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The objective of this course is to help students become familiar with spreadsheet software. Specifically, the
students will learn data type, cell address, functions and graph creation. And to help students have the skills
needed to get a MOS Excel certification as well.

RERFE AACSB B2 EH HIERS S (AACSB Learning Goals) :
Goal 6:
Students can communicate effectively with the use of information technology.
COMMUNICATION  Objective 6-1:

Students can apply software used for business presentations.

Bkt (Course Materials)
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SEE (References)

Excel 2016 Basics: A Quick and Easy Guide to Boosting Your Productivity With Excel”, Nathan George,
Createspace Independent Publishing Platform, 2017/05/28. (ISBN : 9781546980179)

“MOS 2016 Study Guide for Microsoft Excel (Exam 77-727),” Joan Lambert, Microsoft Press, 2016/10/27.
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PR KR NR (Teaching Schedule & Contents) -

B Ak SR
BT A RBEENZS(Unit Title & Content) (Teaching (Evaluation
Methods) Methods)
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Basics of Excel — workbook, worksheet, cell,range

2. BRI - BE ~ 30F -~ B

EP%(Lecture)  4fE(None)
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2 Data type — numeric, character, date #i(Lecture) (None)
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Formula , operator, address
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Functions — Statistics, Mathematics
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Functions — Date, Time
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6. W HEI T 4E — ST~ iR
Functions— Text, Logic

7. BRI - dREREBUETL

Data entry, edit, modify

8. ERHVIERL - REEAMER - BFELSEL
Data copy, move, delete, align

9. =

Midterm test

10. FRIBRZEE ~ FEFIS S
Font and style settings, merge cell
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Border and fill style settings

12. [EREACREER ~ 5im BT s

Hide and protect data, column height and column width adjustment

13. BRI 4H
Type of graphics
14. FITERR - BRI ERE, K/

Create a chart, data sources and chart position size

15, BUEE — D EROCY - LI B8

Modify graphics —object position and color, the coordinate axis scale and

the number of columns format

l6. FriRlEFR 2 %

Special charts

17. A B3 E 15

Layout and print settings

18. HR&E=

Final test
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(Teaching
Methods)
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f#£(None)
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a1 (Lecture)
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Methods)
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fii(None)
fiit(None)
ZE5{(Writing Test)
fii(None)
4 (None)
4i(None)
fiit(None)

4 (None)

f#(None)

4t (None)
4t (None)

5l (Writing Test)



