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  (CLF443)   Topic:  SPREADSHEETS             
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  3   hours       1 & 2

___________________________________________________________________________

Topic Objectives:  Upon completion of this lesson the student will be able to:

         Learning Outcome #:

           (D-3)  -  Describe simple uses for spreadsheets.

           (D-3)  -  Use a spreadsheet to summarize one month of enterprise journal entries

         Special Materials and Equipment: Glossary CLF447

         Evaluation: Quiz or unit test and results of spreadsheet problem.

       ===============================================================

                     *** INSTRUCTORS PLEASE NOTE ***

       Portions of this topic go beyond the scope of the Basic Core and

       ABM Area Learning Outcomes B-1, 2 & 3 and are provided for

       enrichment only.

       ================================================================

TOPIC PRESENTATION:  SPREADSHEETS

A.  Spread sheet programs are used to organize and summarize numeric values.

    1.  They are like word processing software because you can edit, delete

        and modify.

    2.  They are different than word processing software because they work

        primarily with numeric information.

B.  It is like a large sheet of paper made of ROWS (horizontal) and

    COLUMNS (vertical) into which information may be entered.

    1.  The area where rows and columns intersect is called a CELL.
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    2.  The rows and columns are always labeled.

        a.  A variety of labeling schemes are used depending on the

            software.

    3.  Each cell can hold:

 
a.  text,

b.  a value, or

c.  a formula.

   4.  The formula can be:

       
a.  a simple calculation; or

b.  can refer to other cells,

            
1)  either by a name you give it, such as "Sales",

            
2)  or by the cell's row and column identifies (e.g. C1R3).

    5.  The value of one cell may depend on the value in other cells (one or

        more).  Because of this:

        a.  spreadsheets can be used for forecasting by doing "what if"

            examples.

            1)  This is done by changing values (how much you earn, how much

                it costs to buy an item, etc.) and SEEING what the

                mathematical result will be.

            2)  Changing the value in one cell IMMEDIATELY changes the

                values in all the other cells effected by the same formula

                (which the user generates).

            3)  Example


A
B
C

1
23
67
A1+B1 = C1

2
18
59
A2+B2 = C2

3
396.45
234.12
A3+B3 = C3

By changing any of the values in columns A and/or B the answer in column C will change immediately.

443.2

         _______________________________________________________

          ACTIVITY:

          Using a real or artificial situation, have students put

          one month of record book journal entries on a computer

          spread sheet using the following computer functions:

          keyboard operation, terminology, commands, calculations

          and printing.  Since the type of spread sheet used will

          depend on software, each instructor must tailor the

          instruction at this point to the materials at hand.

          _______________________________________________________
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