GRISWOLD HIGH SCHOOL
BUSINESS COMPUTER APPLICATIONS-EXCEL

(DUAL CREDIT = BMCCC BT 110X FOR 2 CREDITS)
 

COURSE DESCRIPTION:  Application and utilization of Excel spreadsheets, and/or other programs such as Access, which are used to solve business data processing problems.  

Focus will include developing a worksheet, changing formats/appearance, using formulas, creating charts and advanced printing.
 

COURSE PREREQUISITE: Computer Keyboarding or equivalent

 

EVALUATION:  Each assignment and periodic exam will be assigned points.  Students will not be allowed references on exams.  The points will be converted into a final grade.  The final grading scale is as follows:

· 100% - 90% = A

· 89% - 80% = B

· 79% - 70% = C

· 69% - 60% = D

· Below 59% = F

These competencies represent the minimum requirements necessary to gain credit for this course.

Quarter 1

 

A. DEMONSTRATES AN UNDERSTANDING OF SPREADSHEET BASICS

· Explains application window components.

· Explains toolbar contents (icons).

· Uses help menus.

· Understands valid filenames.

· Demonstrates ways of moving around in the spreadsheet.

· Enters numbers, text, and formulas into cells.

· Demonstrates ability to edit cell contents.

· Saves spreadsheet.

· Prints spreadsheet.

B. PLANS AND CREATES A SPREADSHEET

· Identifies cells, columns, rows, and name ranges of cells.

· Demonstrates ability to copy cell contents to another location.

· Demonstrates ability to move cell contents to another location.

· Demonstrates use of fill right and fill down.

· Inserts rows and columns.

· Deletes rows and columns.

· Demonstrates ability to modify column widths.

· Demonstrates ability to modify row heights.

· Demonstrates use of relative and absolute cell references.

· Demonstrates ability to split screen.

· Demonstrates ability to freeze titles.

C. USES APPROPRIATE FORMATS IN THE SPREADSHEET

· Formats cells appropriately within the spreadsheet.

· Demonstrates use of date and time formats.

· Demonstrates ability to align data within cells.

· Applies appropriate font and type styles to the spreadsheet.

· Demonstrates the of bold, italics, and underlines within the spreadsheet.

· Demonstrates the use of borders and lines for emphasis.

· Demonstrates the use of colors and patterns for emphasis.

D. USES APPROPRIATE FUNCTIONS

· Demonstrates the use of common functions (average, count, maximum, minimum, and sum).

· Demonstrates the use of logical (if) functions.

· Uses the summation icon where appropriate.

· Demonstrates ability to use horizontal and vertical lookup tables.

E. MANAGES AND PRINTS THE SPREADSHEET

· Protects and unprotects cells.

· Demonstrates ability to rename spreadsheet and sheet tabs.

· Demonstrates ability to move from sheet to sheet.

· Demonstrates ability to copy from sheet to sheet.

· Demonstrates ability to insert new sheets.

· Demonstrates ability to delete existing sheets.

· Demonstrates ability to define a print range.

· Demonstrates ability to print non adjacent cells.

· Demonstrates the use of page and column breaks.

· Prints spreadsheet formulas.

· Prints spreadsheet in landscape orientation.

· Prints multiple copies of the spreadsheet.

Quarter 2

F. CHARTS DATA APPROPRIATELY

· Demonstrates and understanding of common chart types and their uses.

· Creates an embedded chart.

· Creates a chart on a separate sheet.

· Demonstrates the ability to change chart types.

· Demonstrates the ability to move or re-arrange charts on the sheet.

G. ENHANCES CHARTS

· Demonstrates the ability to change colors and patterns for emphasis.

· Demonstrates the ability to add text and arrows to a chart.

· Demonstrates the ability to modify text, legends, and titles in a chart.

H. MANAGES DATA USING THE SPREADSHEET AS A DATABASE

· Demonstrates the ability to explain what a database is.

· Demonstrates an understanding of records and field names.

· Demonstrates the ability to view records.

· Adds new records to the database.

· Deletes existing records from the database.

· Sorts records in ascending and descending order on a single field.

· Sorts records in ascending and descending order on multiple fields.

· Demonstrates the ability to located selected records.

I. CREATES AND USES MACROS

· Records a simple macro.

· Demonstrates the ability to run the macro created.

· Attaches the macro to a created button.

 

 

ACCESSIBILITY STATEMENT:  Persons having questions about or requests for special needs and accommodation should let the teacher know as soon as possible in the semester.

NON-DISCRIMINATION STATEMENT:  No person on the basis of race, color, religion, national origin, age, sex, weight, height, genetic information, handicap condition or disability, or any other legally protected characteristic, shall be discriminated against, excluded from participation in this class.
