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COURSE DESCRIPTION:  This course provides students with hands-on experience using spreadsheet software.  Students will develop skills common to most spreadsheet software by developing a wide variety of spreadsheets.  Emphasis is on planning, developing, and editing functions associated with spreadsheets.  

CREDIT HOURS 

Theory

3 credit hours

Lab


0 credit hour

Total


3 credit hours

NOTE: Theory credit hours are a 1:1 contact to credit ratio.  Colleges may schedule lab hours as manipulative (3:1 contact to credit hour ratio) or experimental (2:1 contact to credit hour ratio).

PREREQUISITE COURSES 
As determined by college. 

CO-REQUISITE COURSES 
As determined by college.

INSTRUCTOR NOTE:  Keyboarding skills are required throughout this course.  Basic math skills are required throughout this course.

INDUSTRY/PROFESSIONAL COMPETENCIES
· Explain the system and hardware associated with spreadsheet applications. 
· Create basic spreadsheets. 

· Modify existing spreadsheets. 

· Perform formatting functions associated with spreadsheets. 

· Use formulas and functions to enhance spreadsheets. 
· Create graphs and charts. 
· Use lists manage data within a spreadsheet. 
· Consolidate and organize multiple spreadsheets.
· Audit, collaborate and create templates. 
GENERAL INSTRUCTIONAL OBJECTIVES  

The cognitive objectives for this course are for each student to comprehend foundational knowledge of spreadsheet software applications.

The psychomotor objectives of this course are for each student to apply foundational knowledge of spreadsheet software applications.

PROFESSIONAL COMPETENCIES/OBJECTIVES
Unless otherwise indicated, evaluation of student’s attainment of objectives is based on knowledge gained from this course.  During performance evaluations, students will be provided necessary tools, equipment, materials, specifications, and any other resources necessary to accomplish the task.  Specifications may be in the form of, but not limited to, manufacturer’s specifications, technical orders, regulations, national and state codes, certification agencies, locally developed lab assignments, or any combination of specifications

	MODULE A – COMPUTER ESSENTIALS

	MODULE DESCRIPTION – This module is intended to ensure students have basic knowledge of computer operation.  This module is foundational for other instruction in this course.

	PROFESSIONAL COMPETENCIES
	PERFORMANCE OBJECTIVES

	A1.0
Explain the system and hardware associated with spreadsheet applications. (B)
	A1.1
This competency is measured cognitively.

	ENABLING OBJECTIVES
	KSA

Indicator

	A1.1.1
Define terms associated with the computer system.

A1.1.2
Explain the function of hardware devices. 

A1.1.3
Identify elements of the graphical user interface.

A1.1.4
Explain the process of launching and exiting programs.

A1.1.5
Explain various methods of file management.
	A

B

a

b

b

	MODULE A OUTLINE
· Hardware devices

· Graphical User Interface (GUI)

· Launching and exiting programs
· File Management


	MODULE B – INTRODUCTION TO SPREADSHEETS

	MODULE DESCRIPTION – During this module students obtain knowledge and skills to create basic spreadsheet documents. 

	PROFESSIONAL COMPETENCIES
	PERFORMANCE OBJECTIVES

	B1.0
Create basic spreadsheets. (2b) 
	B1.1
Use specified features to create basic spreadsheets.

	ENABLING OBJECTIVES
	KSA

Indicator

	B1.1.1
Define terms associated with spreadsheets.

B1.1.2
Identify parts of the spreadsheet window.

B1.1.3
Explain the importance of planning the spreadsheet.

B1.1.4
State various techniques for entering data in a cell.

B1.1.5
Explain the process for various methods to edit data.

B1.1.6
State the importance of naming and saving files.

B1.1.7
State the purpose of templates and wizards.
	A

a

B

b

b

A

a

	MODULE B OUTLINE
· Terms

· Spreadsheet Window

· Menus and tool bars

· Customizing tool bars

· Views

· Pointers

· Shapes

· Functions

· Creating a basic spreadsheet

· Planning the spreadsheet

· Entering text

· Entering values

· Entering formulas

· Editing contents of a cell

· Adding documentation

· Naming and saving

· Printing

· Closing


	MODULE C – WORKING WITH EXISTING SPREADSHEETS

	MODULE DESCRIPTION – During this module students learn to edit and modify documents using a variety of techniques.

	PROFESSIONAL COMPETENCIES
	PERFORMANCE OBJECTIVES

	C1.0
Modify existing spreadsheets. (2b)
	C1.1
Use specified features to modify and save existing spreadsheets. 

	ENABLING OBJECTIVES
	KSA

Indicator

	C.1.1.1
Explain the process of opening existing spreadsheets.

C1.1.2
Explain various techniques to navigate through spreadsheets.

C1.1.3
State the purpose of selected advanced editing features.

C1.1.4
Explain the difference between save and save as functions. 

C1.1.5
Explain the process of printing spreadsheets.
	b

b

a

B

b

	MODULE C OUTLINE
· Opening existing spreadsheets

· Navigating a spreadsheet

· Selecting a cell or range of cells

· Advanced edit features

· Spell check

· Undo and redo

· Cut, copy, paste, and paste special

· Drag and drop

· Adjusting column widths and row heights

· Inserting and deleting columns, rows, and cells

· Importing data

· Printing

· Preview

· Print what

· Selected area

· Current spreadsheet

· Multiple spreadsheets

· Page Setup Options

· Page breaks

· Page orientation

· Margins

· Scaling

· Headers and Footers

· Freezing rows and columns

· Save As


	MODULE D – FORMATTING SPREADSHEETS

	MODULE DESCRIPTION – During this module students obtain knowledge and skills to enhance documents using various formatting techniques.

	PROFESSIONAL COMPETENCIES
	PERFORMANCE OBJECTIVES

	D1.0
Perform formatting functions associated with spreadsheets. (2b)
	D1.1
Use selected features to format spreadsheets.

	ENABLING OBJECTIVES
	KSA

Indicator

	D1.1.1
Describe the various formatting features common to spreadsheets.

D1.1.2
State the function of various formatting features common to spreadsheets.

D1.1.3
State the steps for implementing various formatting features.
	a

a

b

	MODULE D OUTLINE

· Fonts, font size, font styles, and font colors

· Alignment

· Formatting values

· Formatting dates

· Borders and backgrounds

· Copying formatting

· Clearing cells

· Completely

· Contents only

· Formatting only


	MODULE  E – WORKING WITH FORMULAS AND FUNCTIONS

	MODULE DESCRIPTION – During this module students learn to create and use formulas to enhance spreadsheet functionality.  

	PROFESSIONAL COMPETENCIES
	STUDENT PERFORMANCE OBJECTIVES

	E1.0
Use formulas and functions to enhance spreadsheets. (2b)
	E1.1
Use selected formulas and functions to enhance spreadsheet functionality.

	ENABLING OBJECTIVES
	KSA

Indicator

	E1.1.1
Explain the process of using different methods to create formulas.

E1.1.2
Explain the process of entering functions.

E1.1.3
Explain relative, absolute, and mixed cell references.

E1.1.4
Explain various categories of spreadsheet functions.

E1.1.5
Explain conditional formatting.

E1.16
Explain the process for viewing and printing formulas.
	b

b

B

B

B

b

	MODULE E OUTLINE
· Entering formulas

· Define formula

· Order of operations

· By typing

· Point method

· Entering functions

· Define function

· By typing

· Point method

· Dialog box

· Cell References

· Relative

· Absolute

· Mixed

· Categories of functions

· Basic Statistical Functions

· Summation function

· Average function

· Maximum value function

· Minimum value function

· Count function

· Basic Logical Functions

· If function

· Vertical look up function

· Basic Financial Functions

· Monthly payment of a loan function

· Future value of annuity function

· Conditional formatting

· Viewing and printing formulas


	MODULE F – WORKING WITH GRAPHS AND CHARTS

	MODULE DESCRIPTION – During this module students learn to use selected graphs and charts to graphically enhance spreadsheet data.

	PROFESSIONAL COMPETENCIES
	STUDENT PERFORMANCE OBJECTIVES

	F1.0
Create graphs and charts. (2b) 
	F1.0
Use selected features to create graphs and charts.

	ENABLING OBJECTIVES
	KSA

Indicator

	F1.1.1
Define types of graphs and charts.

F1.1.2
Differentiate between the uses of various types of graphs and charts. 

F1.1.3
Identify graph and chart data source.

F1.1.4
Explain the process of implementing selected graph and chart options.

F1.1.5
Explain the process of embedding a graph or chart in a spreadsheet.

F1.1.6
Explain he process of creating a graph or chart as a separate spreadsheet.

F1.1.7
Explain selected graphic toolbar features.

F1.1.8
Explain the process of printing graphs and charts.
	A

B

A

b

b

b

B

b

	MODULE F OUTLINE
· Chart type

· Pie

· Bar

· Column

· Line

· Data Source

· Chart options

· Titles

· Axes

· Gridlines

· Legends

· Data labels

· Data table

· Chart locations

· Embedded

· Separate spreadsheet

· Graphic tool bar features

· Printing charts


	MODULE G – WORKING WITH LISTS AND DATA MANAGEMENT

	MODULE DESCRIPTION – During this module students learn to use more advanced features of lists and data management used in spreadsheets.

	PROFESSIONAL COMPETENCIES
	PERFORMANCE OBJECTIVES

	G1.0
Use lists manage data within a spreadsheet. (2b) 
	G1.1
Use selected features to manage data using lists and database functions.

	ENABLING OBJECTIVES
	KSA

Indicator

	G1.1.1
Define terms associated with lists and data management.

G1.1.2
Explain the process of creating a list. 

G1.1.3
Explain various techniques for maintaining a list.

G1.1.4
Explain the process of sorting data.

G1.1.5
Explain various database functions within a list.

G1.1.6
Explain the process of creating subtotals.

G1.1.7
Explain pivot tables and charts.
	A

b

b

b

B

b

B

	MODULE G OUTLINE
· Terms

· Planning

· Creating a list

· Entering field names

· Entering records

· Maintaining a list

· Using find and replace to search

· Wildcards

· Inserting a record

· Deleting a record

· Sorting data

· Define

· Sort commands

· Filtering

· Database functions

· Summation function

· Average function

· Maximum value function

· Minimum value function

· Count function

· Creating subtotals

· Pivot tables and charts


	MODULE H – CONSOLIDATING AND ORGANIZING MULTIPLE SPREADSHEETS

	MODULE DESCRIPTION – During this module students learn to consolidate and organize information from multiple spreadsheets.

	PROFESSIONAL COMPETENCIES
	PERFORMANCE OBJECTIVES

	H1.0
Consolidate and organize multiple spreadsheets. (2b)
	H1.1
Use selected features to consolidate and organize multiple spreadsheets.

	ENABLING OBJECTIVES
	KSA

Indicator

	H1.1.1
Explain consolidating data.


H1.1.2
Explain how to add 3-D references to formulas and functions.

H1.1.3
Explain the process of grouping spreadsheets.

H1.1.4
Explain the process of linking spreadsheet files.
	B

b

b

b

	MODULE H OUTLINE
· Consolidating data

· Static

· Dynamic

· 3-D references

· Formulas

· Functions

· Grouping spreadsheets

· Entering formulas and functions

· Formatting

· Linking multiple spreadsheet files


	MODULE I – AUDITING, COLLABORATION, AND TEMPLATES

	MODULE DESCRIPTION – During this module students learn to audit, collaborate, and create templates within spreadsheets.

	PROFESSIONAL COMPETENCIES
	PERFORMANCE OBJECTIVES

	I1.0
Audit, collaborate and create templates. (2b)
	I1.1
Use selected features for auditing, collaborating, and creating templates.

	ENABLING OBJECTIVES
	KSA

Indicator

	I1.1.1
Explain the process of auditing formulas and functions.

I1.1.2
Explain the use of various collaboration tools for enhancing and managing data within a spreadsheet.

I1.1.3
Explain the process of creating and using templates.
	b

b

b

	MODULE I OUTLINE
· Auditing formulas and functions

· Displaying and isolating errors

· Tracing and fixing errors

· Collaboration tools

· Adding comments to a spreadsheet

· Sharing spreadsheets

· Tracking change to a spreadsheet

· Reviewing

· Rejecting 

· Accepting

· Merging multiple revisions

· Templates

· Using existing templates

· Creating a template

· Saving

· Editing

· Applying


ENABLING Objectives Table of specifications

The table below identifies the percentage of cognitive objectives for each module.  Instructors should develop sufficient numbers of test items at the appropriate level of evaluation.  
	
	Facts/ Nomenclature
	Principles/ Procedures
	Analysis/ Operating Principles
	Evaluation/ Complete Theory

	
	A/a
	B/b
	C/c
	D/d

	Module A
	40%
	60%
	-
	-

	Module B
	57%
	43%
	-
	-

	Module C
	20%
	80%
	-
	-

	Module D
	67%
	33%
	-
	-

	Module E
	-
	100%
	-
	-

	Module F
	25%
	75%
	-
	-

	Module G
	14%
	86%
	-
	-

	Module H
	-
	100%
	-
	-

	Module I
	-
	100%
	-
	-


	Knowledge, Skills, and Attitudes (KSA) Indicators

	
	Value
	Key Word(s)
	Definition

	Performance 
Ability 
	4
	Highly 

Proficient
	Performs competency quickly and accurately.  Instructs others how to do the competency. 

	
	3
	Proficient
	Performs all parts of the competency.  Needs only a spot check of completed work.

	
	2
	Partially

 Proficient
	Performs most parts of the competency.  Needs help only on hardest parts. 

	
	1
	Limited Proficiency
	Performs simple parts of the competency.  Needs to be told or shown how to do most of the competency. 

	Knowledge of Skills
	d
	Complete

Theory
	Predicts, isolates, and resolves problems about the competency.

	
	c
	Operating Principles
	Identifies why and when the competency must be done and why each step is needed.

	
	b
	Procedures
	Determines step-by-step procedures for doing the competency.

	
	a
	Nomenclature
	Names parts, tools, and simple facts about the competency.

	Knowledge
	D
	Evaluation
	Evaluates conditions and makes proper decisions about the subject.

	
	C
	Analysis
	Analyzes facts and principles and draws conclusions about the subject.

	
	B
	Principles
	Identifies relationship of basic facts and states general principles about the subject.

	
	A
	Facts
	Identifies basic facts and terms about the subject.

	Affective
	*5
	Characterization by Value
	Acting consistently with the new value

	
	*4
	Organization
	Integrating a new value into one's general set of values, giving it some ranking among one's general priorities

	
	*3
	Valuing
	Showing some definite involvement or commitment

	
	*2
	Responding
	Showing some new behaviors as a result of experience

	
	*1
	Receiving
	Being aware of or attending to something in the environment

	Alpha Scale Values - Any item with an upper case letter (A, B, C, D) by itself is taught as general information on a topic.  This information may be related to the competency or encompass multiple competencies.  Examples might include mathematical computations or knowledge of principles such as Ohm’s Law.

A lower case letter indicates a level of ”Knowledge of Skills."  Individuals are taught information pertaining to performing a competency .  These may be indicated alone or in conjunction with a numerical scale value.  A lower case letter by itself indicates the individual is not required to perform the task-just know about the task.  (example: Can state or explain procedures for doing a task).

Numerical Scale Values - The numbers reflect the levels the individual will be able to perform a competency. Number values are always accompanied by lower case letters (i.e. 1a, 2b, 3c...etc.) in order to specify the level of knowledge of skills associated with the competency.   

Example:  An individual with a competency with a scale indicator of 3b has received training of knowledge of skills whereby he or she can determine the correct procedures and perform with limited supervision; only requiring evaluation of the finished product or procedure.

Asterisk items indicate desired affective domain levels and are used to indicate the desired level for a given competency.   They may be used independently or with other indicators (i.e.   1a-*1, 2c-*3).  If used with another indicator, separate with a hyphen.

NOTE:  Codes indicate terminal values.
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