
Spreadsheet Applications - 2

	Business Technology
School Year

Spreadsheet Applications

Course Code # 3729
Term:____Fall____Spring
½ Credit

Recommended Prerequisites:  Keyboarding
Suggested Prerequisite: Computer Applications 
	Student:
Grade:

	
	Teacher:
School:

	
	Number of Competencies in Course: 44

	
	Number of Competencies Mastered:

	
	Percent of Competencies Mastered:


Standard 1.0
The student will operate the electronic spreadsheet software and create and manipulate a basic worksheet.
	Student Performance Indicators: Evidence Standard is Met
Check the appropriate Mastery or Non-Mastery column
	Mastery
	Non-Mastery

	1
	· 
	Applies spreadsheet terminology and concepts while creating a basic electronic worksheet.
	
	

	2
	· 
	Navigates and enters values, labels and dates within a worksheet.
	
	

	3
	· 
	Edits entries by replacing text and creating or deleting rows and columns.
	
	

	4
	· 
	Opens, saves, prints and closes a spreadsheet.
	
	

	5
	· 
	Plans and creates a spreadsheet from data designed for a specific purpose.
	
	


Standard 2.0
The student will research and apply knowledge of ethical and legal issues within the industry.
	Student Performance Indicators: Evidence Standard is Met
Check the appropriate Mastery or Non-Mastery column
	Mastery
	Non-Mastery

	6
	· 
	Applies ethical conduct providing the proper credit to those whose ideas and content has been used in creating business documents.
	
	

	7
	· 
	Demonstrates ethical behaviors in what is written, spoken, or presented in a business document.
	
	

	8
	· 
	Applies knowledge of copyrights in seeking formal permission from copyright sources before using materials.
	
	

	9
	· 
	Recognizes the legal implications of violating federal and state laws in document content.
	
	

	10
	· 
	Demonstrates legal responsibilities using the Internet.
	
	

	11
	· 
	Demonstrate skills necessary for safety and environmental protection in electronic document publications.
	
	

	12
	· 
	Develop a keyed and formatted report on ethical and legal issues that could be posted on the web.
	
	


Standard 3.0
The student will research and apply typography, layout, design, and composition concepts and guidelines for preparation of a spreadsheet project.

	Student Performance Indicators: Evidence Standard is Met
Check the appropriate Mastery or Non-Mastery column
	Mastery
	Non-Mastery

	13
	· 
	Prepares a layout using typography specifications.
	
	

	14
	· 
	Applies layout and design principles using original and/or imported graphics. (Gateway Algebra 5.0)
	
	

	15
	· 
	Applies spot color to graphics and text.
	
	

	16
	· 
	Applies typographical commands to text.
	
	

	17
	· 
	Rotates text and graphics. (Gateway Algebra 5.0)
	
	

	18
	· 
	Proofs, edits, resizes, crops/manipulates copy and graphics (Gateway Algebra 2.0)
	
	

	19
	· 
	Prints or publishes hard copy that meets publication and design standards.
	
	


Standard 4.0
The student will create and enter formulas and format a spreadsheet.
	Student Performance Indicators: Evidence Standard is Met
Check the appropriate Mastery or Non-Mastery column
	Mastery
	Non-Mastery

	20
	· 
	Creates formulas while using math operators to add, subtract, multiply and divide values.
	
	

	21
	· 
	Changes the font size and style to produce the desired output design.
	
	

	22
	· 
	Changes alignment to left, right, center and justify alignment settings.
	
	

	23
	· 
	Uses wrap text and fill alignment features to make cell entries.
	
	

	24
	· 
	Uses the quick sum function to add values in a range.
	
	

	25
	· 
	Changes the number format and appearance of values.
	
	

	26
	· 
	Creates formulas while using math operators to add, subtract, multiply and divide values.
	
	


Standard 5.0
The student will apply spreadsheet enhancement skills.

	Student Performance Indicators: Evidence Standard is Met
Check the appropriate Mastery or Non-Mastery column
	Mastery
	Non-Mastery

	27
	· 
	Constructs the column width, align the data and apply borders and/or shading to a cell or a range of cells.
	
	

	28
	· 
	Copies and moves formulas. 
	
	

	29
	· 
	Changes formulas from relative to absolute references as needed.
	
	

	30
	· 
	Inserts and deletes columns and rows.
	
	

	31
	· 
	Applies automatic formatting to ranges.
	
	


Standard 6.0
The student will use special functions to perform special calculations.
	Learning Expectations
Check the appropriate Mastery or Non-Mastery column
	Mastery
	Non-Mastery

	32
	· 
	Creates named ranges to be used in formulas and printing.
	
	

	33
	· 
	Uses SUM, MIN, MAX, COUNT, PMT, IF and AVERAGE functions while completing a spreadsheet template.
	
	


Standard 7.0
The student will produce spreadsheets while using print options for diverse output results. 

	Student Performance Indicators: Evidence Standard is Met
Check the appropriate Mastery or Non-Mastery column
	Mastery
	Non-Mastery

	34
	· 
	Adjusts page setup for landscape or portrait layout.
	
	

	35
	· 
	Uses print preview to view, proofread and edit the spreadsheet.
	
	

	36
	· 
	Proof and edit the document.
	
	

	37
	· 
	Prints designated areas of the spreadsheet with or without gridlines.
	
	

	38
	· 
	Uses print scaling options (shrink to fit).
	
	

	39
	· 
	Inserts headers and footers in a spreadsheet.
	
	


Standard 8.0
 The student will develop and demonstrate human relations, self-management, organizational and professional leadership skills.
	Student Performance Indicators: Evidence Standard is Met
Check the appropriate Mastery or Non-Mastery column
	Mastery
	Non-Mastery

	40
	· 
	Analyzes leadership and confidence through professional development activities 
	
	

	41
	· 
	Researches at least five distinguish leaders. Composes, input, format, and print a paragraph on each indicating the professional attributes of each. Incorporating headers, footers, footnotes and endnotes.
	
	

	42
	· 
	Applies effective image-building and public relations techniques.
	
	

	43
	· 
	Composes, inputs, and formats informative articles for publication in local and/or state publications.
	
	

	44
	· 
	Organizes and manages a team presentation on leadership.
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