum Function
o Mi{{l Function 1§j1191g]%

o NSWHNMI[Y{IMA Excel Function
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innga:
. mi'gwﬁ%ﬁﬁ Worksheet §itisig1 Worksheet gtiigjs
o  mMiuifisi Worksheet
o MIAL{UIAMS MIANASHMIAT Worksheet

o MIMUIGT Workbooks 113ji1iG]&

innGes:
o MILHI{Y Worksheet View
o MIEMIMYW Range

o  MIIMIHIRSMINGY
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o MITCNAFUMG
o MIUMWHTING
o MARUHAPHA

o ANNIUIUMN U HAPEIA
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o ALY Chart
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o MIi{{l Auto Correct

o TEIMtURHN Smart Tag
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IBNGoG:
o IfSH Preferences

o IEMIMYWEN Template

innGoH:

o iMmIHIIS



Cambodian Mekong University

10



