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week | Date Topics Covered Practical Part
1 The student should recognize how to
use Program of Excel
2 The student should be familiar with the
use of tapes and tools
3 The student should recognize the
creation of text with special effects
4 The student will be introduced to
change the effects when adding images
and basic shapes in program of Excel
5 The student should recognize the
images and basic shapes in the program
of Excel
6 The student should recognize the charts
in program of Excel
7 The student should recognize the tables
included in the program of Excel
8 The student should recognize the
ascending and descending order in the
program of Excel
9 The student should recognize the
printing program of Excel. Recognize
the formats of saving in program of
Excel
10 Preparation of multi-page project in
program of Excel, Preparing a
document in Excel
11 Add and edit photos in program of
Excel, Add equations in program of
Excel
12 Create Excel tables and their formats
13 Deleting and adding cells to tables
14 Include mathematical equations in
tables
15 How to search for words or phrases in
Excel
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