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Spreadsheet Applications involves the use of electronic worksheets used to perform business calculations. This course will apply keying, typography, layout and design skills in designing worksheets, writing formulas, analyzing data, charting data, and managing data. Team development will also be stressed as students work on spreadsheet project(s). Student Proficiency may lead to software certification.

Recommended Prerequisite: Keyboarding 
Suggested Prerequisite: 
Computer Applications

Recommended Grades: 10, 11, 12

Recommended Credit: ½ Credit

Standard: 1.0


The student will operate the electronic spreadsheet software and create and manipulate a basic worksheet.

Standard 2.0


The student will research and apply knowledge of ethical and legal issues within the industry. 

Standard 3.0

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

Standard: 4.0


The student will create and enter formulas and format a spreadsheet.

Standard: 5.0


The student will apply spreadsheet enhancement skills.

Standard: 6.0


The student will use special functions to perform special calculations.

Standard: 7.0


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

Standard 8.0


The student will develop and demonstrate human relations, self-management, organizational and professional leadership skills.

Course Description


Spreadsheet Applications involves the use of electronic worksheets used to perform business calculations. This course will apply keying, typography, layout and design skills in designing worksheets, writing formulas, analyzing data, charting data, and managing data. Team development will also be stressed as students work on spreadsheet project(s). Student Proficiency may lead to software certification. (This course requires a computerized workstation for required for each student with spreadsheet software.)

Standard: 1.0


The student will operate the electronic spreadsheet software and create and manipulate a basic worksheet.

Learning Expectations

The student will:


1.1
Relate vocabulary terms specific to spreadsheet applications.


1.2
Utilize different types of cell entries and editing features.


1.3
Format cells, rows and columns.


1.4
Perform document maintenance functions.


1.5
Plan and create a customized worksheet.
Student Performance Indicators: Evidence Standard is Met

The student:

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

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

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

· Opens, saves, prints and closes a spreadsheet.

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

Sample Performance Task


Prepare a spreadsheet illustrating the number of students participating in a fundraiser. Include each student’s name, the number of items sold, cost of each item and the total amount sold. Calculate the net profit and the percentage of sales for which each student is responsible.

Integration/Linkages


SCANS (The Secretary's Commission on Achieving Necessary Skills), National Standards for Business Education, Policy Commission for Business and Economic Education, Future Business Leaders of America, Delta Pi Epsilon, Industry Standards, Business Finance, Mathematics, Computer Science and Language Arts

Standard 2.0

The student will research and apply knowledge of ethical and legal issues within the industry. 

Learning Expectations

The student will: 

2.1
Demonstrate work ethics that include integrity, honesty, loyalty, and perseverance that meet industry standards.

2.2
Research benefits and consequences resulting from the practice of business ethics.

2.3
Comprehend copyright laws and their applications to text, visual art, design, music, and photography.

2.4
Research legal responsibilities associated with the use of the Internet as required by federal and state government agencies.
Student Performance Indicators: Evidence Standard is Met 

The student:

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

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

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

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

· Demonstrates legal responsibilities using the Internet.

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

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

Sample Performance Task


Design and produce a brochure on legal and ethical issues to include: issues and penalties for plagiarism, copied data with permission and the process used in obtaining permission. Obtain formal permission for use of copy write data. 

 Integration/Linkages

All subject areas, SCANS, National Standards for Business Education, Policy Commission for Business and Economic Education, National Science Education Standards, National Math Standards, National Language Arts Skills Standards, National Educational Technology Standards (NETS), Data Processing Management Association (DPMA), and International Association of Administrative Professionals (IAAP), Gateway Algebra I, and Gateway English II 

Standard 3.0

The student will research and apply typography, layout, design, and composition concepts and guidelines for preparation of multi-page, multi-feature project.

Learning Expectations

The student will:


3.1
Analyze composition processes.


3.2
Analyze principles of typography.


3.3
Set formatting styles and apply typographical commands to text.


3.4
Evaluate the effectiveness of typography in publications.


3.5
Contrast and compare the typography from at least two print sources:


a.
composition techniques


b.
different typestyles


c.
different types of justification


3.6
Analyze layout principles.


3.7
Analyze principles of design, including


a.
special effects techniques


b.
thumbnail sketches


c.
guides, rulers, scales, menus, pallets


d.
text alignment, elements positioning, rules of page design for printed text;


e.
margins, gutters, tabs, letter spacing, tracking, leading and headings;


f.
columnar grid setup;


g.
style formulation;


h.
master page construction; and


i.
spot color and process color to text and graphics.


3.8
Illustrate gradiations in shapes and blend colors.


3.9
Illustrate methods of importing and exporting text and graphics.

Student Performance Indicators: Evidence Standard is Met 

The student:

· Prepares a layout using typography specifications.

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

· Applies spot color to graphics and text.

· Applies typographical commands to text.

· Rotates text and graphics. (Gateway Algebra 5.0)

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

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

Sample Performance Task

· Have students illustrate at least three font technologies, using different backgrounds. Compare and contrast the typography of each. 

· Designs, creates, charts, and analyzing data of various projects, i.e., financial report and  membership increases or decreases in the Future Business Leaders of America Chapter and athletic wins and loses comparing at least two years of data. 

Integration/Linkages

· All subject areas, SCANS, National Standards for Business Education, Policy Commission for Business and Economic Education, National Language Arts Skills Standards, National Educational Technology Standards (NETS), Data Processing Management Association (DPMA), and International Association of Administrative Professionals (IAAP), Future Business Leaders of America, Gateway Algebra I Gateway English II

Standard: 4.0


The student will create and enter formulas and format a spreadsheet.

Learning Expectations
The student will:


4.1
Create formulas to perform spreadsheet calculations.


4.2
Apply font attribute changes to text and values in a spreadsheet.


4.3
Use the fill alignment function.


4.4
Add a group of values in a range.


4.5
Revise values formats in cells.

Student Performance Indicators: Evidence Standard is Met

The student:

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

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

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

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

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

· Changes the number format and appearance of values.

Sample Performance Task


Create a table. Revise the format of all applicable values to include percentages and currency. Print the table. Revise the number of decimal places and print again.

Integration/Linkages


SCANS (The Secretary's Commission on Achieving Necessary Skills), National Standards for Business Education, Policy Commission for Business and Economic Education, Future Business Leaders of America, Delta Pi Epsilon, Industry Standards Business Finance, Mathematics, Computer Science and Language Arts
Standard: 5.0


The student will apply spreadsheet enhancement skills.

Learning Expectations

The student will:


5.1
Design and create spreadsheets using special functions to enhance the worksheet.

Student Performance Indicators: Evidence Standard is Met

The student:

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

· Copies and moves formulas. 

· Changes formulas from relative to absolute references as needed.

· Inserts and deletes columns and rows.

· Applies automatic formatting to ranges.

· Applies the fill feature to create a series.

Sample Performance Task


Students will plan and create a spreadsheet by entering a hypothetical sample class schedule and grades. Using imaginary student grades and test scores, calculate the average for each student and overall average for each class.

Integration/Linkages


SCANS (The Secretary's Commission on Achieving Necessary Skills), National Standards for Business Education, Policy Commission for Business and Economic Education, Future Business Leaders of America, Delta Pi Epsilon, Industry Standards, Business Finance, Mathematics, Computer Science and Language Arts

Standard: 6.0


The student will use special functions to perform special calculations.

Learning Expectations

The student will:


6.1
Use special calculation functions to generate an electronic worksheet.

Student Performance Indicators: Evidence Standard is Met

The student:

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

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

Sample Performance Task


Plan and create a spreadsheet using one of your school's athletic team game schedules and game scores. Using special functions determine the following: total points scored for the season, lowest and highest scoring games, the number of games played and the average points scored per game.

Integration/Linkages


SCANS (The Secretary's Commission on Achieving Necessary Skills), National Standards for Business Education, Policy Commission for Business and Economic Education, Future Business Leaders of America, Delta Pi Epsilon, Industry Standards, Business Finance, Mathematics, Computer Science and Language Arts 

Standard: 7.0


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

Learning Expectations

The student will:


7.1
Preview, proofread and edit the spreadsheet before printing.


7.2
Print spreadsheets using various page setups.


7.3
Develop spreadsheets while using graphs.

Student Performance Indicators: Evidence Standard is Met

The students:

· Adjusts page setup for landscape or portrait layout.

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

· Proof and edit the document.

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

· Uses print scaling options (shrink to fit).

· Inserts headers and footers in a spreadsheet.

· Creates bar, line, pie, multiple line, XY graphs and charts.

Sample Performance Task


Plan and create a personal budget using the following data: income (allowance or earnings), expenses (food, education, clothing, entertainment, personal items, transportation, savings, gifts and contributions, miscellaneous). Calculate the percentage of income that is spent on each item. Print a spreadsheet with gridlines and a header and footer in landscape mode. Print a graph or chart using the same data.

Integration/Linkages


SCANS (The Secretary's Commission on Achieving Necessary Skills), National Standards for Business Education, Policy Commission for Business and Economic Education, Future Business Leaders of America, Delta Pi Epsilon, Industry Standards, Business Finance, Mathematics, Computer Science and Language Arts

Standard: 8.0


The student will develop and demonstrate human relations, self-management, organizational and professional leadership skills.

Learning Expectations

The student will:


8.1
Demonstrate self-initiative through group projects.


8.2
Examine the value of leadership skills and confidence through personal reflection.


8.3
Examine the value of leadership skills.


8.4
Illustrate image-building and public relations techniques.


8.5
Assess decision-making skills.


8.6
Demonstrate effective teamwork and critical analysis applying conflict resolution techniques.


8.7
Demonstrate parliamentary procedure skills through group activities.


8.8
Analyze the goals and apply the principles of Future Business Leaders of America.

Student Performance Indicators: Evidence Standard is Met

The student:

· Analyzes leadership and confidence through professional development activities 

· 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.

· Applies effective image-building and public relations techniques.

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

· Organizes and manages a team presentation on leadership.

· Practices parliamentary procedure skills through group activities.

· Organizes and manages a team to prepare a multi-page report on five outstanding leaders and their leadership attributes applying typography and layout and design concepts.

· Participates in Future Business Leaders of America.

Sample Performance Task


Students will prepare a budget for the local Future Business Leaders of America chapter on an electronic spreadsheet. They will use spreadsheet enhancement features and prepare charts to illustrate the data. Then they will prepare a budget and a treasurer’s report to be presented in a vocational student organization meeting.
Integration/Linkages


SCANS (The Secretary's Commission on Achieving Necessary Skills), National Standards for Business Education, Policy Commission for Business and Economic Education, Future Business Leaders of America, Delta Pi Epsilon, Industry Standards, Business Finance, Mathematics, Computer Science and Language Arts[image: image1.png]
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