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WASHTENAW COMMUNITY COLLEGE
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WASHTENAW COMMUNITY COLLEGE

COURSE AND SYLLABUS FORM

Syllabus

Course discipline code
& number

Course title Credit hours

Course description

Brief statement of the
purpose and content of
the course

‘This course teaches spreadsheet concepts and applications using Microsoft Fxcel in a Windows operating
system. Skills and conceprs include creating, formatting and editing a worksheet; entering formulas and using
Excel functions; preparing charts; creating templates, wotkbooks, and Web pages; creating and using macros;
sorting and filtering worksheet databases; and creating data maps and pivor tables. Applying spreadshcer
concepts and functions to business environments is stressed. 'T'o be successful in this class, students should be
familtar with Windows and have keyboarding skills of at least 25 wpm.

Course outcomes

List bref statements that
indicate what students will
know and be able to
accomplish as a result of
taking the course. Indicate
how these outcomes will
be assessed for NC.\
assessment of student
achievement.

Outcomes Assessment Method

Content outline

List in sequence the
mstructional
units/modules/clusters of
related topics that will be
taught, and indicate the
major instructional
objectives for cach unit.
Indicate methods that will
be used in each unit to
evaluate student work for

grading.

Unit and Unit Objectives Evaluation Method

OYffice of Currtenlim & Artienlation Services (< R AN
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Student Materials

WASHTENAW COMMUNITY COLLEGE
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Texts
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Supplies
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Estimated costs.
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Equipment/Facilities: Check all that apply. (All classrooms have overhead projectors and permanent screens.)

Check level only if the specified equipment is nceded for all sections of a
course.
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Permanent screen & ovethead projector

[] Level IT classroom
Level T equipment plus TV /VCR

[ Level 111 classroom
Level IT equipment plus dara projector, computer, faculty workstation

DOfﬂ(fampus Sites
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[:I(:ompurer workstations/lab
Corrv

CJTv/ver

[ibata projector/computer

[ Other
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MAXIMUM CLASS CAPACITY EXCEPTION

Please indicate the type of maximum class capacity exception.
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Disc/Num: BOS 183 Course Title: Spreadsheet Software Applications
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EFFECTIVE TERM(S) Fall 2003
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Computer Labs in the Business Education Building are limited to 24 workstations.
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WASHTENAW COMMUNITY COLLEGE BOS 183
COURSE-SYLLABUS APPROVAL FORM (CSAF)

For help sereens, select a field and press F1

SECTION 1. SUBMISSION INFORMATION

1. Course: (Enter proposed discipline. number & title here.)
Discipline/No:_BQOS 183 Title:_Spreadsheet Applications Start Term Fall 2003

Banner allows onlv 29 characters and spuces. for the title. Loneer titles will have 1o be abbreviated.
L e . o w ~n Don’t publish: [ }in College Catalog
1sion Code: _BUS ' e S ) & , P : &
Division Code: _BU Department Code:_BOS Org #: __13300 10 Time Schedule tDon Web Pace
3. Reason for Submission: This Course is being submitted for: (check all that apply)
] New Course Approval (Skip 4 and go directly 10 5.)
] Five-year Syllabus Review [_] No changes 1o course (Submit complete syllabus)
0 Major Change(s) (Submit complete svllabus)
L] Minor Change(s)™ (For fully approved courses, submit revised sections only.j

2. Type of Approval: (applies to
both new courses and changes)
DX Full Approval
L_| Conditional Approval

| [ This proposal previously

l received conditional approval [J Reactivation of Inactive Course
for the term: [ ] Inactivation (Submit this page only.)

“If requesting a change 10 a course that has conditional approval. please submit u compiete svllabus.

4.Change Information: (Check all that apply. Make proposed changes in Section 111, Course Syllabus.)

Minor Changes Major Changes (will be reviewed by Curriculum Commiitee.)
D Course Discipline/Number {(was ) [Z Credit hours (credits were: 2
(] Course Titie (was ) [ Change in Grading Method
] Course Description X Towl Contact Hours (total contact hours were: }
[ Class Capacity (was. ) O Approval for offermg an Honors Secuon (Atach Approval Form
[ 1Preor Co-requisites ] Approval for offering Distance Learning Sections { Attach
[l Course Objecuves (minor changes) Distance Learning Approval Form} )
U] Distribution of Contact Hours (contact hours were: [ Generul Education Distribution Course: Add[] Remove[ ]
E - ject: lab chin \ ather ) (Attach General BEducation Course Approval Form)
‘ ™) Other (I Pre or Co-requisites (that affect other departments)

5. Rationale ifor new course or course change)  Chunges are are being made in response to data from Assessment: ves[ ] nolX
More jobs now require deeper spreadsheet knowledge than before. Many spreadsheet features have been expanded or added 10 the
software. Therefore. an increase in credit hours is necessary (0 1each new features of the software.
SECTIONTL SIGNATURES
1. Department Review (To be completed by department chair)
Will any new resources be required? No, none anticipated X Yes [ ] (If ves, attach list with projected costs)
You must consult ali departments that may be affected by this course. List departments contacted below and attach relevant
documents

CIS and ACC/BMG
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. . - Z ;
/ Dedn s/ Adminisugdior sSqenature Date "/ /
3. Curriculum Committee Review (Attach Addiuona, commewis 1 nycessary and 10T ward 10 Execulive Vice President) |
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| i\ Curriculum Committee Chair's Sionature Date ;
| 4. Vice President for Instruction and Stydént Services Approv/fil (Attach additional comments 1f necessary.) y i
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WASHTENAW COMMUNITY COLLEGE

COURSE-SYLLABUS APPROVAL FORM

SECTION I1I. COURSE SYLLABUS
A. COURSE DETAILS (Start with #1.)

Discipline & No.: BOS 183

Title: Spreadsheet Applications

(CSAF)

BOS 183

For help screens press F1.

Course and title will automatieally appear above upon saving or previewing
Description: {Please be brief. Explain acronvms if used.)

1.

This course leaches spreadsheet concepis and applications in a Windows operating syvstem.
includes creating, formatting and edit
preparing charts; creating templates, workbooks and Web

e

nitering worksheel databases: and creating pivot tables. T

10 business environments is stressed.

mg a worksheet: entering formul

as and using spreadsheet functions;
ages: creaung and using macros; sorting and
¢ apphcation of spreadsheet concepts and functions

Skills and concepts

2. Credit Hours: 2 3. Contact Hours per Semester:
If Vanable credit, Give Range: Lecuure: 45
o credits L“bﬂ
Clinical:
I repeatable for credit, how Other:

many umes

Total Contact Hours: 45

4. Class Capacity:

2

I~

(If nonstandard, attach
Class Capacity
Exception form.)

5. Course Options:
(Distance learning
(Attach DL Form)
D Honors (Attach
Honors Addendum.)
] P/NP Grading

7 Can ke prevequisiie betore or concurrenty with tis course. o
“Level s enforced in Banner: Level 1] 1s enforced by instructor on 1st day of class.

{ 6. Prerequisite(s) Mir =Concurrent Min. **Level QOther Prerequisites
and/or (" Course Grade Enrollment Test Name Score 11
_ [ _ 0O
O [ — JO
oo L] — 4
L ] - U
R L] _ b
O O] _ QOO consent Reguired [_]
E:: E — % : %% 7. Corequisites: (Quymi of 2

1

S. Course Purpose:
5

8

F Program Refjuirement

|

the program(s)

i General Education

' a program requirement, specify

Please send svllabus for
Transfer evaluation to:
CEMU

Accepted for transfer:
(antach documentation;

L , APAATD = L EMU

B4 Program Support CTESSC Q UM L UM

[ Basic Skills/Developmental < o - L

B Transfer APMSS E E’

B Industry/Professional Dev CIACC g L ;
| D4 Enrichment APACCT L ] E
L9 Terms Course will be offered: Even vears Odd vears
} Terms Session Length (e.g. 15 weeks, 1% 7% weeks, ete.) Day Eve only only
X Fail I5 X [ L
| > Wanter 13 X =4 ] ]

iy SpriSummer 7 1/2 and 10 X ] n

l

B.MAJOR INSTRUCTIONAL UNITS A major instructional unit is a grouping of topics that naturally rel

A

Documen: Code Anexcel.doc

ate to one another.

dd adciuonal numbers as needed. (This secton is unprotecied so that you can cul and paste from other documenis.

1
d.

N

9]

_J\

Getung Started with ¢ Workbook

Creating 4 Workbook

Using Editing and Formatung Tools

Working with Cells, Columns. Rows, and Sheets
Using Simple Formulas and Funcuons

Using Logical ana Finanaial Funcuons

o)

20412007
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WASHTENAW COMMUNITY COLLEGE BOS 183
COURSE-SYLLABUS APPROVAL FORM (CSAF)
/. Using Advanced Funcuons and Hyperlinks

¢&. Building Charts

9. Adding Design Elements

10. Working with Multiple Worksheets and Lists
11, Working with Range Names

12. Using and Building Templates

13 Working with Macros

14. Using Auditing Tools

15. Using What-If Analysis

16. Using Data Consolidation and Linking
17. Using Workeroup Features

16, Using Data from Other Sources

19, Using Lasts and Database Features

20. Using Data and PivotTables

pocument Coge. Anexceidot 20472000
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WASHTENAW COMMUNITY COLLEGE BOS 183
COURSE-SYLLABUS APPROVAL FORM (CSAF)
C. INSTRUCTIONAL OBJECTIVES

DIRECTIONS: Use student outcomes-based language. (Example: Upon visiting a gravel pit students will observe. analyze and
describe in one page the weathering processes.) Units should match those listed in Section B.
(This secuion 1s unprotected. You mav cut and paste from other documents as needed.)

Unit #1 Getting Started with a Workbook

. The student will open & workbook and identify different parts of the workbook screen.
2. The student will move between worksheets and go 10 a specific cell.

3. The student will scroll through a worksheet and change the zoom size.

4. The student will replace, edit. and clear cell contents.

<

The student will preview. print. and exit the workbook.

Unit #2 Creating a Workbook

. The student will modify column width and row height.

2. The student will enter dates and values. and applv number formats.
5. The student will rename a worksheet and change the tab color.

4. The student will enter basic formulas and save a workbook.

5. The student will use AutoSum and AutoCalculate.

Unit #3 Using Editine and Formattinge Tools
el et el

1. The student wil

2. The student will ¢1

3. The student will apply AutoFomats.
I
|
1

I copy formulas using AutoFill.

lc

|
4. The student will set headers and footers.
3 ]

]

“reate month and week series.

The student will print worksheets with gridhines, row and column headings.
6. The student will use find and replace 10 replace data and functions in formulas.
Unit #4 Working with Cells, Columns, Rows, and Sheets

The student will insert, move, and delete worksheets.

The student will insert and delete cells. rows. and columns.

The student will udd labels using AutoComplete and Pick From List,
The student wall hide, unhide. freeze. and unfreeze rows and columns.
The student will change the horizontal and verucal cell ahgnment.
The student will use merge and center, and center across selection.

(@) S 1D =

Unit #5 Using Simple Formulas and Functions

1. The student will create a workbook from & template.

2. The student will create addition, subtraction, muluplication, and division formulas.
4. The student will use math and staustical functions.

5. The student will use relative. absolute, and mixed references.

Unit #6 Using Logical and Financial Functions

1. The student will use 1IF. AND, OR, and NOT functions.
2. The student will use PMT and FV functions.
5. The student will appiy stvles and set print tiles.

Jocumen M excel 0o 282003

RN



WASHTENAW COMMUNITY COLLEGE BOS 183
COURSE-SYLLABUS APPROVAL FORM (CSAF)

Unit #7 Using Advanced Functions and Hyperlinks

The student will use the INT and ROUND function.
The student will use date and time arithmetic
The student will create nested and text functions.
The student will create hvperlinks.

I LD o —

Unit #§ Building Charts

The student will create, edit. and format charts.
The student will edit chart objects and chart data.
The student will use images and patterns for data series.

L) b —

Unit #9 Adding Design Elements

The student will add callouts 10 a worksheet.

The student will format drawing objects.

The student will insert WordArt clﬂd images from the Media Gallery.
The student will save a workbook as & Web page.

NSO S I (N RS

Unit #10 Working with Multiple Worksheets and Lists

he student will copy and group Worksheets.

he student will create a 3-D reference.

he student will use funcuons and formulas in a 3-D reference.
The student will sort and {ilter a list.

The student will use COLNTA n a 3-D reference.

G T R R N R

Unit #11 Working with Range Names

1. The student wil] use range names for navigation and in formulas
2. The student will modify and print range names.

3. The student will use VLOOKUP and HLOOKUP.

Unit #12 Using and Building Templates

1. The student will create and enhance a workbook template.

2. The student will use data validation and conditonal formatting.
3. The student will protect a worksheet.

Unit #13 Working with Macros

1. The student will run, e i and record a macro.

2. The student will assign & macro 1o & bution

3. The student will add & menu item 1o a Loolbar,

4. The student will customize a toolba

Unit #14 Using Auditing Tools

1. The student will use trace precedents and de pcnc ents.
2. Thne swudent wili se jCCL eITors w““ Go T( Special.
2. The student will use the Waich Window.

Documen: Code: Anexceldoc 2042003



WASHTENAW COMMUNITY COLLEGE BOS 18
COURSE-SYLLABUS APPROVAL FORM (CSAF)

Unit #15 Using What-If Analysis

The student wi

1l create and manage scenarios.
The student wil

]

|

]
I'edit and print a scenario report.

I create & column chart and add a trendline.
I use Goal Seek and Solver.

The student wi
The student wi

AN L) D —

Unit #16 Using Data Consolidation and Linking

The student will create a static and dynamic consolidation.

The student will consohdate data by using AVERAGE and MAX.
The student will ink workbooks.

The student \\11] examine, edit, and break links.

The student will create workspace files.

S N B N R

Unit #17 Using Workgroup Features

The student will create 4 shared workbook.

The student will truck changes in @ workbook.

The student will add comments 1o a shared workbook.

The student will display and print a change history worksheet.
The student will compare and merge workbooks.

s ) D —

Unit #18 Using Data from Other Sources

The student will import Word and text files.
The student will link Word files.

The student will import HTML and database files
The student will export spreadsheet data.

B R O R

Unit #19 Using Lists and Database Features

he student will create a st and apply condiiional formatting.
he student will view. add. and edit records in a data form.
he student will sort data and use AutoFiliers.

he student will create advanced filters.

|

T
T
T
T
The student will create outhines.

e Lo o —

Unit #20 Using Data and PivotTables

1. The student will build one- and two-variable data tables
2. The student will analyze data in a PivotTable.
3 The student will create a PivotTable report.
4 The student will use muluple functions, formulas, and custom calculations.
S The student will create PivotTables for the Web.
Document Code Anexcel.doc 27472007
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WASHTENAW COMMUNITY COLLEGE BOS 18
COURSE-SYLLABUS APPROVAL FORM (CSAF)

jela)
(7S]

D. INSTRUCTIONAL METHODS, EVALUATION CRITERIA, AND ASSESSMENT
1. Instructional Methods: (Check the appropriate boxes and describe as needed. )

D{Lecture/Discussion [ JPerformances

; [ IChnical Instruction [ IGroup Cruques

} @Laboratory Assignments __IField Trips

: [ Internet Assignments [ |Telecourse

- [_IComputer Simulations LITV Course

: [_1On-Site Work Experience [_ISelf-Paced Instruction
[iTeam Assignments [ lOther

‘ [_IDemonstrations [ |Other

3. Evaluation Criteria:

[ Auendance [ JQuizzes

“ " |Class Discussion >Tests

| [ TPapers [ Midierm

[ |Portfolios [_JFinal Exam

‘ EJProjects | [ _JPresentations

: [_iReports [ lIndividual Performance

| __[Chinical Assignments [ IGroup/Team Performance
DdHome Work i [ JOther

3. Assessment of Student Achievement: (Indicate methods that will be used for NCA mandated
assessiient of swudent academic achievement at the course and (if applicable) general education levels)

> Departmental Exam [ ] Pre-test/Post-test

|
! {
| [} Folow-on Tracking } | Simulations
| Standardized Test ‘ || Comprehensive Project
' __ Portioho Assessment | L] Other

|

F. EQUIPMENT, FACILITIES, TEXTS, MATERIALS. AND SUPPLIES
1. Special Equipment/Facilities : (Check the appropriate boxes and describe as needed.)

[_Lab equipment L ITV Classroom

‘ EComputer Lab DOff»Campus Sites

JCDROM's - [_ITesung Center
X Data Projector/Screen [_|Other

T IVCR " Other

TV Monitor - _|Other

Document Code. Anexcel.doc 2142005




WASHTENAW COMMUNITY COLLEGE BOS 183
COURSE-SYLLABUS APPROVAL FORM (CSAF)
2. Texts: (Please indicate if no text is required.)

Title: Excel 2002 Core and Expert

Author: Kathleen Stewart Copynight Yr: 2002
Publisher: Glencoe McGraw-Hill Est. Cost: $70.00
Thtle:

Author: Copyright Yr:
Publisher: Est. Cost;

Thtle:

Author: Copvright Yr:
Publisher: Est. Cost

Title:

Author:

Copyright Yr:
Publisher: Est. Cost:

Addiuonal Texis:

3. Supplies and/or Uniforms students will have to Acquire: (e.g. calculators. uniforms. ools. etc.)
Descriptions Cost Estimates
Two 3.5" high-density disks $2.00

4. Reference Materials that will be used: (e.g. journals, books, manuals, maps. LRC reserves, eic.)
Title/Name Location

5. Computer Software that will be used:
TitleName Location
Microsoft Office XP All computers in labs

6. Audio/Visual Materials that will be used: (e.g. films, video tapes, shdes. audio tapes. CDs. elc.)

Title/Name Location

Document Coder Anexcel doc /62005



TENTATIVE SCHEDULE BOS 183

Three-credit Version

. Week " Topics to Cover
B Introduction
Getuing started with Excel
2 Creating a workbook
Using ediiing and formatting tools
3 Working with cells. columns. rows. and sheets
Using simple formulas and functuions
4 | Using logical and financial functions
| Using advanced functions and hyperlinks
5 ' Test Units 1-7
- Building charts
6 | Adding design elements
; | Working with multiple worksheets and lists
|7 ‘ Working with range names
' Using and building templates
8 - Working with Macros

9 " Test Units 813
Using audiiing tools

10 - Using what-1f analvsis

11 | Using data consolidation and hinking
! - Using workgroup features
12 | Lsing data from other sources
F13 Using hists and database features

14 Using data and PyvotTable

15 Test Units 14-20




COURSE SUMMARY

COURSE TITLE: Spreadsheet Applications COURSE NUMBER: BOS 183

PREREQUISITES: Keyboardin

2 25 wpm and familiarity with Windows

DESCRIPTION:

This course teaches spreadsheet concepts and applications in a Windows operating system. Skills and
concepts includes creating, formatting and editing a worksheet: entering formulas and using spreadsheet
funcuions: preparing charts; creating templates, workbooks and Web pages: creating and using macros:

sorting and filtering worksheet databases: and creating pivot tables. The application of spreadsheet
concepts and funcuions to business environments is siressed.

COURSE OBJECTIVES: Upon completion of this course, the student will be able to

I Open. edit, save, and print a workbook.

Use AutoCorrect, AutoFill, and AutoFomat.

3. Insert and delete worksheels and cells.

4. Add labels using AutoComplete and Pick From List.

3. Build addivon, subtracuon. mult pheation, and division formulas
6. UscIF, AND. OR.NOT. PMT. FV. INT. and ROUND functions.
Create hyvperlinks and nested funcuons.

8. ér@ate« edit, and print charts.

9. Create a 3-D reference.

10, Use named ranges for navigation and formulas.

11, Use lookup funcuons.

12, Create worksheet templates and add validation and conditional formatuing.
13 Record, edit, and run a macro.

14, Create and manage scenarjos.

15 Create dynamic data consolidation and link workbooks.

J0. Create and add comments o a shared workbook.

17 Import Microsoit Word, text, database, and HTML file

18, Create filters and outlines.

19 Buwid one- and two-vanable data 1ables

20, Create PivotCharts and PivotTables



REQUIRED TEXT AND SUPPLIES:

Text: Excel 2002 Core and Expert: A Professional Approach by Kathleen Stewart, Glencoe/McGraw-
Hill, 2002.

Supphes: Two 3.5 high-density disks.

CRITERIA FOR EVALUATION:

Class assignments
Three unit tests 23% each
Total 100%
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REQUIREMENTS:

1. Atendance 1s necessary because classroom presentations supplement materials in the textbook.

»)

2. Assignments must be turned in on time 1o receive credit. The policy for late work is included on
another handout.

D

3. Tests may not be made up unless the student contacts the instructor before the class period to
arrange 10 make up the test.

HOURS PER WEEK REQUIRED OUT OF CLASS:

This1s a three-credit class meeting three hours per week. Additional time out of class will be necessary
to prepare for the class. The time required will vary according to individual backgrounds.

ADDITIONAL INFORMATION:

. 1f vou feel vou learn differently or have a learning disability. see the instrucior or 00 10 the
Learming Support Services Office, LA 104, for support services.
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Laura Gerhardtss the Business Division counselor. You may contact her in BE216, telephone
her at 734.677.5094, or email her at chnn‘dt@wccnel.m g,

ACADEMIC DISHONESTY:

As part of the class conduct code, it vou are caught cheating or are guilty of plagiarism, vou will receive
an “F7 grade for the assignment or exam. The incident will be documented, and a copy forwarded to the
Dean of the Division and Dean of Students for further review and possible institutional sanctions.



