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CED1984 – MS Office 2007 Excel Level 1



	INSTRUCTIONAL HOURS: 24
	

	RECOMMENDED PRE-REQUISITE(S): Must be familiar with Computers. 
	

	CO-REQUISITES: n/a
	

	APPROVED FOR USE IN ACADEMIC SEMESTERS: 2010 - Spring
	


COURSE DESCRIPTION:

Microsoft® Office Excel 2007 – Level 1 teaches students how to work with worksheets and workbooks to analyze data using a variety of features to create, modify and format common business reports such as budgets, inventory reports, invoices, and charts. This course is designed for students who desire the skills necessary to create, edit, format, and print basic Microsoft Office Excel 2007 worksheets and manage and audit numerical reports. 
RATIONALE:

To become familiar with Microsoft Excel to use in the professional and/or personal realm. 
COURSE DELIVERY:

The course content will be presented through a blend of instructional methods which may include lecture, Internet, discussion, independent study, audio/video conferencing and videotape.

LEARNING OBJECTIVES/OUTCOMES:

Upon successful completion of this course, the student will be able to:
1. Produce Proper Documentation.  

Potential Elements of the Performance:  Create and print basic worksheets and workbooks.

2. Document Manipulation: 

Potential Elements of the Performance:  Edit, modify, and format basic worksheets.
3. Assess and Utilize various tools of MS Excel.

Potential Elements of the Performance:  Apply basic formulas and features such as charts and graphs into the worksheet.

4. Possess a Basic Understanding of Excel:  

Potential Elements of the Performance:  Complete basic level exercises provided in the textbook

TOPICS
1. Introducing Excel
2. Manipulating Items
3. Using Formulas
4. Formatting the Worksheet
5. Preparing to Print
6. Working with Charts
REQUIRED COURSE MATERIAL: (to be purchased by the learner)

MS Excel Level 1 by CCI Publishing.
978-1-55332-153-8

STUDENT EVALUATION

At the end of the semester, the student will receive a final report noting his/her progress in relation to the learning outcomes.  The student’s progress will be recorded using the following grades.

S - Satisfactory achievement in field /clinical placement or non-graded subject area.

U - Unsatisfactory achievement in field/clinical placement or non-graded subject area

Certificate:

Students who have successfully completed CED receive a college certificate for 

	Teaching Contact
	Laura Trunzo

	
	

	Academic Manager Signature
	“Laurie Poirier”


	NOTICE TO ALL STUDENTS:
	We urge you to retain this course outline for future reference. There is a charge for additional copies.



