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COURSE OUTLINE

I. GENERAL INFORMATION

A.

B.

C.

D.

DATE

DEPARTMENT

COURSE TITLE

COURSE NUMBER

January 31, 2000

Business Dept, Office Technology Dept

Spreadsheets for Business/Excel

MABS 101

E. COURSE OUTLINE PREPARER: Margaret Hock

F. SIGNATURE:

E. DEAN' 51 SIGNATURE

Steven Glick

II. COURSE SPECIFICS

A. TITLE

Spreadsheets for Business/Excel

B. NUMBER OF HOURS PER WEEK OF LECTURE, LAB, WORK EXPERIENCE,
CLINICAL, ETC.

1HJ?£t
Three lectures hours and J;»16 lab hours per week

C. UNITS

3

D. ENTRY LEVEL SKILLS,
applicable)

Highly recommended:

PRE-REQUISITES and/or COREQUISITES

VIt Po iJlL/1i 1'0 1'1PC ~ f; IIJPM

WDPR 78,and BSMA 66 or BSMA 68
/

(if

E. BRIEF COURSE DESCRIPTION

Experience in creating, modifying, and printing spreadsheets
using Excel software on either IBM PC-compatible or Macintosh
computers. Includes creating and charts, working with
database features, and the use of macros.
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F. FIELD TRIPS (if applicable)

None

G. METHOD OF GRADING

Credit/no credit or letter grade

H. COURSE REPEATABILITY

This course is not repeatable if passed with a grade of C or
higher.

I. OTHER RELEVANT INFORMATION

III. CATALOG DESCRIPTION (limit to 50 words)

Same as Section 1, Item E, above.

IV. COURSE OBJECTIVES

A. Navigate an Excel worksheet and set specifications with Excel
menus, toolbars, and dialog boxes. Use the Help feature.

B. Plan and design a worksheet. Enter labels, values, and
formulas.

C. Enhance a worksheet by formatting values, text and formula
results. Move cells and ranges.

D. Create formulas with multiple operators and copy formulas with
relative and/or absolute cell references. Include range names
in a formula.

E. Use functions to solve common business problems, including:

1. Statistical (average, count, countA, max, min)
2. Financial (fv, pmt, rate)
3. Date and time (today, now, day, month, year)
4. Lookup and reference (hlookup, vlookup)
5. Logical (if, and, or)
6. Database (daverage, dsum, dcount, dmax, dmin)

F. Manage workbooks by freezing/unfreezing, moving, hiding,
protecting worksheet elements. Link workbooks, audit
workbooks.

G. Control workbook pr~nt-outs

H. Plan, design, edit and enhance an embedded chart or separate
chart sheet.

I. Plan create, and sort a database list.
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J. Manipulate database list data with autofilter or a custom
filter. Summarize database list data with automatic subtotals.

K. Analyze data using "what-if" tools such as goal-seeking, one
way and two-way data tables, and the scenario manager.

L. Summarize data with pivot Tables

M. Exchange data with other Windows programs.

N. Automate worksheet tasks with macros.

V. COURSE CONTENT

A. Navigating an Excel workshee£ and setting specifications with
Excel menus, toolbars, and dialog boxes. Using the Help
feature.

1. Use Excel menus and dialog boxes.
2. Work with toolbars.
3. Explore the Help feature.
4. Get help within dialog boxes.

B. Plan and design a worksheet. Enter labels, values, and
formulas.

1. Plan and design a worksheet.
2. Enter labels, values and formulas.
3. Check spelling of labels.
4. Save, preview, print, and close a workbook.

C. Enhance a worksheet by formatting values, text and formula
results. Move cells and ranges.

1. Copy and move cell 'labels.
2. Format values.
3. Change fonts and point sizes.
4. Adjust row and column widths.
5. Use colors, patterns, and borders.
6. Use AutoFormat; clear cell formats.

D. Create formulas with multiple operators and copy formulas with
relative and/or absolute cell references. Include range names
in a formula.

1. Copy and move a formula.
2. Fill a range with a series of labels.
3. Copy a formula with relative and/or absolute cell

references.
4. Display and print formula contents.
5. Control worksheet calculation.
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E. Use functions to solve common business problems.
1. statistical (average, count, countA, max, min)
2. financial (fv, pmt, rate)
3. date and time (today, now, day, month, year)
4. lookup and reference (hlookup, vlookup)
5. logical (if, and, or)
6. database (daverage, dsum, dcount, dmax, dmin)

F. Manage workbooks by freezing/unfreezing, moving, hiding,
protecting worksheet elements. Link workbooks, audit
workbooks.

1. Freeze and unfreeze worksheet areas.
2. Insert, delete, and move sheets
3. Hide and protect worksheet elements.
4. Open, arrange, and close windows
5. Reference another sheet in a workbook
6. Link workbooks.
7. Audit workbook.

G. Control workbook print-outs

1. Print a selection.
2. Specify a header and/or footer.
3. Set margins and alignment.
4. Control page breaks and page numbering.
5. Removing a manual page break.
6. Print repeating row and column titles.
7. Save different views of a worksheet.
8. Create a custom report.

H. Plan, design, edit and enhance an embedded chart or separate
chart sheet.

1. Plan, design, and enter data for a chart.
2. Create a chart with the Chart Wizard.
3. Edit chart data and change the chart type.
4. Move and resize chart elements.
5. Preview and print a chart.
6. Insert a separate chart sheet.
7. Customize a data series.
8. Format a chart axis.
9. Insert/remove gridlines.
10. Add a title.
11. Add a graphic object and an annotation.
12. Use autoformat.

I. Plan create, and sort a database list.

1. The difference between a dedicated database program and
Excel's database features.

2. Create a list.
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3. Use the data form to add records.
4. Find and delete records.
5. Sort records.

J. Manipulate database list data with autofilter or a custom
filter. Summarize database list data with automatic subtotals.

1. Retrieve records with autofilter.
2. Create a custom filter; using AND and OR.
3. Filter a list with the advanced filter feature.
4. Create automatic subtotals.
5. Look up values in a list.

K. Analyze data using "what-if" tools such as goal-seeking, one
way and two-way data tables, 'and the scenario manager.

1. The definition of what-if analysis.
2. Generate a scenario summary.
3. Project figures using a one-way data table.
4. Project figures using a two-way data table.
5. Use goal-seek to solve a business problem.

L. Summarize data with pivot Tables

1. Plan and design a pivot table.
2. Generate a pivot table.
3. Analyze three-dimensional data.
4. Update a pivot table.
5. Change the structure and form of a pivot table.
6. Change the structure and form of a pivot table.

M. Exchange data with other windows programs.

1. Import a text file.
2. Import a database file.
3. Export Excel data.
4. Embed a graphic file in w worksheet.
5. Embed an Excel worksheet in another program.
6. Link an Excel worksheet to another program, and managing

links.

N. Automate worksheet tasks with macros.

1. About the Personal Macro Workbook.
2. Plan, record, and run a macro.
3. Adding comments to code and making modifications.
4. Add a macro to a menu and a toolbar.
5. Use shortcut keys to run macros.

VI. INSTRUCTIONAL METHODOLOGY

A. ASSIGNMENTS
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1. Textbook reading and writing assignments

2. Problem-solving projects and oral and written
presentations emphasizing creativity

B. EVALUATION

1. Tests and a final examination (including essays and
problem-solving)

2. problem-solving projects and oral and written
presentations emphasizing creativity

C. TEXTS AND OTHER MATERIALS

1. Computer lab with appropriate hardware, software, and
supplies

2. Student-supplied computer disk(s)

3. College-level textbook, for example:

Microsof~ Excel 2000-Comprehensive Course, by Napier and
Judd(Southwestern Publishing, 2000)ISBN# 0-538-42613-6

VII. REQUESTED CREDIT CLASSIFICATION

Credit/Degree Applicable (meets all standards of Title V, section
(55002(a» .

MABSIOl-SOO.doc
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Online

TECHNOLOGY-MEDIATED COURSE PROPOSAL
Course Outline Addendum

I. GENERAL DESCRIPTION

A. Date of Approval

B. Department

C. Course Number

D. Course Title

E. Course Outline Preparer

F. Department Chairperson

G. Dean

H. Mode

II. TMI COURSE JUSTIFICATION

A. How is this course particularly suited to being offered online?

Many students have computers and access to the Internet outside of class, and
their work or family schedules prevent them from coming to a regularly
scheduled class. An on-line class will attract this type of student, as well as
siiidenIs:whQ~e-p.liY~lQiI[y.:.QTs@jIed':-cii~iie_g~s>~giap1ilcall y discolitaged from
attending a face-to-face class. In addition, the computer that a student uses to
access the Internet can also be used to complete the assignments for the class.

B. How this course help meet the goals of the:

1. College. This course will increase the number of online course offerings,
helping to encourage a new student population and keep the college up to
date.

2. Department. An online course will help relieve the pressure on computer
classrooms--courses at popular times are often impacted. This course will
increase the number of online course offerings, helping to expand the
student population and keep the department up to date.

3. Program. This course is a requirement for majors and certificates in both
the accounting and administrative support areas. It will help students who,
due to their work or family schedules, have difficulty attending regularly
scheduled classes.

III. INSTRUCTIONAL DELIVERY

A. What methods of delivery will be used to offer this course?

The WebCt environment will be used to deliver the course. It includes content
modules, assignment modules, e-mail, discussions, chat, assignments, grading,
and testing.

B. What methods will be used to communicate between the instructor and the
students?
Methods of communication include e-mail, discussions, and chat.

C. How many hours per week are students expected to use the specified
technology? Students are expected to use WebCt features from 1 to 2 hours per
week and their personal computers (Excel) from 7 to 8 hours per week.
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D. How will instructor and student contact be maintained, including frequency of
contact?
Studentcontact will be maintained bye-mail, discussions, and chat. Students
also have the option of meeting on campus for face-to-face office hours. Each
participating student will be contacted at least once a week regarding their
progress in the class.

IV. INSTRUCTIONAL METHODOLOGY

A. Assignments
1. Hands-on step-by-step exercises from the textbook, such as

a. Incorporate the function such as INT into worksheet formulas

b. Use the "insert function feature" to enter the ROUND function
2. Hands-on projects from the textbook, such as:

a. Create a workbook, enter and format labels, formulas

b. Create a worksheet template, add data validation, create a workbook
from a template

B. Evaluation

1. Tests and quizzes, such as:

-~.; ,~.' .: :.3t." Jllultiple-chojce
'b: fill~rn ~

c. true-false

2. Projects, such as:

a. Create and format a column chart from worksheet data

b. Create a payment schedule for a loan

3. Comprehensive hands-on final exam or final project that measures the
students ability to use Excel to solve business problems.

C. Evaluation (test and exam) Protocols

1. Multiple-choice, fill-in, and true-false tests and quizzes can be completed
online in the WebCt environment

2. The final exam or project may be uploaded from each student's computer
or completed in a computer classroom

D. Textbooks and Instructional Materials

1. Microsoft Office Excel 2003, A Professional Approach, Comprehensive, by
Kathleen Stewart, ISBN 007-225480-7 (McGraw Hill Technology
Education 2005)

2. Media: High-density floppy disk, zip disk, or flash drive (128 MB or
larger)

3. A desktop computer loaded with Microsoft Excel software, access to the
Internet, and a web browser.
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