Microsoft Excel 2019 & 365
Course Syllabus

Instructor: Joan Doe
Course Description
Certified by ProCert, Microsoft Excel 2019 & 365 covers key Excel skills, from introductory through advanced, and meets all course objectives to prepare students to take the Microsoft Office Specialist (MOS) Associate (formerly Core) and Expert exams for this subject matter. Introductory topics in Unit/Level 1 include entering, editing, and formatting entries; selecting cells and ranges; creating and modifying basic formulas; inserting charts and tables; creating a template; and sorting and filtering data. Intermediate topics in Unit/Level 2 include themes, cell styles, and number formats, as well as functions for dates, numbers, and text. Advanced topics in Unit/Level 3 include tables, financial functions, what-if analyses, PivotTables and PivotCharts, workbook protection, collaboration, and much more.
Class Meetings
We will have xx class meetings from xx/xx to xx/xx. The class meets from 00:00 AM to 00:00 PM, in room xxx.
Course Objectives
By the end of this course, you will be able to:
Unit/Level 1
· Apply number and date formats 
· Use formulas to perform calculations
· Use relative and absolute cell references 
· Define names for cells and ranges in formulas
· Insert charts and use chart tools
· Add images to a worksheet 
· Create a template
· Sort and filter data and create IF functions
· Create and modify tables
Unit/Level 2
· Apply and customize themes 
· Create functions using dates and times
· Create customized conditional formatting rules 
· Create financial functions 
· Use the What-If Analysis tools
· Use the Outline feature 
· Create subtotals 

Unit/Level 3
· Create sparklines 
· Create, modify, format, and filter PivotTables 
· Create macros to automate tasks 
· Import data from various sources 
· Chart trends and save chart templates 
· Create forms 
· Much, much more!
Please note: This textbook is not compatible with Macs or Chromebooks. It covers the PC version of the software and not the Mac version, which may be associated with different screens and procedures.
Course Text
· Title: Microsoft Excel 2019 & 365
· Author: Alex Scott
· Publisher: Labyrinth Learning
· Price: $xx.xx
Work Standards
· Please arrive on time for each class meeting. The second class meeting will begin with a review of topics covered during the first day.
· Please notify me if you must leave early for any class session.
· Follow the ground rules of the course.
Ground Rules
· Two-Minute Rule: When you work at the computer, don’t struggle with a task that is not working for more than two minutes before asking for help.
· NDQ Rule: There are no dumb questions in our classroom. All questions are welcome.
· Interruption Rule: Interruptions are welcome. Feel free to raise your hand to ask a question at any time.
Evaluation
Your performance in this course is evaluated on your performance in exercises with the following skills:
· Introductory Skills: 33%
· Intermediate Skills: 33%
· Advanced Skills: 33%
A final exam will be given on 00/00.
Contact Information
You can send me email at joandoe@myschool.edu
