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 اسرًاسج اَجاص انخطح انرذسَسُح نهًادج
 سحًٍ يحًىد شحارج الاسى

 Bshhatt44@gmail.com انثشَذ الانكرشوٍَ

 E Microsoft Excel (2)يكرثُح تاسرخذاو انحاسىب يرمذيح ذطثُماخ اداسَح  اسى انًادج

 انثاٍَ انذساسٍ انكىسط يمشس انفصم

 اهذاف انًادج

 

ويؼانجح وذحهُلم فٍ ذخضٍَ وذُظُى  ذذسَة انطهثح ػهً كُفُح اسرخذاو تشيجُاخ انحاسىب 

انثُاَاخ وانًؼهىياخ تطشق ووسائم يخرهفح يٍ خلال انرؼشف ػهً ذطثُملاخ  يُكشوسلىفد 

ذضوَذ انطهثح تانًهلاساخ انؼًهُلح انًحىسلثح اءلشا   تشكم ػًهٍ ويرمذو,  MS Excel) اكسم )

و انحاسىب تًا انؼًهُاخ ااداسَح تألم ولد وأكثش كفا ج، يٍ خلال يًاسسح انرطثُماخ ااداسَح تاسرخذا

 .َلُائى سىق انؼًم انًحهٍ وانؼانًٍ

 انرفاصُم الاساسُح نهًادج

 

يمذيلللح ػللٍ انلللذوال  –, لىاػلللذ كراتللح انلللذوال انشَا للُحانلللذوال انشَا للُح يمذيللح ػللٍ 

يمذيح ػلٍ انلذوال  –, لىاػذ كراتح انذوال انًُطمُح( Logical Functionsانًُطمُح )

لىاػذ كراتلح انلذوال الاحصلائُح واَجلاد يؼلذل  Statistical Functions)الاحصائُح )

اَجاد يؼذل اَحشافاخ انمُى ػٍ لًُح يؼُُح واَجاد اػذاد انًهاءشٍَ وانُاصحٍُ وانطانة 

نًؼشفح انششكاخ الاكثش َجاحا تاسرؼًال دانلح الاكثلش والاللم لًُلح  وتاسرؼًال دانح انؼذد 

انللذوال الاحصللائُح نًؼشفللح انشللشكاخ انرللٍ ذسللذد اناللشائة تاسللرًشاس تاسللرؼًال دانللح  و

دانلح انلرفهطو ودانلح  –وانًرؼذد ودنح انرثلاٍَ ودانلح الاَحلشاف انًؼُلاسٌ  انًُىال انًفشد

و  Fذىصَغ تُرا وانرىصَغ الاسٍ وذىصَغ والانرىا  و ذحذَذ انحذ الاػهً والادًَ نلإَراج 

 . (Chartsانًخططاخ ) –سىٌ وذىصَغ تىا Tَىسيم وذىصَغ ذىصَغ نىن وَىسيم 

 لا َىءذ انكرة انًُهجُح

 انًصادس انخاسءُح

 

د. احًذ رَاب احًذ انؼضاوٌ و  Microsoft Excel 2010ذحهُم انثُاَاخ تاسرخذاو 

 .2104أ.و سهُم َجى ػثىد كُؼاٌ , نسُح 

الامتحانات  المختبر الفصل الدراسي ذمذَشاخ انفصم

 الشهرية

الامتحان  المشروع

 النهائي

 %01 / %01 %01 الاول

 يؼهىياخ إ افُح

 

 

 

 ءًهىسَح انؼشاق

 

 

 انؼهًٍوصاسج انرؼهُى انؼانٍ وانثحث 

 

 

 ءهاص الاششاف وانرمىَى انؼهًٍ

 دَانًاسى انجايؼح:

 الاداسج والالرصاداسى انكهُح: 

 اداسج ػايح اسى انمسى:

 انثاَُح انًشحهح:

 سحًٍ يحًىد شحارج اسى انًحا ش انثلاثٍ:

 يذسط يساػذ انهمة انؼهًٍ:

 ياءسرُش انًؤهم انؼهًٍ:

   ءايؼح دَانً يكاٌ انؼًم:
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 نهًادجاسرًاسج انخطح انرذسَسُح 
 انًلاحظاخ انًادج انؼًهُح انًادج انُظشَح انراسَخ الأسثىع

 Mathematic) انلللذوال انشَا لللُحيمذيلللح ػلللٍ  22/2 0

Functions دانلللح  –(: لىاػلللذ كراتلللح انلللذوال انشَا لللُح

( يغ ايثهح ذطثُمُح Powerدانح انمىي ) –انمًُح انًطهمح 

 ػايح.

دانللح انمًُللح  –لىاػللذ كراتللح انللذوال انشَا للُح 

( يللغ ايثهللح Powerدانللح انمللىي ) –انًطهمللح 

 ذطثُمُح ػايح.

 

 –دانح انجلزس انرشتُؼلٍ ودانلح انجلزس انرشتُؼلٍ يلغ انُسلثح  0/3 2

(SQRTPI )يجًىع انًىاد تاسرؼًال دانح انجًغ  اَجاد

( يلغ ايثهلح ذطثُمُلح SUMIFدانح انجًغ وفلك يؼُلاس ) –

 ػايح.

دانح انجزس انرشتُؼٍ ودانح انجلزس انرشتُؼلٍ يلغ 

( اَجاد يجًىع انًلىاد SQRTPI) –انُسثح 

دانح انجًغ وفك يؼُلاس  –تاسرؼًال دانح انجًغ 

(SUMIF.يغ ايثهح ذطثُمُح ػايح ) 

 

(: Logical Functionsيمذيلح ػلٍ انللذوال انًُطمُلح ) 8/3 3

دوال انًماسَللللح تللللٍُ  –لىاػللللذ كراتللللح انللللذوال انًُطمُللللح 

( يللغ AND, OR, NOTانًجًىػللاخ او انًُرىءللاخ )

 ايثهح ذطثُمُح ػايح.

 Logicalيمذيلللح ػلللٍ انلللذوال انًُطمُلللح )

Functions لىاػللذ كراتللح انللذوال انًُطمُللح :)

دوال انًماسَلللللللللح تلللللللللٍُ انًجًىػلللللللللاخ او  –

( يلغ ايثهلح AND, OR, NOTانًُرىءلاخ )

 ذطثُمُح ػايح.

 

حساب َرُجح انطانة او َىع يُرلىج يؼلٍُ تاسلرؼًال دانلح  05/3 4

IF انشللشةُح و IF  دانللح انخطللأ  – انشللشةُح انًرؼللذدج

  ( يغ ايثهح ذطثُمُح ػايح.IFERRORانششةُح )

حسللاب َرُجلللح انطانلللة او َللىع يُرلللىج يؼلللٍُ 

انشلشةُح   IF انشلشةُح و IFتاسلرؼًال دانلح 

دانللللللللللح انخطللللللللللأ انشللللللللللشةُح  –انًرؼللللللللللذدج 

(IFERRORيغ ) .ايثهح ذطثُمُح ػايح 

 

 STATISTICALيمذيللح ػلللٍ انلللذوال الاحصللائُح ) 22/3 5

FUNCTIONS لىاػلللذ كراتلللح انلللذوال الاحصلللائُح :)– 

تاسللرؼًال دانللح انًؼلللذل  اَجللاد يؼللذل انطانللة او انًُرلللىج

(AVERAGE)-  انؼلالللللللح تللللللٍُ الاسللللللؼاس وانكًُللللللاخ

( يللغ CORRELانًؼشو للح تاسللرؼًال دانللح الاسذثللاة )

 ذطثُمُح ػايح.ايثهح 

يمذيلللللللللللح ػلللللللللللٍ انلللللللللللذوال الاحصلللللللللللائُح 

(STATISTICAL FUNCTIONS :)

اَجلاد يؼللذل  –لىاػلذ كراتلح انللذوال الاحصلائُح 

انطانلللة او انًُرلللىج تاسلللرؼًال دانلللح انًؼلللذل 

(AVERAGE)-  انؼلالللللللح تللللللٍُ الاسللللللؼاس

وانكًُللاخ انًؼشو للح تاسللرؼًال دانللح الاسذثللاة 

(CORREL.يغ ايثهح ذطثُمُح ػايح ) 

 

 STATISTICALانللللللللللذوال الاحصللللللللللائُح ) 29/3 6

FUNCTIONS ٍاَجلللاد يؼلللذل اَحشافلللاخ انملللُى ػللل :)

دانلللللح الاَحشافلللللاخ انًطهملللللح لًُلللللح يؼُُلللللح تاسلللللرؼًال 

(AVEDEV ٍُواَجللللاد اػللللذاد انًهللللاءشٍَ وانُللللاصح )

( ودانح انؼذد وفلك شلشة COUNTتاسرؼًال دانح انؼذد )

  ( يغ ايثهح ذطثُمُح ػايح.COUNTIFيؼٍُ )

 STATISTICALالاحصلللائُح ) انلللذوال

FUNCTIONS اَجلللاد يؼلللذل اَحشافلللاخ :)

انملللللُى ػلللللٍ لًُلللللح يؼُُلللللح تاسلللللرؼًال دانلللللح 

( واَجلللاد AVEDEVالاَحشافلللاخ انًطهملللح )

اػللذاد انًهللاءشٍَ وانُللاصحٍُ تاسللرؼًال دانللح 

( ودانلللح انؼلللذد وفلللك شلللشة COUNTانؼلللذد )

( يللللغ ايثهللللح ذطثُمُللللح COUNTIFيؼللللٍُ )

 ػايح.

 

 STATISTICALالاحصللللللللللائُح )انللللللللللذوال  5/4 7

FUNCTIONS  نًؼشفللللح انشللللشكاخ الاكثللللش اَراءللللا :)

 & MAXAتاسلللرؼًال دانلللح الاكثلللش والاللللم لًُلللح )

NIMA )–  دانللللح الاكثللللش والالللللم لًُللللح تىءللللىد انمللللُى

 STATISTICALانلللذوال الاحصلللائُح )

FUNCTIONS نًؼشفللح انشللشكاخ الاكثللش :)

اَراءلللا  تاسلللرؼًال دانلللح الاكثلللش والاللللم لًُلللح 

(MAXA & NIMA )–  دانح الاكثش والاللم

 

 ءًهىسَح انؼشاق

 

 

 وصاسج انرؼهُى انؼانٍ وانثحث انؼهًٍ

 

 

 ءهاص الاششاف وانرمىَى انؼهًٍ

 دَانً اسى انجايؼح:

 الاداسج والالرصاداسى انكهُح: 

 الاداسج انؼايح اسى انمسى:

 انثاَُح انًشحهح:

 سحًٍ يحًىد شحارج اسى انًحا ش انثلاثٍ:

 يذسط يساػذ انهمة انؼهًٍ:

 ياءسرُش انًؤهم انؼهًٍ:

   كهُح الاداسج والالرصاد يكاٌ انؼًم:



دانلح انىسلُ   -(MAXA & NIMAانًُطمُح وانلُ  )

(MEDINA.يغ ايثهح ذطثُمُح ػايح ) 

لًُللللللح تىءللللللىد انمللللللُى انًُطمُللللللح وانللللللُ  

(MAXA & NIMA)-   ُدانلللح انىسللل

(MEDINA.يغ ايثهح ذطثُمُح ػايح ) 

 STATISTICALانللللللللللذوال الاحصللللللللللائُح ) 02/4 8

FUNCTIONS :)انشللللللشكاخ انرللللللٍ ذسللللللذد  نًؼشفللللللح

اناللللشائة تاسللللرًشاس تاسللللرؼًال دانللللح انًُللللىال انًفللللشد 

دانلللح انرثلللاٍَ نثُاَلللاخ انًجرًلللغ  –( MODEوانًرؼلللذد )

دانلللح الاَحلللشاف انًؼُلللاسٌ نهًجرًلللغ  –( VARوانؼُُلللح )

 ( يغ ايثهح ذطثُمُح ػايح.STDEVAوانؼُُح )

 STATISTICALانلللذوال الاحصلللائُح )

FUNCTIONS انرلللٍ (: نًؼشفلللح انشلللشكاخ

ذسللللذد اناللللشائة تاسللللرًشاس تاسللللرؼًال دانللللح 

دانللح  –( MODEانًُللىال انًفللشد وانًرؼللذد )

 –( VARانرثللاٍَ نثُاَللاخ انًجرًللغ وانؼُُللح )

دانلللح الاَحلللشاف انًؼُلللاسٌ نهًجرًلللغ وانؼُُلللح 

(STDEVA.يغ ايثهح ذطثُمُح ػايح ) 

 

  الايرحاٌ الأول الايرحاٌ الأول 09/4 9

 STATISTICAL)انللللللللللذوال الاحصللللللللللائُح  26/4 01

FUNCTIONS دانللللح الانرللللىا   –(: دانللللح انللللرفهطو– 

ذحذَذ انحلذ الاػهلً والادَلً نلإَرلاج تاسلرؼًال دانلح حلذود 

 ( يغ ايثهح ذطثُمُح ػايح.CONFIDENCEانثمح )

 STATISTICALانلللذوال الاحصلللائُح )

FUNCTIONS دانلللللح  –(: دانلللللح انلللللرفهطو

ذحذَذ انحلذ الاػهلً والادَلً نلإَرلاج  –الانرىا  

تاسلللللللللللللرؼًال دانلللللللللللللح حلللللللللللللذود انثملللللللللللللح 

(CONFIDENCE يللللغ ايثهللللح ذطثُمُللللح )

 ػايح.

 

 STATISTICALانللللللللللذوال الاحصللللللللللائُح ) 3/5 00

FUNCTIONS( ذىصَللللغ تُرللللا :)BETA)-  انرىصَللللغ

ذىصَللللللغ َىسيللللللم  -(Fذىصَللللللغ ) -(EXPONالاسللللللٍ )

(NORM.يغ ايثهح ذطثُمُح ػايح ) 

 STATISTICALالاحصلللائُح )انلللذوال 

FUNCTIONS( ذىصَللغ تُرللا :)BETA)- 

 -(Fذىصَللللغ ) -(EXPONانرىصَللللغ الاسللللٍ )

( يلغ ايثهللح ذطثُمُللح NORMذىصَلغ َىسيللم )

 ػايح.

 

 STATISTICALانللللللللللذوال الاحصللللللللللائُح ) 01/5 02

FUNCTIONS ذىصَلللللللللللللللغ نلللللللللللللللىن َىسيلللللللللللللللم :)

(LOGNORM)- ( ذىصَلللللللغT)-  ٌذىصَلللللللغ تىاسلللللللى

(POISSON)- ( اخرثاسZي ).غ ايثهح ذطثُمُح ػايح 

 STATISTICALانلللذوال الاحصلللائُح )

FUNCTIONS ذىصَللللللغ نللللللىن َىسيللللللم :)

(LOGNORM)- ( ذىصَللللللللغT)-  ذىصَللللللللغ

( يللللغ Zاخرثللللاس ) -(POISSONتىاسللللىٌ )

 ايثهح ذطثُمُح ػايح.

 

(: يمذيلللللح ػلللللٍ انًخططلللللاخ CHARTSانًخططلللللاخ ) 07/5 03

 ياهٍ ادواخ انًخطل  -كُفُح اَشا  انًخططاخ -واَىاػها

(Chart Tools , ُوانرلللٍ ذشلللًم انرصلللًُى, انرخطللل )

  انرُسُك يغ ايثهح ذطثُمُح ػايح.

(: يمذيللللللح ػللللللٍ CHARTSانًخططللللللاخ )

كُفُللللللللح اَشللللللللا   -انًخططللللللللاخ واَىاػهللللللللا

 Chartيللاهٍ ادواخ انًخطل  ) -انًخططلاخ

Tools , ُوانرللللٍ ذشللللًم انرصللللًُى, انرخطلللل )

 انرُسُك يغ ايثهح ذطثُمُح ػايح.

 

(: ذغُُللش يىلللغ انًخطلل  وَمهلل  CHARTS)انًخططللاخ  24/5 04

(Changing Chart Location )–  ذغُُلللش َلللىع

يغ ايثهح ذطثُمُح  Changing Chart Type)انًخط  

 ػايح

(: ذغُُللللللش يىلللللللغ CHARTSانًخططللللللاخ )

ذغُُش َىع انًخط  يلغ ايثهلح  –انًخط  وَمه  

 ذطثُمُح ػايح

 

  الايرحاٌ انثاٍَ الايرحاٌ انثاٍَ 30/5 05
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Flow up of implementation celli pass play  
Rahman Mahmoud Shahatha Course Instructor 

Bshhatt44@gmail.com E-mail 

Advanced administrative office using computer applications Microsoft 

Excel E (2) 
Title 

Chorus second semester Course Coordinator  

Training students on how to use computer software to store, organize, 

process and analyze data and information in different ways and means 

by recognizing the Microsoft Excel application ((MS Excel is a 

practical and advanced, providing students with the practical skills 

computerized to make administrative processes less time and more 

efficiently, through the exercise of administrative applications using a 

computer to suit the local and global labor market   

Course Objective 

Introduction of mathematical functions, - introduction to the logical 

function, the rules of writing functions Almntqah- Introduction to 

statistical functions rules of writing statistical functions and find the 

student rate and find deviations values for a specific value rate and find 

a number of migrants and displaced people using a number of function 

and to know the companies most successful using larger function and 

less value and statistical functions to see companies that paid taxes 

consistently using single and multi - a function splaying and function 

sprains and determine the minimum and maximum for the production 

and distribution of beta and exponential distribution and the 

distribution of F and normal and normal distribution Locke and 

distribution of T and Poisson distribution - charts. 

Course Description 

There is no Textbook 
Final Exam Project Quizzes Laboratory Term Tests Course Assessments 

60%  30% 10% the first 

 General Notes 

University: Dyiala 

College : College of 

Administration and economic 

Department: Public Administration 

Stage : Second 

Lecturer name: Rahman 

Mahmoud Shahatha  

 Academic Title: Assistant 

Lecturer 

Qualification: Masters  

Place of work: University of diyala  

Republic of Iraq 

 

The Ministry Of Higher 

Education 

 

& Scientific Research 
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Flow up of implementation celli pass play  
 

Notes Article process Article theory date Week 

 the rules of writing mathematical 

functions - absolute value 

function - a function of power  

with practical examples General. 

Introduction of mathematical 

functions: the rules of writing 

mathematical functions - absolute 

value function - a function of 

power  with practical examples 

General. 

22/2 1 

 The function of the square root 

square root function with the 

ratio - (SQRTPI) to find the total 

material using the combined 

function - a function in 

accordance with the standard 

combination (SUMIF) with 

practical examples General. 

The function of the square root 

square root function with the ratio 

- (SQRTPI) to find the total 

material using the combined 

function - a function in accordance 

with the standard combination 

(SUMIF) with practical examples 

General. 

1/3 2 

 the rules of boolean functions - 

functions comparison between 

groups or Products (AND, OR, 

NOT) with practical examples 

General. 

Introduction to the logical 

function: the rules of boolean 

functions - functions comparison 

between groups or Products 

(AND, OR, NOT) with practical 

examples General. 

8/3 3 

 Account as a result of the student 

or a certain type of product using 

conditional IF function and 

multi-conditional IF - conditional 

error function (IFERROR) with 

practical examples General. 

Account as a result of the student 

or a certain type of product using 

conditional IF function and multi-

conditional IF - conditional error 

function (IFERROR) with 

practical examples General. 

15/3 4 
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 the rules of writing statistical 

functions - finding a student rate 

or product using the average 

function- The relationship 

between prices and quantities are 

displayed using the correlation 

function with practical examples 

General. 

Introduction to statistical 

functions: the rules of writing 

statistical functions - finding a 

student rate or product using the 

average function- The relationship 

between prices and quantities are 

displayed using the correlation 

function with practical examples 

General. 

22/3 5 

 Statistical functions: to find 

deviations of values for a 

particular value using the 

absolute deviations function rate 

(AVEDEV) and find the number 

of migrants and displaced people 

using the number function 

(COUNT) number and function 

according to the specific 

condition (COUNTIF) with 

practical examples General. 

Statistical functions: to find 

deviations of values for a 

particular value using the absolute 

deviations function rate 

(AVEDEV) and find the number 

of migrants and displaced people 

using the number function 

(COUNT) number and function 

according to the specific condition 

(COUNTIF) with practical 

examples General. 

29/3 6 

 Statistical functions: To find out 

the most corporate production 

using larger function and least 

value (MAXA & NIMA) - the 

largest function and at least the 

value of the existence of the 

logical values and text (MAXA & 

NIMA) - mediator function 

(MEDINA) with practical 

examples General. 

Statistical functions: To find out 

the most corporate production 

using larger function and least 

value (MAXA & NIMA) - the 

largest function and at least the 

value of the existence of the logical 

values and text (MAXA & NIMA) 

- mediator function (MEDINA) 

with practical examples General. 

5/4 7 

 Statistical functions: to see 

companies that paid taxes 

consistently using single and 

multi-vein function (MODE) - 

function contrast to data from 

the community and the sample 

(VAR) - the standard deviation of 

the community and the sample 

function (STDEVA) with 

practical examples General. 

Statistical functions: to see 

companies that paid taxes 

consistently using single and 

multi-vein function (MODE) - 

function contrast to data from the 

community and the sample (VAR) 

- the standard deviation of the 

community and the sample 

function (STDEVA) with practical 

examples General. 

12/4 8 



 The first exam The first exam 19/4 9 

 Statistical functions: splaying 

function - a function sprains - 

determine the minimum and 

maximum production using the 

confidence limits of function  

with practical examples General. 

Statistical functions: splaying 

function - a function sprains - 

determine the minimum and 

maximum production using the 

confidence limits of function  with 

practical examples General. 

26/4 10 

 Statistical functions: beta 

distribution - exponential 

distribution - distribution (F) - 

the distribution of normal with 

practical examples General. 

Statistical functions: beta 

distribution - exponential 

distribution - distribution (F) - the 

distribution of normal with 

practical examples General. 

3/5 11 

 Statistical functions: Luc normal 

distribution - distribution (T) - 

Poisson distribution - Testing (Z) 

with practical examples General. 

Statistical functions: Luc normal 

distribution - distribution (T) - 

Poisson distribution - Testing (Z) 

with practical examples General. 

10/5 12 

 Charts: Introduction to the 

charts and Anoalla- how to set up 

the planned Almkhttat- What 

tools (Chart Tools), which 

includes design, planning, 

coordination with practical 

examples General. 

Charts: Introduction to the charts 

and Anoalla- how to set up the 

planned Almkhttat- What tools 

(Chart Tools), which includes 

design, planning, coordination 

with practical examples General. 

17/5 13 

 Charts: change the planned 

location and transport (Changing 

Chart Location) - change the 

chart type (Changing Chart Type 

with practical examples General 

Charts: change the planned 

location and transport (Changing 

Chart Location) - change the chart 

type (Changing Chart Type with 

practical examples General 

24/5 14 

 The second exam The second exam 31/5 15 

 

 


