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Discipline objectives (course and practical works) 

Aquiring basic knowledge on the structure and functioning of a PC computer. Utilisation of 

Windows in profesional activity.  

Aquiring basic skills on using Microsoft Office applications in profesional activity. Focus on the 

Microsoft Excel spreadsheet. 

 

Contents (syllabus) 

 

Course (chapters) 

Building an Excel spreadsheet. Basic structure 

Editing worksheets 

Formatting 

Conditional formatting 

Charts 

Using data tables 

Sort 

Filter 

Using functions 

 

Practical works 

The object of study. Why learning Excel? 

Microsoft Word in writing scientific text 

Microsoft Excel. Basic structure. Data types 

Formulas 

Copy, Paste, Fill 

Using references 

Formatting 

Conditional formatting 

Charts. 

Functions by category 

Logical functions 

Sort and Filter 

Using Excel to solve real world problems 

Collocutional exam 
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Evaluation 

 

Evaluation form Evaluation Methods 
Percentage of the 

final grade 

Collocutional exam 
Solving an Excel problem on computer 

80% 

Overall evaluation of the 

activity  

Assessment of presence and activity. 

Periodical tests 
20% 
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