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1. Improving students overall skills and knowledge of sum crucial applications

such as Microsoft word, Excel and Outlook..
2. Familiarize the students with the needs of the market and workplaces through

dealing with real word examples and exercises.
with the Microsoft Applications (MS-Word and MS-Excel)
professionally.

Learning Outcomes (knowledge and skKills)
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1. Book An exam for the first two modules of the Advanced ICDL Exams
(Advanced MS-Word and Advanced MS-Excel).

2. Write and manage their own researches and documentations professionally, in
addition to perform advanced calculations using MS-Excel.
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15t week

Reviewing basic MS-Word skKills (Training
sheet#1):

1. Font Formatting.

2. Paragraph Formatting.

3. Text Effects.

4. Bullets and Numbering.
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2nd week

Borders and Shading:
1. Page Border.
2. Paragraph Border and Text Borders.
3. Table Border
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4. Text Shading.
Insert/Delete Breaks Types:
1. Page Break.
2. Columns Break.
3. Section Break.
Page Setup:
1. Different First Page Header.
2. Different Odd and Even Page Header
and Footer.

3rd week

Citation and Reviewing:

1. Comments.

2. Footnotes.

3. Endnotes.

4. Insertion/deletion comments.
Watermarks:

1. Add/Delete Text Watermark.

2. Add/Delete Picture Watermark.
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Columns:

1. Dividing Text, Paragraph(s) into
Columns.

2. Modifying column width and
Spacing.

3. Line between Columns.

Sections:

1. Creating sections.

2. Applying different Headers and
Footers.

3. Applying Page Orientation
(Landscape, Portrait) for each
Section.

4. Applying different borders for each
Section.

5. Applying different margins for
each Section.
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5t week

Table of Contents:
1. Using Heading Styles (Heading1,
Heading2....Heading9).
2. Create a Table of Contents.

3. Update and modify an existing Table of

Contents.

4. Apply formatting options to a Table of

Contents.
Table of Figures:
1. Add or Update a caption to an image,
table or worksheet.

2. Apply a numbered caption to an image,

figures, and table.
3. Use automatic caption options.

w.e\;’d\ &}.«‘)’\

6t week

Index:.

1. Creating and marking index entries.
2. Create an Index.
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Tables:
1. Merge& Split Cells.
2. Borders and Shading.
3. Sort data (Alphabetic or numeric).
4. Perform additional calculations on a
numeric list in a table.

7t week

Forms:
1. Create and Edit a form.
2. Add Text field, Check Box, Drop-down
menu to the Form.
3. Modify and Delete fields in a form.
4. Protect a form.
Training Sheet#2
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Mail Merge:
1. Edit a mail merge data source or data
file.
2. Sort data source or data file records.
3. Merge a document with a data source or
data file using given merge criteria.
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Reviewing Excel basic skills (Training
sheet#3):
1. Dealing with cell's references.
2. Using basic calculation Functions:
(SUM, AVERAGE, MAX, MIN, COUNT,
COUNTA).
3. Manual Formulas
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Formatting cells:

1. Borders and Shading.
Auto fit Contents within a column.
Merge cells, wrap text.
Number Formatting (Decimal Places,
Currency, and thousand separators).
Text alignment in Cells.
Conditional Formatting.
Freeze row and/or column titles.
Hide/ Unhide rows or columns and
worksheets.
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Absolute and Relative Cells' Address.
Sorting and Subtotals:
1. Sort data by multiple columns.
2. Perform custom sorts.
3. Dealing with Subtotals (1st Level, 2nd
Level and 3rd Level).
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Querying/Filtering:
1. Create a single or multiple criteria query
using available options.
2. Use advanced query / filter options.
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13t week

Renaming Worksheets.

Linking Worksheets and Workbooks:
1. Link data/ chart within a worksheet.
2. Link data / chart between worksheets
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[within a workbook].
3. Link data / chart between spreadsheets
[workbooks].
Training sheet#4
» Advanced Functions:
1. IF, SUMIF, COUNTIF, AND, OR,
ROUND, ABS, SQR, VLOOKUP. . ‘
th ' ’ y N
14% week 2. Nested IF. st
3. Use Nested Functions.
Training Sheet#5
Charts and Graphs:
1. Creating Charts from a Data series.
2. Modifying the Chart Type.
15™ week 3. Adding Additional Options to the Chart o galsdl € gl
(Chart Title, X-Axis, Y-Axis, Data
Table, and Legend).
4. Delete a chart.

0 Multiple Trainings and Reviewing. Ly .
167 week Training Sheet#6 & Training Sheet#7 74 bl gl
Teaching and Learning Methods ! cdtui
1- lectures Yes Ol pobwdl —1
2- Slides Yes oldlidl -2
3- Practical Exercises Yes o)) Uikl —3
4- Field Visits il Ol -4
5- Research gl =5
i Yes (using E-Learning g
6- Others Tools:NetOp) <716
Assessment TOOIS il Filug
Examinations Syl
First Exam JoY1 Sl
Second Exam. S k)
Final Exam. S sy

Homework and participation.
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Others.
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Textbook and Supporting Material = &3y axrtwlly ol aor ol
1- Text Book 4 oyl olo¥l ax ol —1
Authors: = OV dena g
. b ) dediiall Csulall O lea .
Title: Advanced ICDL) sl S ol
Publisher: sl 8l g g yla
et
Year of Edition: 2005 ) A
2- Other Books s pxrip =2
Authors: UNESCO el
Title: LS Olgs
Publisher: UNESCO Lo
Year of Edition: 2005 i
Research Journal Loadadl &Mt =3
Important Dates:asts &ys
Evaluation Method & Scheme =il £ 5
First Exam. According to the Jg¥1 yLasy
Faculty's
Schedule.
Second Exam. According to the S k)
Faculty's
Schedule.
Final Exam. According to the S Ly
Faculty's )
Schedule.

Homework and participation iS)Lindly i et Sl
Others. s
Instructor _wdt dss s
Name: (o)
Office Number and Ay Sl 0B,

Telephone:
E- mail: (S9SN )
Office Hours: Sl el
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