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IS-3

SPREADSHEETS

Spring 2006

Instructor: Randy Welk

Welkrc@aol.com
randy.welk@reedleycollege.edu
Section 71036

Meetings April 6, April 20, April 27, 2006

4:00 – 6:25 PM

Dinuba Vocational Center Room 107

PURPOSE
This eight-hour course will cover creating, editing, formatting, and printing documents. The primary goal of this course is to provide a survey of the basic elements of the 

Microsoft Excel Spreadsheet.

REQUIRED MATERIALS
 2 Floppy Disks

 Writing Instrument

 Notebook

ASSIGNMENTS

A. Getting Started. 

B. Using the Help Function

C. Creating Worksheets/Workbooks

D. Editing Techniques

E. Formatting Techniques

F. Formulas and Functions

G. Page Layout/Printing

H. Additional Selected Exercises

GRADING

     Credit/No Credit Only
     Assignments
100 points

     Final Exam

100 points


     Total Possible
200 points

Must earn 140 points or more to receive credit for this course.

OTHER

All hourly sessions are mandatory.

Refer to the college catalog for additional guidelines.

Attendance is required. If a student needs to miss any part of a class session, the student must contact the instructor to receive make up work to complete before the next session. Any student missing the last session will not receive credit for this course.

Accommodations for Students with Disabilities:

If you have a verified need for an academic accommodation or materials in alternate media (i.e., Braille, large print, electronic text, etc.) per the Americans with Disabilities Act (ADA) or Section 504 of the rehabilitation Act, please notify me as soon as possible. Reasonable efforts will be made to accommodate your special needs.
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