JCC OFFICIAL COURSE OUTLINE

Course number, title and credits; total time allocation

	Course Number
	CIS 121
	Credits
	3
	Title
	Microsoft Excel Comprehensive

	Lecture/Discussion
	45
	hrs/semester
	
	Lab
	
	hrs/semester
	
	Clinical
	
	hrs/semester


Catalog description and Pre- and Co-requisites (Same as taxonomy and catalog)
	Learn Microsoft Excel components: charts, creating workbooks, using drawing tools, formatting and auditing worksheets, functions, Internet and intranet documents, modifying and printing workbooks, ranges, database queries, importing and exporting data, macros, working with templates, and advanced workgroup functions.  

Prerequisites: ENG 085,* ENG 090* and MAT 020* or higher


Knowledge, skills and abilities Students Acquire from this Course (Educational Objectives)
	To learn the fundamentals of Microsoft Excel 2010

To learn practical procedures to create spreadsheets suitable for coursework, professional purposes, and personal use

To demonstrate expert level skills in Microsoft Excel 2010 for the Microsoft Certified Application Specialist exam


Associate Degree Outcomes Addressed in this Course (These must appear in course syllabus)

	ADO 7p Developing: Critical Thinking


Units/topics of Instruction
Topics include: Creating a worksheet and an embedded chart; formulas, functions, and formatting; what-if analysis, charting, and working with large worksheets; financial functions, data tables, and amortization schedules; creating, sorting, and querying a table; working with multiple worksheets and workbooks; creating templates, importing data, and working with SmartArt, images, and screen shots; working with trendlines, PivotTable reports, PivotChart reports, and slicers; formula auditing, data validation, and complex problem solving; using macros and Visual Basic for Applications (VBA) with Excel, and collaboration features for workbooks.

Instructional Techniques and Procedures
	Hands-on computer class exercises and homework projects for each chapter.  Hands-on tests and projects covering concepts learned.


Instructional Use of Computer or Other Technology

	Smart classroom projection for demonstration and computer lab usage for independent practice and exploration.


Instructional Materials and Costs to Students

	Textbook and access to Microsoft Office software program


Skills and abilities students should bring to the course
	
	 FORMCHECKBOX 

	a limited amount of material
	
	 FORMCHECKBOX 

	basic, pre-algebraic problems

	Able to read
	 FORMCHECKBOX 

	an average amount of material
	Able to compute
	 FORMCHECKBOX 

	simple algebraic problems

	
	 FORMCHECKBOX 

	an above average amount of material
	
	 FORMCHECKBOX 

	higher order mathematical problems

	
	 FORMCHECKBOX 

	relatively easy material
	
	 FORMCHECKBOX 

	short compositions

	Able to read
	 FORMCHECKBOX 

	moderately difficult material
	Able to write
	 FORMCHECKBOX 

	medium length compositions

	
	 FORMCHECKBOX 

	technical or sophisticated material
	
	 FORMCHECKBOX 

	lengthy compositions

	
	 FORMCHECKBOX 

	keyboard skills/familiar with computer
	
	 FORMCHECKBOX 

	

	Able to use
	 FORMCHECKBOX 

	computer application
	Other necessary
	 FORMCHECKBOX 

	     

	technology
	 FORMCHECKBOX 

	web navigation
	abilities
	 FORMCHECKBOX 

	


The course is usually scheduled
	Day:
	 FORMCHECKBOX 

	Fall
	 FORMCHECKBOX 

	Winter
	
	X Spring

	
	
	
	
	
	
	

	Evening:
	 FORMCHECKBOX 

	Fall
	 FORMCHECKBOX 

	Winter
	
	X Spring
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	Approved by Curriculum Committee
	
	Date        
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