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ACCOUNTI NG THECRY AND APPLI CATI ONS | CA400
ON THE M CROOCOWPUTER

COURSE NAME COURSE CCDE

I'V. LEARN NG ACTIM TI ES

ASS| GNVENTS
CHAPTER STUDY DR LLS PRCBLENS
QJ DE

1 1

2 2 2-D 1 2-2, 2-3, 2-4, 2-C
2-D 2

3 3 3-D 1 3-2, 3-M 3-C
3-D 2

4 4 4-D 1 4-1, 4-2, 4-C
4-D 2

5 5 5-D 1 5-1, 5-2, 5-M
5-D 2

6 6 6-D 1 6-1, 6-2
6-D 2 Rei nf or cenent

Activity 1, Part A

TEST C21-1 — Based on Chapters 1 to 6

7 7 7-D 1 7-1, 7-2, 7-3, 7-C
7-D 2
8 8 8-D 1 8-1, 8-M 8-C
8-D 2
9 9 9-D 1 9-1, 9-C
9-D 2 Rei nf or cenent
Activity 1, Part B
10 10 10-D 2 10-1, 10-2, 10-M
10-D 3

TEST C21-2 — Based on Chapters 7 to 10
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ON THE M CROCOMPUTER
COURSE NAME COURSE CCDE
Busi ness S nmul ati on
SAIL AWY - and Audit Test
ASS| GNVENTS
CHAPTER STWDY DR LLS PRCBLEMS
QJ De

13 13 13-D 1 13-1, 13-M 13-C
13-D 2

14 14 14-D 1 14-1, 14-M
14-D 2
14-D 3

15 15 15-D 1 15-1, 15-C
15-D 2 Rei nf or cenent

Activity 2, Part A

16 16 16-D 1 16-1, 16-2, 16-M
16-D 2

17 17 17-D 1 17-1, 17-M 17-C
17-D 2
17-D 3

18 18 18-D 1 18-1, 18-C
18-D 2 Rei nf or cenent
18-D 3 Activity 2, Part B

TEST C21-3 — Based on Chapters 13 to 18

19 19 19-D 1 19-1, 19-3, 19-M
19-D 2

20 20 20-D 1 20-1, 20-3, 20-M
20-D 2
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OOLRSE NAME OOURSE OCDE
ASSI G\MVENTS
CHAPTER STUDY DRI LLS PROBLEMS
GU DE
21 21 21-D 1 21-2, 21-3, 21-M
21-D 2 21-C
22 22 22-D 1 22-1, 22-2, 22-C

Rei nf or cenent
Activity 3, Part A

29-1, 29-2, 29-C

29 29

TEST Q1-4 —Based on Chapters 19 to 22 and 29

V. REQU RED STUDENT RESOURCES

Schaf er - Del bel | o- Munf or d, Century 21 Accounting
Third Canadi an Edition. Tntroductory Course.
Scar borough, Ontario. Nelson Canada. 1991

Schaf er - Del bel | o- Munf or d, Century 21 Accounti ng—
Wr ki ng Papers and Study Quides Chapters 1-20.
Third Canadi an Edition. Introductory Course.
Scar borough, Ontario. Nelson Canada. 1991

Schaf er - Del bel | o- Munf or d, Century 21 Accounting—
Wr ki ng Papers and Study Quides Chapters 21-30.
Third Canadi an Edition. Introductory Course.
Scar borough, Ontario. Nelson Canada. 1991

Recommended - cal cul at or
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VI .

ON THE M CROOOWPUTER
OCOURSE NAME COURSE OCDE

METHOD OF EVALUATI ON
M D- TERM REPCRITI NG

S - Satisfactory Progress

U - Unsatisfactory Progress

R - Repeat (objectives have not been rretI)_ _
NR - Gade not reported to Registrar's Ofice. This

grade is issued to facilitate the production of
a student transcript when faculty, because of
extenuating circunstances, find it inpossible to
report grades by due dates.

FI NAL GRADE REPCRTI NG
A+  90% - 100% - Consistently Qutstanding

A 80% - 89% - CQutstandi ng Achi evenent

B 70% 79% Consistently Above Average

C 60% - 69% - Satisfactory

R Bel ow 60% - Repeat - objectives of this course
have not been achi eved and the course nust be
r epeat ed.

EVALUATI ON

Accounting Segnent:

Assignnents, projects, quizzes = 25%

Test #1 - Chapters 1- 6 = 15%

Test #2 - Chapters 7-10 =20%

Test #3 - Chapters 13-18 = 20%

Test #4 - Chapters 19 - 22, 29 = 20%

Tot al =100% = 60%

Lotus 1-2-3 Segnent: =100% - 40%

FI NAL GRADE - | CA400 =100%

The final grade in the Accounting and Lotus Sections
w ll be conputed on a 60-40 basis to establish the
final grade in | CAMLOO.
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ON THE M CROCOMPUTER
OCOURSE NAME COURSE OCDE

QJ DELI NES RE GRADI NG

ASS| GNVENTS: 100% conpl etion of all assignnents is

expected. No extension will be given unless
a valid reason is provided in advance.

WARNING  Academ ¢ di shonesty will result in a grade of zero
(0) on the assignnment or test for all parties.

TESTS: If a student is not able to wite a test because
of illness or a legitinate energenc%, that student
nust contact the teacher prior to the test or as
soon as possible and provPﬂé‘ﬁn expl anati on whi ch
I's acceptable to the teacher. 1In cases where the
student has contacted the teacher and where the
reason is not classified as an energency, i.e.
slept in, forgot, etc., the highest achi evabl e
grade is a "C'. In cases where the students has
not contacted the teacher, the student wll
receive a mark of "0" on that test.

LOTUS PCRTI ON CF | CA400
. PH LPSQPHY/ GALS
This portion of the |1 CA400 course provides the student

Wi th an opportunity to examne the Lotus 1-2-3 software
by a hands-on nmeans of introduction.

STUDENT PERFCRVANCE CBJECTI VES

Upon successful conpletion of this course, the student
Il be able to:

Start Lotus 1-2-3.

W

1

2. Descri be a wor ksheet .

3 Define a range of cells.
4

Print a partial or conplete worksheet, and cell -
formul as.

8
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COURSE NAME COURSE CODE
5. Build, save, retrieve, format, copy, and print
wor ksheet s.
6. Desi gn nacr os.
7. O eate a pie chart, line graph, multiple-line

graph, scatter graph, sinple bar graph, side-by-
si de bar ?raph, st ack- bar graph, graph and
assign multiple graphs to the same wor ksheet.

TOPI CS TO BE COVERED

1
2
3
4.
5
6

Bui | ding a Wor ksheet .

Formatting and Printing a Wrksheet.
Enhanci ng Your Wrksheet .

Bui | di ng Worksheets wi th Functions and Macr os
Gaphics wth 1-2-3 and A |l ways

Sorting and Querying a Wrksheet Dat abase.



ACCOUNTI NG THECRY AND APPLI CATI ONS

ON THE M CROCOWPUTER
COURSE NAME

I V.

| CAA00

COURSE CCDE

LEARN NG ACTI VI TI ES REQUI RED RESOURCES

1. BU LD NG A WORKSHEET

conpl etion of
the student will be

on successf ul
this unit,
abl e to:

1.1 Start 1-2-3.

1.2 Describe the worksheet.
1.3 Move the cell pointer
around t he wor ksheet.

1.4 Enter | abels, nunbers,
formul as into a worksheet.
1.5 Save a wor ksheet .

1.6 Print the screen inage of
t he wor ksheet .

1.7 Correct errors in a

wor ksheet .

1.8 Use t he UNDO conmmand.

1.9 Answer questions regarding
1-2-3 using the online help
facility.

1.10 Quit 1-2-3.

and

10

TEXT - Lotus 1-2-3 - Learning
to Use M croconputer
Applications Project 1, pp.
LZ-134.

Conpl et e questions and
assignrments in the Student
Assignments 1-12, pp. L34-L143.
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ON THE M CROCOWPUTER
COURSE NAME

2. FCRVATTI NG AIHP PRI NTI NG A
WORKSHEET

on successf ul (
this unit, the student wll
abl e to:

conpl eti on of
be

g:lkﬁbtrieve a wor ksheet from
i sk.

2.2 Increase the width of the
columms in a wor ksheet .

2.3 Define a range of cells.

2.4 Format a worksheet.

2.5 Enter repeating characters
into a cell using the

Backsl ash key.

2.6 Copy one range of cells to
anot her range of cells.

2.7 Add the contents of a
range using the SUMfuncti on.
2.8 Determne a percentage.
2.9 Print a partial or
conpl et e wor ksheet wi t hout

wi ndow bor der s.

2.10 Print the cell-formulas
version of a worksheet.

2.11 D splay the forml as
assigned to cells, rather than
their nuneric results.

11

| CAA00

COURSE CCDE

Project 2, pp. L44-L82.

Conpl et e questions and
assignnments in the Student
Assignments 1-12, pp. L83-L91l.
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3. ENHANO NG YOUR WORKSHEET Project 3, pp. L92-L142.
on successful conpletion of Conpl ete Student Assignnents
this unit, the student will be 1-12, pp. L93-L152.

abl e to:

3.1 Dsplay today's date and
tine in a worksheet using the
NOW f unct i on.

3.2 Mwve a grouE of rows or
colums to another area of the
wor ksheet .

3.3 Insert and delete rows and
col ums.

3.4 Freeze the horizontal and
vertical titles.

3.5 Enter percentage val ues
using the percent sign (%.
3.6 Copy absol ute cell

addr esses.

3.7 Enploy the pointing nethod
to enter a range to be sunmed.
3.8 Print a worksheet in
condensed node.

3.9 Print selected nonadj acent
col umms.

3.10 Answer what-if questions.
3.11 Switch between nmanual and
autonmatic recal culation of a
wor ksheet .

3.12 Change the default
settings.

3.13 Tenporarily exit 1-2-3
and return control to DCS.
3.14 Produce presentation-
quality printout using the
add-in programAl | ways.
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COURSE NAME COURSE CODE

é. PU LPI I% A WORKSHEET W TH Project 4, pp. L153-1182.

Conpl ete Student Assignnents

on successful conpl etion of 1-11, pp. L182-L191.
this unit, the student will be
able to:

4.1 Assign a nane to a range
and refer to the range in a
formul a using the assigned
nane.
4.2 Apply the elenentary
statistical functions AVG
COUNT, MAX, M N, STD, and VAR
4.3 Determne the nonthly
?aynent of a loan using the

I nanci al function PM.
4.4 Enter a series of nunbers
into a range using the Data
Fill comrand.
4.5 Enploy the IF function to
enter one value or another in
a cell on the basis of a
condi ti on.
4.6 Determ ne the present
val ue of an annuity using the
financial function PV.
4.7 Determne the future val ue
of an investnent using the
financial function FV.
4.8 Build a data table to
performwhat-if anal yses.
4.9 Store keystrokes as a
macro and execute the macro.
4.10 Use the learn feature of
1-2-3 to enter nacros into the
wor ksheet .
4.11 Wite programlike macros
to automate your worksheet.
4.12 Divide the screen into
mul ti pl e wi ndows.
4.13 Protect and unprotect
cel | s.



ACCOUNTI NG THECRY AND APPLI CATI ONS | CAA00
ON THE M CROCOWPUTER

COURSE NAME COURSE CCDE
5. GRAPH NG WTH 1-2-3 AND Project 5, pp. L192-L1L221.
ALLWAYS
Conpl ete Student Assignments
on successful conpl etion of 1-8, pp. L222-L227
this unit, the student will be
abl e to:
5.1 reate a pie chart.
5.2 Geate a line graph.
5.3 Oeate a multiple-line
gr aph.

5.4 Oeate a scatter graph.

5.5 Oeate a sinple bar graph.
5.6 Oeate a side-by-side bar

gr aph.

5.7 Oeate a stack-bar graph.

5.8 Oeate an XY graph.

5.9 Assign multiple graphs to

t he sane wor ksheet .

5.10 Dress up a graph by

adding titles and | egends.

?:%1 ve a graph as a PIC
ile.

5.12 Save a worksheet with the

graph settings.

5.13 Print a graph.

5.14 Viewthe current graph

and graphs saved on di sk.
5.15 Use Allways to place a

graph al ongside the data in a

wor ksheet .

14
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6. SCRTI NG AND QUERYI NG A Project 6, pp. L228-L251.
WORKSHEET DATABASE
ConEI ete Student Assignnents, 1-
on successful conpl etion of 9, L251-L256.

this unit, the student will be
able to:

6.1 Define the terns dat abase,
DBVS, field, field nane, and
recor d.

6.2 Dfferentiate between
records in ascending and
descendi ng sequence.

6.3 Sort a database on the
basis of a prinary key.

6.4 Sort a database on the
basis of both primary and
secondary keys.

6.5 Establish criteria for
selecting records in a

dat abase.

6.6 Find records in a database
that match specified criteria.
6.7 Extract records froma
dat abase that match specified
criteria.

6.8 Apply the database
functions to generate

I nf ormati on about the

dat abase.

6.9 Wilize the | ookup
functions to sel ect val ues
froma list or a table.

6.10 Search for strings in the
wor ksheet .

6.11 Replace strings in the
wor ksheet .
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V. REQU RED STUDENT RESOURCES

Shel ly, Cashman, Quasney, Lotus 1-2-3. Learning to Use

M croconputer Applications. Danvers, Massachusetts.
Sout h-Veéstern Publ'i shing Conpany. 1992.

3 3 1/2" high density di sks.
V. EV/ Tl

FI NAL GRADE REPCRTI NG

A+ 90%- 100% Consi stent |y out st andi ng

A 8026- 89?6 Qut st andi ng Achi everrent

?; 5802 ggojg Consi stent|y Above Average

R Bel ow 60% Satisfactory
Repeat - objectives have not been
et

EVALUATI ON - LOTUS PCRTI CN

Lotus 1-2-3 Assignnents/projects 30%

Test #1 35%

Test #2 35%

100%

The Lot us assi %Rzrents and two tests conprise a grade of 40%
of the final I 00 grade. The other 60%is derived from
the Accounting theory portion of the course.

QU DELI NES RE GRADI NG

ASS|I GNMVENTS: 100% conpl etion of all assignments is

expected. No extension w |l be given unless
a valid reason is provided in advance.

WARNING  Academ c dishonesty will result in a grade of zero
(0) on the assignnent or test for all parties.

16
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TESTS:

If a student is not able to wite a test because
of illness or a legitimate energencK, that student
nust contact the teacher prior to the test or as
soon as possible and prov?ﬂ@‘ﬁn expl anati on whi ch
I's acceptable to the teacher. |n cases where the
student has contacted the teacher and where the
reason is not classified as an energency, i.e.
slept in, forgot, etc., the highest achi evabl e
grade is a "C. |In cases where the students has
not contacted the teacher, the student wll
receive a mark of "0" on that test.

17






