AUSTIN COMMUNITY COLLEGE
CONTINUING EDUCATION

INTRODUCTION TO ELECTRONIC SPREADSHEETS
(Microsoft Excel Introduction)

(8 hours)
ITSW 1022

COURSE SYLLABUS

Course Description: Designed to provide a thorough understanding of concepts that
assig in designing worksheets for a variety of numericd reporting, budgeting and
forecasting tasks. Ingtruction in terminology, machine use, program parameters, display
characteridtics, formatting features, mathematical functions, and printing. Gain skillsto
build, manage, save, retrieve, format, chart and print worksheets. Prerequisites.
Fundamentals of PC Use, including Orientation to Windows, or equivaent experience.

Objectives. Every sudent will be ableto:

Start MS Excel application

|dentify parts of the screen

Usehdp

Open and close aworkbook

Create, edit, and save aworksheet and a workbook

Use AutoCorrect and AutoComplete

Navigate in aworkbook

Select acdl, row, column, range, worksheet, multiple ranges or worksheets
Insert and delete rows, columns, worksheets

Format cells, rows, columns, worksheets

Copy, cut and paste

Use formulas and functions

Create and manipulate a chart

Print sheets and workbooks, change margins, create headers and footers
Exit MS Excd gpplication

Rationale: MSExcdl isone of the most popular Soreadsheet programs used in the
business community. This course will enable students to efficiently use this eectronic
Spreadsheset gpplication.
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Required Material: None
Type of Course: Short Course

Evaluation: Students will be evauated on their competency in performing avariety of
hands- on exercises throughout the course. In order to grant CEU credit for acourse the
students must be able to complete assessment exercises for each part of the course given
by theingructor. The ingructor will vaidate each participant’ s achievement of the
course objectives by sgning and awarding individua certificates of completion.

Course Outline;

l. Starting MS Excd (%2 hour)
Opening the application

Identifying parts of the screen

| dentifying menus, toolbars, ruler, satus bar

Identifying columns, rows, cdls

Usng hdp

moow»

. Opening and closing workbooks (%2 hour)
. Opening existing workbook

Creating a new workbook

Editing aworkbook

. Saving aworkbook

oo W >
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1. Entering data (1 %2 hour)
Entering datain cdlls

AutoCorrect and AutoComplete

Navigating in aworkbook

Sdecting acdl

Sdecting acolumn or arow

Sdecting arange or multiple ranges

Sdlecting aworksheet or multiple sheets

ETMMOUO®m>

V. Inserting and deleting (1 hour)
A. Insating and deleting a column
B. Inserting and deleting arow
C. Inserting and deleting a worksheet

V. Formatting a worksheet (1 hour)
Formeatting cells, rows, columns, and ranges

Changing dignment

Formeatting text and numbers

Borders

Copying and moving data using the clipboard and drag and drop

moowy»

VI. mulas and functions (1 hour)
Entering aformula

SUM button

Paste function

Editing functions

Copying functions

hart (1 hour)
Creeting a chart using wizard

Editing the chart

Deleting the chart

Changing the chart type

moow»>d

VII.

COw>0
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Printing (1 hour)
A. Printing an active workshest

B. Printing the entire workbook

C. Print options

D. Changing margins

E. Headersand footers

Exit Excd (%2 hour)
A. Closing aworkbook

B. Closng Excd

C. Saving changes

Student Assessment Checklist:

At the completion of the course each student will be able to:

NG R~WNE

Stat MS Excd application

|dentify parts of the screen

Usehdp

Open and close aworkbook

Create, edit, and save a worksheet and a workbook

Use AutoCorrect and AutoComplete

Navigate in aworkbook

Sdect acdl, row, column, range, the entire worksheet, multiple ranges or
worksheets

Insert and delete rows, columns, worksheets

. Format cdlls, rows, columns, worksheets
11.
12.
13.
14.
15.

Copy, cut and paste

Use formulas and functions

Create and manipulate a chart

Print sheets and workbooks, change margins, create headers and footers
Exit MS Excd gpplication



