TEMPLATE FOR COURSE SPECIFICATION

COURSE SPECIFICATION

v. University Department/Centre

. Semester/Year

v. Date of production/revision of this
specification







How Adding
and Deleting
Worksheets
and
Workbooks,
How Hiding
Columns and
Rows, How
Hiding
Adjacent
Columns,
How Hiding
Separated
Columns,
How Hiding
Rows, How
Saving
Workbooks,
How Saving an
Existing File

Teaching
Method

Practice (Y hours)




How Entering
Information
into Excel,
Entering Data,
Entering
Values,
Multiple
Entries,
Copying Cells,
Rows, and
Columns,
Pasting Cells,
Rows, and
Columns, To
Paste an Item
from the
Clipboard,
Inserting and
Deleting Rows
and Columns,
To Insert a
Column, To
Insert a Row,
To Insert Cells

Practice (¥ hours)




Merge Cells,
Applying
Number
Formats,
Creating
Custom

Number
Formats, Align Practice (Y hours)
Cell Contents,
Cell Styles,
Creating Your
Own Cell Styles

Conditional
Formatting




V. Books Required reading:

A- Recommended books and
references (scientific journals,
reports...).

B-Electronic references, Internet
sites...




