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GENERAL EDUCATION COURSE PROPOSAL


WEBER STATE UNIVERSITY


COMPUTER AND INFORMATION LITERACY
Requirement(s) (check all that apply): 
___ _Part A: Word Processing



_____Part B: Operating Systems, E-mail, and Graphic Presentations



_X __Part C: Spreadsheets



_____Part D: Information Literacy (Library and Internet Research Skills)

Date:
___September 7, 2011_________              _______________

College: __COAST_________________               _______________



Department:
 __Telecommunications & Business Education     

  
Catalog Abbreviation: ________TBE___________

Catalog Title: ____Introduction to Spreadsheets (1)________________

Course Number: ___1703_____________________


Credit Hours: ___1____

 SEQ CHAPTER \h \r 1Substantive: ______




New: ______


   

Revised: ______ 

Renewal __X___

Effective Date _________
Course description as you want it to appear in the catalog:

TBE TA1703.  Introduction to Spreadsheets (1) Su, F, Sp
Basic components of spreadsheets for creating, manipulating, and applying formulas and creating graphs.  Keyboarding 25 wpm recommended

COMPUTER & INFORMATION LITERACY GENERAL EDUCATION MISSION STATEMENT 
The Weber State University Computer and Information Literacy (CIL) requirement provides students with the ability to use computers, the Internet, and library resources.  Specifically it provides students with skills and knowledge to input, format, find, identify, retrieve, analyze, and evaluate information to support academic success and lifelong learning.

Course Title:___Introduction to Spreadsheets__________________________

Department:__Telecommunications & Business Education   _________________
Provide justifications in Sections A-D for each of the CIL Part Requirements checked above.
A. Justification for Course Covering CIL Part C Requirement: Spreadsheets. 

Part C Core Competencies:

C1. Format and edit spreadsheets, retrieve spreadsheets, spell check spreadsheets, and save/print spreadsheets. 

C2. Create and enter data, add/erase data cells, use absolute cell references, create column/row labels, adjust column width, format data.

C3. Enter/copy functions and formulas such as AVG, IF, MAX, MIN, PMT, SUM, Know basic formulas for percentages and markup.

C4. Create graphs. 

Describe how the course prepares students to successfully complete tasks related to Word Processing.  Cite specific lecture topics, written assignments, and/or lab projects that address each of the core competencies listed above. Refer to your attached syllabus as needed.
Core competencies Coverage:

The TBE 1703 course is taught using Microsoft Excel software.  This one-credit-hour course is an individualized course using online teaching format running on the Canvas Learning Management System.  The textbook used is in individualized learning format so there is no lecture with this course.  Each chapter of the text provides step-by-step instructions on performing spreadsheet tasks and practice problems covering those same tasks. Written instructions are given with some assignments in addition to textbook instructions so all objectives of the course are covered. (See course syllabus and course outline for objectives.) Printing is taught in the first chapter of the text while the course is designed to be paperless.
The individualized material—textbook and online material—covers all of the core competencies previously listed.
Every core competency listed previously in C1, C2, C3, and C4 is required in Assignment 5.
The final production exam also covers all of the competency functions, C1 through C4.

	Spreadsheet 
Core Competencies

	Assignment 1
	Assignment 2
	Assignment 3
	Assignment 4
	Assignment 6
	Final 
Exam

	 
	Format 
	yes
	yes
	yes
	yes
	yes
	yes

	C1
	Edit
	yes
	yes
	yes
	yes
	yes
	yes

	 
	Retrieve
	yes
	yes
	yes 
	yes
	yes
	yes

	 
	Spell check
	 yes
	yes
	yes
	yes
	yes
	yes

	
	Save
	yes
	Yes
	Yes
	yes
	yes
	yes

	
	Print
	
	
	
	
	yes
	yes

	 
	Create new spreadsheet
	yes
	 
	
	
	
	

	 
	Enter data
	yes 
	yes
	yes
	yes
	yes
	yes

	 
	Add/Delete data and cells
	yes
	yes
	yes
	yes
	yes
	yes

	 
	Absolute cell reference
	
	
	yes
	yes
	yes
	yes

	C2
	Add column/row labels
	 yes
	yes
	yes
	yes
	yes
	yes

	 
	Adjust column width
	yes
	yes
	 yes
	yes
	yes
	yes

	 
	Format data
	yes
	yes
	ye 
	yes
	yes
	yes

	 
	Construct basic formulas      to add, subtract, multiply and divide
	 yes
	yes
	yes
	yes
	yes
	yes

	 
	AVE
	yes
	yes
	
	
	yes
	yes

	C3
	MAX
	 
	yes
	
	
	yes
	yes

	 
	MIN
	 
	yes
	
	
	yes
	yes

	 
	IF
	
	 
	yes
	yes
	yes
	yes

	 
	PMT
	yes
	yes
	yes
	
	yes
	yes

	
	Percentages
	
	
	yes
	
	yes
	yes

	
	Markup
	
	
	
	
	
	

	C4
	Create graphs
	 yes
	yes
	yes
	yes
	yes
	yes

	
	
	
	
	
	
	
	


TBE 1703 Course assignments:
Assignment 1 has students create a spreadsheet that projects a college students resources (income) and expenses for the freshman through senior years.  Two pie charts are constructed to illustrate the resources and expenses.
Assignment 2 has students create a spreadsheet that calculates customer account balances. A horizontal bar chart is constructed to show the new account balances

Assignment 3 has students create a spreadsheet and chart that calculates indirect expense allocations for departments of a nonprofit organization. Absolute cell reference and the IF function are used in this assignment.
Assignment 4 has students create a mortgage amortization schedule.  The PMT function is used in this assignment.

Assignment 5 is the practice production test in which students create a spreadsheet and two charts that summarize a stock club’s current stock holdings. They calculate the initial cost of shares and current value for shares.  Then they calculate the dollar and percent gain/loss.
Assignment 6 is a chitester multiple choice, true/false questions assignment covering knowledge of spreadsheets.  The assignment is repeatable so that students can study and redo the assignment until they receive a grade they are satisfied with—many work for 100 percent.
Attached are copies of the assignment keys—finished assignments for assignment 1, 2, 3, 4, and 6.
Also attached are copies of the Syllabus, the Course Outline, information covering the sampling of pretest results given this semester, a list of concurrent enrollment courses aligned with an elective high school course—Computer Tech II.
COMPLETE THE FOLLOWING
1.
Has this proposal been discussed with and approved by the department?

   Yes

2.
List those general education courses in other departments with similar subject matter and explain how this course differs.


IST TE 2010 meets competency for parts A, B, and C of Computer and Literacy, by having the prerequisite:  TBE TE 1700 or equivalent knowledge.


The IST TE 2010 course “. . . covers computer competencies students will use in their business functional and cross-functional core courses, using more complex features of desktop software.”

3.
If the proposed new general education course affects course requirements or enrollments in other departments, list the departments and programs involved and attach comments from each.


NA   This is not a new general education course.

4.
Attach a syllabus of the course.  Include the number of contact hours per week and the format of these hours (e.g., lecture, lab, field trip, etc.).

Syllabus and Course Outlines are attached. 

New Courses Only: 

5.
Discuss how you will assess student learning outcomes associated with this course

Current General Education Courses and Existing Courses Seeking General Education Status:
6.
Discuss how you have assessed the applicable or identified student learning outcomes associated with this course.

Attached is a spreadsheet and a chart of calculated spreadsheet data based on this semesters pretest given to all section of TBE 1700.  The final exam which covers all competency areas, C1 through C4, provides results of average student learning. 
7.
How has this assessment information been used to improve student learning?

When groups of students score low in a given concept area, more emphasis is placed on teaching and assignment areas to improve conceptual understanding and application.
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TELECOMMUNICATIONS & BUSINESS EDUCATION DEPARTMENT

COLLEGE OF APPLIED SCIENCE AND TECHNOLOGY

WEBER STATE UNIVERSITY

COURSE OUTLINE

	COURSE

TBE 1703


	COURSE TITLE

Introduction to Spreadsheets
	LECTURE HRS.

PER WEEK

None
	LAB OR DISC. HRS PER WEEK

30 per semester
	CREDIT HRS.

1 hour

	PREREQUISITES

None, Keyboarding 40 wpm recommended
	OUTLINE PREPARED BY

Laura MacLeod
	DATE OF PREPARATION

September 14, 2011

	COURSE DESCRIPTION

TBE TC 1703  Introduction to Spreadsheets (1)

Basic components of spreadsheets for creating, manipulating, and applying formulas and creating graphs.

COURSE OBJECTIVES

At the completion of this course, the students will be able to perform the operations listed below using a spreadsheet software program (i.e., Microsoft Excel) with 70 percent accuracy:

	TOPICS COVERED
	APPROX. DAYS ALLOTTED

	           Upon completion of  this unit, the student will be able to complete the following objectives with at least 70 percent accuracy:

1. Define basic spreadsheet terms and concepts
2. Identify the parts of the Excel window and various menu and dialog box options
3. Start Excel, open a workbook, move around and type entries, save and close the workbook
4. Perform edit functions such as changing data, inserting, deleting columns and rows, and copying, and moving cell contents.
5. Preview a spreadsheet and print it using several print options
6. Use the Help feature to answer questions

7. Use formulas and functions in spreadsheets to perform calculations

a. Use functions (AVG, MAX, MIN, PMT) to perform calculations

b. Use absolute and mixed cell references in a formula

c. Work with Amortization schedules

d. Use the IF function to perform logical tests on data

e. Use goal seeking to answer What If questions


	

	8. Improve the format of a spreadsheet

a. Assign theme, number, and cell styles

b. Adjust column width and row height

c. Add a border or fill color to cells

d. Format column and row headings

e. Set up conditional formatting to format cell contents

9. Practice various time-saving and workbook management devices

a.  Techniques for moving around a spreadsheet

b. Selection methods

c. Formula troubleshooting (Range Finder)
d. Freeze panes

10. Create various charts from spreadsheet data


	

	Textbook: 

Shelly, Gary B.; and Vermaat, Misty E.  Microsoft Office 2010, Custom Textbook, Weber State University, Cengage Learning, Mason, OH, 2011.


	PUBLISHER

Cengage Learning

5191 Natorp Boulevard

Mason, OH   45040



	ADDITIONAL REFERENCES OR INSTRUCTIONAL MATERIALS

Must provide a USB Flash Drive (Storage Device) for student use.



	OUTSIDE STUDENT PROJECTS OR ASSIGNMENTS (OTHER THAN TEXT READING)

End-of-chapter and online assignments



	LIBRARY ASSIGNMENTS

None



	A-V AIDS USED (O/H PROJECION, FILMS, TAPES, ETC.)

Constant use of personal computers and software, PowerPoint presentations to summarize content, videos to demonstrate software steps.  



	SPECIAL ACTIVITIES (GUEST SPEAKERS, FIELD TRIPS, ETC.)

Course taught using WebCT, Blackboard or Canvas, whether taken as an online course or as an individualized course.




SPECIAL COMMENTS

Grades are computed from six homework assignments, an objective test, and a production test.

TBE 1703 Introduction to Spreadsheets

Online Course Syllabus

Dr. Laura MacLeod

Telecommunications and Business Education Department 

Weber State University

Introduction

Welcome to the Telecommunications and Business Education (TBE) Introduction to Spreadsheets course. This is a lab class so no scheduled class sessions are held. You can work at home or in the TBE Lab, which is located in Elizabeth Hall, Room 311. The material and assignments for the course are accessed from the Blackboard Learning System. You may want to visit the TBE lab for an orientation to the Blackboard Learning System.

Objectives

Electronic spreadsheets are commonly used to make important decisions with the help of financial, statistical, and other numeric data. They are used to track sales in stores, help manage inventory, calculate employee working hours, create a personal budget, and make decisions concerning the purchase of a house or car.

At the completion of this course, you will be able to use Microsoft Excel 2007 software to perform the following operations with at least 70 percent accuracy:

* Define basic spreadsheet terms and concepts.

* Identify the parts of the Excel window and various menu and dialog box options.

* Start Excel; open a workbook, move around and type entries; save and close the workbook.

* Perform edit functions such as inserting, deleting, copying, and moving.

* Preview a spreadsheet and print it using several print options.

* Use the Help feature to answer questions yourself.

* Use formulas and functions in spreadsheets to perform calculations.

* Improve the format of a spreadsheet.

* Practice various time-saving and workbook management devices.

* Create charts from spreadsheet data.

Assignments

There are 6 graded assignments and 2 tests for the course. You will complete a homework assignment at the end of each of the four textbook chapters. When you have completed the four chapter homework assignments, you are ready to take the two practice tests and then the real production and objective tests. A practice production test is provided as homework assignment #5 to prepare you for the production test. Also, a practice chitester test is provided as homework assignment #6 to help you review for the Chitester objective test. Click on the Assignments and Tests Links from the class home page to gather all the required information about the assignments and tests.

Due dates are provided on the calendar for each assignment. A late penalty of 10% is applied to any assignment not submitted by the calendar due date. The final due date (cutoff date) for the six homework assignments is Friday, November 28 at 11:59 PM. The website assignment windows will not allow attachments past the cutoff date. Any files sent through email after the final due date will not be graded. The two tests must be taken by Monday Monday, December 5 when the lab closes.

Homework should be submitted as you complete each chapter. Those of you who are taking all three TBE classes this semester - TBE 1701, 1702, and 1703 - will do TBE 1703 last. You will begin with TBE 1701 Word, followed by TBE 1702 Windows and PowerPoint, and then 1703 Excel. Note that the first homework assignment is due November 3. Those of you who are only taking TBE 1703 Can start the course earlier if you'd like.

Go to the website calendar to see the due dates for the assignments and tests. Assignments should be submitted by clicking on the Assignments Folder and then the Assignment # Link from the Blackboard class homepage. Add a submission note and then click on the Add Attachment Button to select your assignment document from your computer.

Please do not send homework to my Groupwise or Wildcat email account. Also, don't use the Blackboard email to submit an assignment. If the submission popup windows are not coming up on your computer or an error message occurs, you probably need to "tune up your browser" so that it will function properly in Blackboard. You can go to internet address: wsuonline.weber.edu/tuneup for instructions that walk you through the tuneup process very clearly. You can also call ext. 6499 during the day and ext. 7777 in the evening for assistance in tuning up your home computer for Blackboard usage.

Grading

Grading will be based on the total possible points for six homework assignments and two tests weighted as follows:

Chitester Objective Exam - 20 Percent

Production Exam - 60 Percent

Homework - 20 Percent

Percentages will be converted to grades as follows:

A 100-95; A- 94-90; B+ 89-87; B 86-83; B- 82-80

C+ 79-77; C 76-73; C-72-70; D+ 69-67; D 66-63; D-62-60; E 59-0

Keys are provided for the homework which help students feel more confident that they have done what was expected of an assignment. However, the formulas are an important grading criterion for the Excel assignments and they are not provided in the key. That would be a little too generous! Be sure to check the keys before you submit your homework because you can only submit an assignment once.

Incompletes will be given sparingly, especially for an introductory one-credit course. So do not procrastinate! Only in extreme cases, such as a student victim of a lengthy sickness, will an incomplete be given. The grade of UW, unofficial withdrawal, will be given to students who stay enrolled in the class but do not complete either of the two tests. With a UW, the class is listed on your transcript with zero credit hours earned. Obviously, this will hurt your calculated grade point average for that semester. However, you have the opportunity to complete the course the following semester to substitute the UW with the grade earned.

TBE Lab

You must go to the TBE Lab to take the chitester test and production test. See the Tests folder for testing procedures and guidelines for studying. You can complete your homework on your home computer, or you can go to the TBE Lab. Lab aides are available in this lab who are familiar with the TBE 1703 assignments and can assist you. Go to the TBE Lab Website to find the lab hours and days the lab will be closed for the current semester:

Supplies

Textbook: Purchase the following textbook for the course: MS Office 2010 Custom WSU Check for the following ISBN number: 978-1-1117-7532-2. You will use this book for all three computer literacy courses - TBE 1701, 1702, and 1703.

Software: This course is set up for completion with the Microsoft Excel 2010 program. You will not be able to complete all of the assignment steps with an earlier version of the software. The software is not included with your textbook. You can purchase the Microsoft Office Suite 2010 at the bookstore for $89 or just Excel 2010 for $46. Another option is to visit the TBE Lab to complete the assignments.

Storage Media: You will submit assignments online through the Blackboard Learning System, but you will want to save work in progress and a backup copy to some form of storage media. This is your choice when working on your home computer. If you work on your assignments in the TBE Lab you will need to save your work to a jump drive.

The TBE Lab will provide a USB jump drive when you visit the lab to take your production test. To submit assignments from home, you will need internet and e-mail capability. It would also be helpful if you have a printer. Printouts of assignments are not submitted, but you will need to know how to print a spreadsheet and chart for the production test.

Policies

Cheating/Plagiarism: Cheating on assignments or tests will not be tolerated. All work must be your own. Anyone who is caught cheating will be assigned a failing grade for that assignment. You can visit the TBE Lab for assistance with an assignment. You can ask another student, a friend, or spouse questions about an assignment. You can even ask them to demonstrate certain features of the software using one of the textbook exercise files. But in the end you need to be the one that completes the steps in your Excel spreadsheet.

Email Policy: Please use the internal e-mail system available on the course website for your routine communications with me relative to course issues. To send an email through the course website click on the Mail icon under the Course Tools. Press the Create Message Button and then press the Browse for Recipients Button. My name is listed in alphabetical order with the students in the class. Please allow 24 hours response time from your instructor during week days. However, I don't make any promises that I'll get to your emails on the weekend. Therefore, if you send me an email Friday, Saturday, or Sunday it could be Monday before I'll reply to it. Refer to the Blackboard Instructor link for additional contact information and office hours.

Accommodations for Students with Disabilities: Any student requiring accommodations or services due to a disability must contact Services for Students with Disabilities (SSD). The phone numbers for the disabilities office are: Voice: 801.626.6413 and TDD: 801.626.7283.

Getting Started

First, access the Tests folder from the Blackboard class homepage and click on the Test Preparation and the Testing Procedures Links to learn more about the two tests you will be required to take and where/when you can take them. Then, access the Assignments Link so you will understand how to complete and submit the six Excel assignments.

After you have read all of the links to the class webpage, open your textbook to page OFF 46 - 52 for an overview of the Excel software. On page OFF 48 you will find an illustration of the parts of the Excel window. Watch the following two videos in the Blackboard Movies folder: Excel Menu Options and Chapter1 Highlights. Then go to the first chapter of Excel titled Creating a Worksheet and an Embedded Chart. Note that the objectives of the chapter are listed on the opening page. You will create your first worksheet for Save Sable River Foundation by following the steps starting on page EX 6.

Read the chapter pages carefully as each chapter provides clear objectives; explains the importance of a skill, procedure, or command; and leads through the skill using a step-by-step example. The textbook has lots of information on each page. Note the Other Ways, Q&A, and BTW sidebar boxes for more in-depth information on some Excel features.

You should complete each activity of a lesson step by step as instructed on each page. These activities give you practice in learning the concepts taught in each chapter and help to prepare you for the production test. At the end of each chapter you will find several sections that will help you prepare for the objective and production tests. A list of skills you should have learned in the project is given in the Chapter Summary. The Learn It Online section of each project describes several activities such as flash cards, crossword puzzles, additional practice tests, and wheel of terms provided on the textbook website to reinforce what you have learned in the project.

The remainder of the project includes lab exercises and cases that you can complete for further practice. You will complete one of the In the Lab exercises at the end of each project as a homework assignment. When you have read through the pages of Chapter 1 and completed the Save Sable River Foundation spreadsheet and chart, click on the Assignment #1 Link from the Blackboard class homepage. Here you will see the instructions for the Chapter 1 assignment and a key to its answer.

You do not need any files to complete the steps of the first chapter or the assigned homework. You enter the data yourself starting with a blank worksheet. When you have the first homework assignment completed, go back to the Blackboard class website and go into the Assignments folder and click on the Assignment #1 Link. Provide a submission note and browse to select your assignment file from your computer. Be sure to submit your homework through the Assignment Link rather than through regular email. This will help to keep me organized and make sure your assignments get graded and recorded correctly. So go ahead and get started - good luck!

