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Course Instructor

Rahman Mahmoud Shahatha

E-mail

Bshhatt44@agmail.com

Title

Advanced administrative office using computer applications Microsoft
(Excel E (2

Course Coordinator

Chorus second semester

Course Objective

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 Description

Introduction of mathematical functions, - introduction to the logical
function, the rules of writing functions Almntgah- 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

Textbook There is no
Course Assessments | Term Tests | Laboratory Quizzes Project Final Exam
the first 10% 30% 60%

General Notes
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22/2

Introduction of mathematical
functions: the rules of writing
mathematical functions - absolute
value function - a function of
power with practical examples
General.

the rules of writing mathematical
functions - absolute value
function - a function of power
with practical examples General.

1/3

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.

8/3

Introduction to the logical
function: the rules of boolean
functions - functions comparison
between groups or Products
(AND, OR, NOT) with practical
examples General.

the rules of boolean functions -
functions comparison between
groups or Products (AND, OR,
NOT) with practical examples
General.

15/3

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.




22/3

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.

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.

29/3

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
(AVEDEYV) 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.

5/4

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.

12/4

functions:  to
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 see

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.




19/4

The first exam

The first exam

10

26/4

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 Ilimits of function
with practical examples General.

11

3/5

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.

12

10/5

Statistical functions: Luc normal
distribution - distribution (T) -
Poisson distribution - Testing (2)
with practical examples General.

Statistical functions: Luc normal
distribution - distribution (T) -
Poisson distribution - Testing (Z2)
with practical examples General.

13

17/5

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.

14

24/5

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

15

31/5

The second exam

The second exam




