Microsoft Excel 

Instructor: Abraham W. Bolden

Here is the book I will be using in the Saturday classes at Olive Harvey College, Room 106.

Learning Office 2007 Softcover Student Edition (Spiral-bound) by We...

Microsoft Excel - 8:00a-10:00a 

The book is recommended for class. However, purchase of the book is optional. The book covers the elementary aspects of Microsoft Word, Excel, Access, and Powerpoint. The companion CD also covers advanced concepts of Word, Excel, Access, and Powerpoint. There is also an introduction to Outlook, and a Challenge lesson which combines the features of the tools.


Product Details
* Spiral-bound: 585 pages
* Publisher: Prentice Hall (July 21, 2007)
* Language: English
* ISBN-10: 0132448602
* ISBN-13: 978-0132448604
* Product Dimensions: 10.8 x 8.9 x 1 inches
* Shipping Weight: 2.6 pounds (View shipping rates and policies)
Week 1

a. Class introduction

a. Who are you?

b. What is your past experience?

c. What do you hope to learn from this class?
b. Introduction to the portal

c. Overview of spreadsheets

d. Review of Windows 

e. Basic concepts of  spreadsheet, row, column, cell 

Week 2

a. Review of basic concepts

b. Simple Boolean Expressions (+, -, *, /)

c. Use of Functions

d. Review of operations and functions

e. Creating row and column arrays

f. AutoSum and Autonumber

Week 3

a. Midterm quiz

b. Review of AutoSum and Auto Number

c. Creating a workbook

d. Absolute and relative cell references

e. Review of Workbook and Cells

f. Creating Bar and Pie Charts

Week 4
a. Advanced Functions

b. Assignment of Class Projects 
c. Review of  concepts

d. Presentation of Class projects

e. Final review
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