Instructor Guide

INSTITUTION: 		Linn Benton Community College

COURSE TITLE:		Introduction to Business

COURSE NUMBER: 	BA 101 – Credit Unit 1 (3 Modules) 

TEXTBOOK: 		Flat World Digital All Access Pass Exploring Business, v. 2.0 by Karen Collins

Module 1:
	CONTENT:
	INSTRUCTOR NOTES:

	Lecture Materials: Getting Started
	One:
Excel 2013 is a spreadsheet program that allows you to store, organize, and analyze information. Understanding how to efficiently use Excel will be important to your success. This website link will walk you through Excel instruction.  Make sure you review the video and all 6 pages. 

See: Getting Started with Excel

Two: 
Excel files are called workbooks. This website link will walk you through understanding workbooks. Review the video and all 4 pages.

See: Creating and Opening Workbooks

Three: 
It is important to know how to save, edit, and access your workbooks. Review the 5 pages of Saving and Sharing Workbooks to ensure that you know what is necessary to work efficiently with your workbooks.

See: Saving and Sharing Workbooks


	Activity: Basics Part 1
	At the end of Credit Unit 1, you will be required to demonstrate what you have learned about Excel. You are encouraged to complete the following Activities in preparation for that Credit Unit Assessment on Excel. If you do these in order, it is good practice for what you will experience in your Credit Unit Assessment.

See: Getting Started With Excel Challenge Activity
See: Creating and Opening Workbooks Activity
See: Saving and Sharing Workbooks Challenge Activity


	Self-check: (CU1 M1) Intro to Excel
	5 multiple choice questions. Unlimited attempts and no time limit. 

See Document: Self-check CU1 M1 Intro to Excel

	Lecture Materials: (CU1 M1) Learning Cells
	One: 
Cells are the basic building blocks of a worksheet. You'll need to know the basics of cells and cell content to calculate, analyze, and organize data in Excel.  Make sure you review the video and all 6 pages.

See: Cell Basics

Two:
Excel allows you to modify column width and row height in different ways, including wrapping text and merging cells. Review the video and all 7 pages.

See: Modifying Columns, Rows, and Cells

Three:
Basic formatting can customize the look and feel of your workbook, allowing you to draw attention to specific sections and making your content easier to view and understand. Review the 6 pages to ensure that you know what is necessary to work efficiently with your workbooks.

See: Formatting Cells


	Activity: (CU1 M1) Basics Part 2
	At the end of Credit Unit 1, you will be required to demonstrate what you have learned about Excel. You are encouraged to complete the following Activities in preparation for that Credit Unit Assessment on Excel. If you do these in order, it is good practice for what you will experience in your Credit Unit Assessment.

See: Cell Basics Challenge Activity
See: Modifying Columns, Rows, and Cells Challenge Activity
See: Formatting Cells Challenge Activity


	Self-check: (CU1 M1) Learning Cells
	5 multiple choice questions. Unlimited attempts and no time limit. 

See Document: Self-check CU1 M1 Learning Cells


	Lecture Materials: (CU1 M1) Worksheet and Workbook Basics
	One: 
Every workbook contains at least one worksheet, but when working with a large amount of data, you can create multiple worksheets to help organize your workbook and make it easier to find content. Review the video and the 4 pages.

See: Worksheet Basics

Two: 
Commands let you control the way your content will appear on a printed page, including the page orientation and margin size.  Review the video and all 4 pages in the exercise so that you can find out all the tips and tricks.

See: Page Layout

Three: 
What about printing?  That has got to be important, right?  Review the 4 pages of to ensure that you know what is necessary to work efficiently with your workbooks.

See: Printing Workbooks


	Activity: (CU1 M1) Basics Part 3
	At the end of Credit Unit 5, you will be required to demonstrate what you have learned about Excel. You are encouraged to complete the following Activities in preparation for that Credit Unit Assessment on Excel. If you do these in order, it is good practice for what you will experience in your Credit Unit Assessment.

See: Worksheet Basics Challenge Activity
See: Page Layout Challenge Activity
See: Printing Workbooks Challenge Activity


	Self-check: (CU1 M1) Worksheet and Workbook Basics
	5 multiple choice questions. Unlimited attempts and no time limit.

See Document: Self-check CU1 M1 Worksheet and Workbook Basics




Module 2: 
	CONTENT:
	INSTRUCTOR NOTES:

	Module Introduction: (CU1 M2) Formulas, Functions, and Working with Data
	This Module is designed to show you how to use Excel expertly.

	Lecture Materials: (CU1 M2) Formulas
	One: 
One of the most powerful features in Excel is the ability to calculate numerical information using formulas. Make sure you review the video and all 4 pages.

See: Simple Formulas
Two: 
In order to use Excel to calculate complex formulas, you will need to understand the order of operations. This instruction will provide you an opportunity to review these type of operations. Review the video and all 3 pages.

See: Complex Formulas

Three: 
Do you know the difference between Relative and Absolute cell references? The 4 pages will provide you with the knowledge that you need to be successful.

See: Relative and Absolute Cell References


	Activity: (CU1 M2) Intermediate Excel Part 1
	At the end of Credit Unit 1, you will be required to demonstrate what you have learned about Excel. You are encouraged to complete the following Activities in preparation for that Credit Unit Assessment on Excel. If you do these in order, it is good practice for what you will experience in your Credit Unit Assessment.

See: Simple Formulas Challenge Activity
See: Complex Formulas Challenge Activity
See: Relative and Absolute Cell References Challenge Activity


	Self-check: (CU1 M2) Formulas
	5 multiple choice questions. Unlimited attempts and no time limit. 

See Document: Self-check CU1 M2 Formulas


	Lecture Materials: (CU1 M2) Functions and Data
	One: 
A function is a predefined formula that performs calculations using specific values in a particular order. Understanding how to efficiently use Excel will be important to your success. This website link will walk you through Excel instruction.  Make sure you review the video and all 5 pages.

See: Functions

Two: 
Excel includes several tools that make it easier to view content from different parts of your workbook at the same time, such as the ability to freeze panes and split your worksheet. Review the video and all 3 pages.

See: Freezing Panes and View Options

Three:
Excel can quickly reorganize a worksheet by sorting your data. Review the 4 pages to ensure that you know what is necessary to work efficiently with your workbooks.

See: Sorting Data


	Activity: (CU1 M2) Intermediate Excel Part 2
	At the end of Credit Unit 5, you will be required to demonstrate what you have learned about Excel. You are encouraged to complete the following Activities in preparation for that Credit Unit Assessment on Excel. If you do these in order, it is good practice for what you will experience in your Credit Unit Assessment.

See: Functions Challenge Activity
See: Freezing Panes and Viewing Options Challenge Activity
See: Sorting Data Challenge Activity


	Self-check: (CU1 M2) Functions and Data
	6 multiple choice questions. Unlimited attempts and no time limit. 

See Document: Self-check CU1 M2 Functions and Data


	Lecture Materials: (CU1 M2) Data and Tables
	One: 
Filters can be used to narrow down the data in your worksheet, allowing you to view only the information you need. Understanding how to efficiently use Excel will be important to your success. This website link will walk you through Excel instruction.  Make sure you review the video and all 4 pages.

See: Filtering Data

Two: 
Excel can organize data in groups, allowing you to easily show and hide different sections of your worksheet.  Review the video and all 4 pages.

See: Groups and Subtotals

Three: 
Tables can improve the look and feel of your workbook, but they'll also help to organize your content and make your data easier to use.  Review the 3 pages to ensure that you know what is necessary to work efficiently with your workbooks.

See: Tables


	Activity: (CU1 M2) Intermediate Excel Part 3
	At the end of Credit Unit 5, you will be required to demonstrate what you have learned about Excel. You are encouraged to complete the following Activities in preparation for that Credit Unit Assessment on Excel. If you do these in order, it is good practice for what you will experience in your Credit Unit Assessment.

See: Filtering Data Challenge Activity
See: Groups and Subtotals Challenge Activity
See: Tables Challenge Activity


	Self-check: (CU1 M2) Data and Tables
	5 multiple choice questions. Unlimited attempts and no time limit. 

See Document: Self-check CU1 M2 Data and Tables


	Lecture Materials: (CU1 M2) Charts and Sparklines
	One: 
Charts allow you to illustrate your workbook data graphically, which makes it easy to visualize comparisons and trends. Understanding how to efficiently use Excel will be important to your success. This website link will walk you through Excel instruction.  Make sure you review the video and all 5 pages.

See: Charts

Two:
Sparklines are miniature charts that fit into a single cell.  Review the video and all 5 pages.

See: Sparklines


	Activity: (CU1 M2) Intermediate Excel Part 4
	At the end of Credit Unit 5, you will be required to demonstrate what you have learned about Excel. You are encouraged to complete the following Activities in preparation for that Credit Unit Assessment on Excel. If you do these in order, it is good practice for what you will experience in your Credit Unit Assessment.

See: Charts Challenge Activity
See: Sparklines Challenge Activity


	Self-check: (CU1 M2) Charts and Sparklines
	6 multiple choice questions. Unlimited attempts and no time limit. 

See Document: Self-check CU1M2 Charts and Sparklines




Module 3: 
	CONTENT:
	INSTRUCTOR NOTES:

	Module Introduction: (CU1 M3) Doing More with Excel
	This Module will give you a broader overview of the power of the Excel tool.

	Lecture Materials: (CU1 M3) Advanced Excel
	One: 
Whenever documents are produced, edits are often required.  Excel allows you to track your edits electronically using the Track Changes and Comments features.  Make sure you review the video and all 4 pages. 

See: Track Changes

Two: 
Before submitting work, it is important to ensure that there are no spelling errors or information you want to keep private. Fortunately, Excel includes several tools to help finalize and protect your workbook, including Spell Check and the Document Inspector. Review the video and all 4 pages.

See: Finalizing and Protecting Workbooks
Three: 
Conditional formatting provides another way to visualize data and make worksheets easier to understand. Review the 3 pages to ensure that you know what is necessary to work efficiently with your workbooks.

See: Conditional Formatting


	Activity: (CU1 M3) Advanced Excel Part 1
	At the end of Credit Unit 5, you will be required to demonstrate what you have learned about Excel. You are encouraged to complete the following Activities in preparation for that Credit Unit Assessment on Excel. If you do these in order, it is good practice for what you will experience in your Credit Unit Assessment.

See: Track Changes and Comments Challenge Activity
See: Finalizing and Protecting Workbooks Challenge Activity
See: Conditional Formatting Challenge Activity


	Self-check: (CU1 M3) Advanced Excel
	6 multiple choice questions. Unlimited attempts and no time limit. 

See Document: Self-check CU1M3 Advanced Excel


	Lecture Materials: (CU1 M3) Advanced Excel Continued
	One: Pivot Tables can help make your worksheets more manageable by summarizing data and allowing you to manipulate it in different ways. Make sure you review the video and all 6 pages.

See: Pivot Tables

Two: 
Excel includes many powerful tools to perform complex mathematical calculations, including what-if analysis. This feature can help you experiment and answer questions with your data, even when the data is incomplete. Review the video and all 4 pages.

See: What If Analysis


	Activity: (CU1 M3) Advanced Excel Part 2
	At the end of Credit Unit 1, you will be required to demonstrate what you have learned about Excel. You are encouraged to complete the following Activities in preparation for that Credit Unit Assessment on Excel. If you do these in order, it is good practice for what you will experience in your Credit Unit Assessment.

See: Pivot Tables Challenge Activity
See: What If Analysis Challenge Activity


	Self-check: (CU1 M3) Advanced Excel Continued
	5 multiple choice questions. Unlimited attempts and no time limit. 

See Document: Self-check CU1M3 Advanced Excel Continued


	BA 101 Credit Unit Assessment: (CU1)
	This Credit Unit Assessment consists of one excel spreadsheet in need of edits, follow the instructions provided. 2 attempts allowed and 120 minutes to complete. 

See Document: New Instructions
See Document: Starting Point Excel Spreadsheet

See Document: BA 101 CUA Answer Key
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