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PREREQUI SI TE(S) : NONE

. PH LOSCPHY/ GOALS:

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

The student is expected to develop a range of skills in
theutilization of Quattro Pro 5.0 features. The student
is presented with detailed witten explanations which
focus on a specific portion of the Quattro Pro
environnment. These witten explanations are foll owed by
conpr ehensi ve hands-on tutorials which reinforce the
concepts using realistic case studies. The course
instructor will provide expl anation of technical content,
as well as assist with any questions which nay ari se.

A nunber of additional questions, tutorial assignments
and case problens are found throughout the text. The
stude_ntlw Il be required to conplete a selection of this
mat eri al .

This course is intended to be covered at a pace that is
suited to, and controlled by the individual |earner. The
anmount of tine needed to conplete the identified |Iearning
outconmes will vary.
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Il - | DENTI FI ED LEARN NG QUTCOMES:

In this course the student wll| achieve the outcones
identified bel ow

(1)

Usi ng Spreadsheets to Make Busi ness Deci si ons

| earn how to

(2)

nmake a Quattro Pro 5.0 student disk

| aunch and exit Quattro Pro

open, explore, save and close a Qattro Pro
not ebook

print a Quattro Pro spreadsheet

correct mstakes and use the Undo command

scroll a spreadsheet and a not ebook _
recogni ze val ues, |abels, fornulas and functions
utilize %attro Pro objects and their properties
utilize the Quattro Pro Hel p system

Pl anni ng, Bui | di ng. Testing and Docunenting

Not ebooks

|earn howto ...

pl an, docunent, build and test a not ebook

enter |abels, values and formlas

change col um wi dths and row hei ghts

create a series using SpeedF ||

copy data and forml as

enter formulas using the @UM function and the
SpeedSum feat ure

insert a row colum in a spreadsheet

conbi ne data fromnore than one spreadsheet
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(3)

Formatting and Printing

|earn howto ...

(4)

change the Zoom f act or

change the font typeface, style and point size
align cell contents

centre text across col umns

use formats for nunbers, currency and percent ages
add colour and line segnents for enphasis

previ ew printouts

print in portrait and |andscape orientation
centre printouts on the page

print cell contents
Functions. Formul as and Absol ut e Ref erences

|learn howto ...

find the largest nunber in a block of cells using
the @AX function

find the smallest nunber in a block of cells using
the @AN function

cal cul ate the average of a block of cells using the
@\VG function

calculate nmonthly |oan paynents using the @AYMI
function

test certain conditions using the dlIF function
control displayed rounding errors using <S8RAND
function

di splay current date using QICDAY function

and when to use absolute references in fornul as
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(5)

Q aphs and G aphi ng

| earn how to ...

(6)

pl an and construct graphs

identify the elenents of a Quattro Pro graph
create a line graph and a bar graph

nove a graph and change its size

create, edit and format graph elenents and graph
t ext

add colour to a graph

I nsert nmanual page breaks

determne which graph type represents data nost

effectively
Managi ng Data with Quattro Pro

| earn how to ...

identify the elenents of a Quattro Pro dat abase
sort data in a database

create and use bl ock nanes

query a database to find data

][rai ntain a Quattro Pro database with a database
orm

copy cell properties

extract records from a dat abase
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LEARN NG ACTIM TI ES

ASSI GNMENTS - questions, tutorials and practice cases

wll be assigned at the end of each
nmodul e.

TESTS Test 1 - learning outcones identified in
Modul es 1-3
Test 2 - learning outcones identified in
Modul es 4-6

V. METHOD OF EVALUATI ON

A conprehensive bank of essay, true/false, miltiple
choice and fill-in-the-blanks questions are available to
neasure the achievenent of |earning outcones in each
cour se nodul e.

FI NAL GRADE

QGading wll consist of a grade of S (Satisfactory)
or U (Unsatisfactory)

EVALUATI ON
Assignnents and tests as described previously

Successful conpletion is defined as achievenent of an
average score of 60%or better on assignnents and tests.



