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TOTAL CREDI T HOURS: 44 HOURS

PREREQUI SI TES: NONE

PH LCSCPHY/ GOALS

This course is designed to teach the student to utilize the
powerful features contained within Quattro Pro 5.0 for
W ndows.

The student is expected to develop a range of skills in
utilization of Quattro Pro. The student is presented w
detailed witten explanations which focus on a specific
portion of the Wndows environnent. These witten

expl anations are fol |l owed by hands-on tutorials which
reinforce the concepts. A summary of the key points covered
in the chapter is also included. The teacher will provide
expl anations of technical content as well as assist with any
guestions which may ari se.

t he
th

This course is intended to be covered at a pace that is
suited to and controlled by the individual |earner. The
amount of time needed to conplete the identified |earning
out conmes will vary.

STUDENT PERFCRVANCE GBJECTI VES (QUTCOMVES' !

Upon conpl etion of the course, participants will be able to:

Make a Quattro Pro for Wndows Student D sk.

Launch and exit Quattro Pro.rd.

D scover how Quattro Pro is used in business.

Qpen, explore, save, and close a Quattro Pro not ebook.
Print a Quattro Pro spreadsheet.

Correct mstakes and use the Undo command.

Scroll a spreadsheet and a not ebook.

Learn about val ues, |abels, fornulas and functions.
Find information with the Quattro Pro Hel p system

Pl an, docunent, build, and test a not ebook.

Enter | abel s, val ues, and formul as.

Change col um wi dths and row hei ghts.

Ceate a series using SpeedFill.

Copy data and fornul as.

Enter formulas using the 8SUMfunction and the SpeedSum
feature.

Insert a rowin a spreadsheet.

Conbi ne data fromnore than one spreadsheet.

Create groups of spreadsheets.

Change the Zoom Fact or.
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Change the font typeface, style, and point size.
Align cell contents.

Centre text across col ums.

Use formats for nunbers, currency, and percentages.
Add col our and line segnents for enphasis.

Previ ew printouts.

Print in portrait and | andscape orientation.

Centre printouts on the page.

Print cell contents.

Find the largest nunber in a block of cells using the
@/BX function.

Find the small est nunber in a block of cells using the
@A N function.

Cal cul ate the average of a block of cells using the
@G functi on.

Cal cul ate nonthly | oan paynents using the @AYMI
function.

Test certain conditions using the 8 F function.
Control displayed rounding errors using the CROUMNND
functi on.

D splay the current date using the ©TCDAY functi on.
Learn when to use absolute references in formilas.

Pl an and construct graphs.

Identify the elenents of a Quattro Pro graph.

Ceate a line graph and a bar graph.

Move a graph and change its size.

Create, edit, and format graph el enments and graph text.
Add col our to a graph.

| nsert manual page breaks.

Learn whi ch graph type represents data nost
effectively.

Identify the elenents of a Quattro Pro dat abase.
Identify the elenents of a Quattro Pro dat abase.

Sort data in a database.

O eate and use bl ock nanes.

Query a database to find data.

Maintain a Quattro Pro database with a database form
Copy cel | properties.

Extract records froma dat abase.
CPI CS TO BE COVERED
Usi ng Spreadsheets to Make Busi ness Deci sions.

Pl anni ng, Buil ding, Testing, and Docunenting Not ebooks.
Formatting and Printing.

Functi ons, Fornmnul as, and Absol ute References.
haabsnanbatkhanht haQiattro Pro.
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LEARN NG ACTI M Tl ES/ REQU RED RESOURCES

Usi ng Spreadsheets to Make Busi ness Deci si ons

Learning Activities:

Read Tutorial 1 and becone famliar with Evaluating Sites
for Wrld-class Gl f Course.

Practice by doing all the projects throughout the tutorial.
Answer the guestions on pages (QP36- QP38.

Do the tutorial assignnents on page (QP38-40.

Resour ces:

text Chapter 1, pages QP3- QP40.
Pl anni ng, Building, Testing; and Docunenting Not ebooks

Learning Activities:

Read Tutorial 2 and Oeate a Standardi zed | ncome and Expense
Not ebook Tenpl ate for Regional Ofices.

Practice by doing all the projects throughout the tutorial.
Answer the guestions on page QP97.

Do the tutorial assignnments on pages QP98- QP102.

Resour ces:

text Tutorial 2, pages QP41-QP102.
Formatting and Printing

Learning Activities:

Read Tutorial 3 and use Quattro Pro to Produce a Projected
Sal es | npact Report.

Practice by doing all the projects throughout the tutorial.
Answer the guestions on page QP139.

Do the tutorial assignments on pages (QP139- QP144.

Resour ces:

text Tutorial 3, pages QP103- QP144.

Functions. Formul as, and Absol ute References

Learning Activities:

Read Tutorial 4 and be famliar with Nhna%ing Loan Paynents.
FTact[c? by doing all the projects throughout the
tutorial .
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Answer the questions on page QP181.
Do the tutorial assignnents on pages (QP181- QP186.

Resour ces:
text Tutorial 4, pages @P145- (P186.
Wndows Applications in Action

Learning Activities:

Read Tutorial 5 and becone famliar G aphing Sal es

| nf or mat i on.

Practice by doing all the projects throughout the tutorial.
Answer the questions on page QP227.

Do the tutorial assignments on pages QP228- QP230.

Resour ces:

text Tutorial 5, pages @187- QP230.
Managi ng Data with Quattro Pro

Learning Activities:

Read Tutorial 6 and Anal yze Personnel Data.

Practice by doing all the projects throughout the tutorial.
Answer the questions on page QP266.

Do the tutorial assignnents on pages Q266- (P269.

Resour ces:
text Tutorial 6, pages @231- QP269.
REQU RED STUDENT RESOURCES

Auer, David, June Janrich Parsons, and Dan G a, Quattro Pro
5.0 for Wndows Course Technol ogy, Inc., 1994.

2—3 1/ 2" disks
METHCD OF EVALUATI ON

Final G ade Reporting:

At 90%- 100% Consi stently Qutstandi ng
80%- 89% Qut st andi nP Achi evenent
70%- 79% Consi stently Above Average
60%- 69% Satisfactory

Bel ow60%  Repeat - objectives of this course have
not been achi eved and the course nust be repeated.
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Eval uati on:

For the successful conpletion of the course, the follow ng
nmust be concl uded:

Assignnents - Tinely, accurate conpletion of all the Wndows
3.1 projects 100%

Varni ng:  Academ c dishonesty will result in a grade of zero
(0) on the assignnent for all parties.

SPEQ AL NOTES

Students with special needs (e.g. physical limtations,
visual inpairments, hearing inpairnents, |earning
disabilities) are encouraged to discuss required
accommodations confidentially with the teacher.

Your teacher reserves the right to nodify the course as she
deens necessary to neet the needs of students.



