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Introduction

The purpose of this course is to teach students skills of using a spreadsheet program, Excel. After finishing this

course, students should be able to:�

1. organize data report,�

2. ｃｒｅａｔｅe statistical charts,�

3. apply built-in functions,�

4. conduct information analysis, and�

5. use decision-making tools.

Outline

Introduction to Spreadsheets (Excel)�

Input Data�

Editing�

Advanced Commands�

Functions�

Chart Editing�

Information Printing�

Data Summary�

Decision-makingg

Prerequisite

N/A
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