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This competency-based course has been designed for students who are interested in becoming certified as
Microsoft Office Specialists. It includes two levels of training - core and expert. The course covers the skills
necessary to pass the Microsoft Office Specialist (MOS) Certification Test in Excel. Possession of the MOS
certification validates computer operators’ software skills. The MOS Entrance Challenge Test is incorporated in
this course outline for the student who wishes to challenge the competencies of the Computer Operator:
Integrated Applications (Basics) (21-10-75/61-50-60) course or the Computer Operator: Integrated Applications
(21-10-72/61-50-62) course. The competencies in this course are aligned with the California High School
Academic Content Standards and the California Career Technical Education Model Curriculum Standards.

PREREQUISITES:
Enrollment requires successful completion of Computer Operator: Integrated Applications (Basics) (21-10-
75/61-50-60) or Computer Operator: Integrated Applications (21-10-72/61-50-62) or passing score on the MOS
Entrance Challenge Test.
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In order to receive a Certificate of Proficiency for any Office Education Program, the Office Assistant core
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This course can not be repeated once a student receives a Certificate of Completion.
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COURSE OUTLINE COMPETENCY-BASED COMPONENTS

A course outline reflects the essential intent and content of the course described. Acceptable course outlines
have six components (Education Code Section 52506). Course outlines for all apportionment classes,
including those in jails, state hospitals, and convalescent hospitals, contain the six required elements (EC
52504; 5CCR 10508 [b]):

Course Outline Components Location
GOALS AND PURPOSES Cover

The educational goals or purposes of every course are clearly stated and the class periods
are devoted to instruction. The course should be broad enough in scope and should have
sufficient educational worth to justify the expenditure of public funds.

The goals and purpose of a course are stated in the COURSE DESCRIPTION. Course
descriptions state the major emphasis and content of a course, and are written to be
understandable by a prospective student.

PERFORMANCE OBJECTIVES OR COMPETENCIES pp. 1-14

Objectives should be delineated and described in terms of measurable results for the
student and include the possible ways in which the objectives contribute to the student’s
acquisition of skills and competencies.

Performance Objectives are sequentially listed in the COMPETENCY-BASED
COMPONENTS section of the course outline. Competency Areas are units of instruction
based on related competencies. Competency Statements are competency area goals that
together define the framework and purpose of a course. Competencies fall on a continuum
between goals and performance objectives and denote the outcome of instruction.

Competency-based instruction tells a student before instruction what skills or knowledge
they will demonstrate after instruction. Competency-based education provides instruction
which enables each student to attain individual goals as measured against pre-stated
standards.

Competency-based instruction provides immediate and continual repetition and in
competency-based education the curriculum, instruction, and assessment share common
characteristics based on clearly stated competencies. Curriculum, instruction and
assessment in competency-based education are: explicit, known, agreed upon, integrated,
performance oriented, and adaptive.

INSTRUCTIONAL STRATEGIES pp. 17-19

Instructional techniques or methods could include laboratory techniques, lecture method,
small-group discussion, grouping plans, and other strategies used in the classroom.

Instructional strategies for this course are listed in the TEACHING STRATEGIES AND
EVALUATION section of the course outline. Instructional strategies and activities for a
course should be selected so that the overall teaching approach takes into account the
instructional standards of a particular program, i.e., English as a Second Language,
Programs for Older Adults, Programs for Adults with Disabilities.
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COURSE OUTLINE COMPETENCY-BASED COMPONENTS
(continued)

Course Outline Components

UNITS OF STUDY, WITH APPROXIMATE HOURS ALLOTTED FOR EACH UNIT

The approximate time devoted to each instructional unit within the course, as well as the
total hours for the course, is indicated. The time in class is consistent with the needs of the
student, and the length of the class should be such that it ensures the student will learn at
an optimum level.

Units of study, with approximate hours allotted for each unit are listed in the COMPETENCY
AREA STATEMENT(S) of the course outline. The total hours of the course, including work-
based learning hours (community classroom and cooperative vocational education) is listed
on the cover of every CBE course outline. Each Competency Area listed within a CBE
outline is assigned hours of instruction per unit.

EVALUATION PROCEDURES

The evaluation describes measurable evaluation criteria clearly within the reach of the
student. The evaluation indicates anticipated improvement in performances as well as
anticipated skills and competencies to be achieved.

Evaluation procedures are detailed in the TEACHING STRATEGIES AND EVALUATION
section of the course outline. Instructors monitor students’ progress on a continuing basis,
assessing students on attainment of objectives identified in the course outline through a
variety of formal and informal tests (applied performance procedures, observations,
simulations), paper and pencil exams, and standardized tests.

REPETITION POLICY THAT PREVENTS PERPETUATION OF STUDENT ENROLLMENT

After a student has completed all the objectives of the course, he or she should not be
allowed to reenroll in the course. There is, therefore, a need for a statement about the
conditions for possible repetition of a course to prevent perpetuation of students in a
particular program for an indefinite period of time.

-ii -
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Competency-Based Components with the Academic Core Content Standards
for the COMPUTER OPERATOR: MICROSOFT OFFICE SPECIALIST [MOS] EXCEL (CORE/EXPERT LEVELS) Course

English- Mathematics Science History-
P . Language Arts Content Content Social Science
Competency Areas, Statements and Minimal Competencies Content Standards Standards Content
Standards Standards
A. INTRODUCTION
Understand the purpose of the class, skills required, and the rules of classroom safety 1\/\’3{011';'1'2' '1‘/2 11‘17’
and care. 1.9, 2.3f, 2.5a-d
R1.1,W1.1,1.2, 2.3a-
1. Discuss the benefits of this course in increasing job opportunities and safety. f, 2.6a-d, W/O1.1-1- N/A Investigation & Economics12.4.2,
2. Explain the benefit of MOS Certification to potential employers. 1.4,L/S1.1,1.3, 1.4, | Algebra1.0,24.2-3, | Experimentation 1c History11.8.7
3. Explain the difference between core and expert levels. 16,17, 1.9, 2.2af Geometry3.0 IEte, d )
4. ldentify skills required for this class. R11, W11, 1.2, “ IE1c “
5. Explain classroom safety procedures. W/01.1-1.3, L/S 1.1, “ 5 IEic,d (5 “ 5
6. Discuss importance of class prerequisites. 1-31| 19-4é 13}572156,;-7, ‘ IE1c ‘
. ) . 9, 2.3f 2.5a- “ p “
7. Pass written classroom safety test with 100% accuracy. R1.1, W1.1, 1.2, 2.3a-
f, 2.6a-d, W/O1.1-1-
SCANS COMPETENCIES §Road WIOLTT
Resources: Allocates Time/Allocates Materials and Resources 1.6,'1.7, 1.9: 2 2a.f (’5
Interpersonal: Serves Clients/Customers W/01.1-1.3,L/IS 1.1,
Information: Acquires and Evaluates Information/Organizes and Maintains 1.3,1.4,1.5,1.6,1.7,
Information/Interprets and Communicates Information 1.9, 2.3f, 2.5a-d
Systems: Understands Systems R1.1,2.6, W2.6a, b,
W/O1.4
SCANS FOUNDATION SKILLS
Basic Skills: Listening/Speaking
Thinking Skills: Decision Making
Personal Qualities: Responsibility/Self-Management
(1 hour)
B. WORKING WITH CELLS
Understand the elements of working cells.
R1.1,2.6 N/A IE1a, c Econ12.4.2
1. Use Undo and Redo. p p « Hist11.8.7
2. Clear cell content. ” Alg1.0 ? “
3. Enter text, dates, and numbers. J " J
4. Exit cell content. & N/A (5 & "5
5.

Go to a specific cell.
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Competency-Based Components with the Academic Core Content Standards

for the COMPUTER OPERATOR: MICROSOFT OFFICE SPECIALIST [MOS] EXCEL (CORE/EXPERT LEVELS) Course

English- Mathematics Science History-
P . Language Arts Content Content Social Science
Competency Areas, Statements and Minimal Competencies Content Standards Standards Content
Standards Standards
B. WORKING WITH CELLS - cont.
6. Insert and delete selected cells; Cut, Copy, Paste, Paste Special, and Move R14, 2.6 N/A E1a, ¢ Econ12.4.2
selected cells. « « “ Hist11.8.7
7. Use Find and Replace. ” ” ” “
8. Clear cell format. . (’;o . ("10 . ("10
9. Work with series (Auto Fill). R1.1, 2.6, W2.6a, b, Alg1.0 « " (10
10. Create Hyperlinks. W/O1.4 ;
11. Pass all assignments with a minimum of 80% accuracy.
SCANS COMPETENCIES
Information: Acquires and Evaluates Information
Systems: Understands Systems/Monitors and Corrects Performance
Technology: Applies Technology to Task
SCANS FOUNDATION SKILLS
Basic Skills: Reading/Listening/Speaking
Thinking Skills: Problem Solving/Knowing How to Learn
Personal Qualities: Self-Management
(4 hours)
C. WORKING WITH FILES
Understand the elements of commands, workbooks, and folders.
R1.1,2.6
1. Use Save. “ N/A IEta, ¢ Econ12.4.2
2. Use Save As (different name, location, format). ” Alg1.0 “ Hist11.8.7
3. Locate and open an existing workbook. J N/A
4. Create a folder. 55 " (5 " )
5. Use template to create a new workbook. R1.1,2.6, W2.6a, b, “ “ “
6. Use the Office Assistant. W/O1.4 Alg1.0 ” “
7.

Pass all assignments with a minimum of 80% accuracy.
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Competency-Based Components with the Academic Core Content Standards

for the COMPUTER OPERATOR: MICROSOFT OFFICE SPECIALIST [MOS] EXCEL (CORE/EXPERT LEVELS) Course

English- Mathematics Science History-
P . Language Arts Content Content Social Science
Competency Areas, Statements and Minimal Competencies Content Standards Standards Content
Standards Standards
C. WORKING WITH FILES - cont.
SCANS COMPETENCIES
Information: Acquires and Evaluates Information
Systems: Understands Systems/Monitors and Corrects Performance
Technology: Applies Technology to Task
SCANS FOUNDATION SKILLS
Basic Skills: Reading/Listening/Speaking
Thinking Skills: Problem Solving/Knowing How to Learn
Personal Qualities: Self-Management
(4 hours)
D. FORMATTING WORKSHEETS
Understand the elements necessary to format worksheets.
1. Apply font styles (typeface size, color, and styles). R11,2.6 Alg1.0 IE1a, Econ12.4.2
2. Apply number formats (currency, percent, dates, and comma). “ “ “ Hist11.8.7
3. Modify size of rows and columns. " i ! ‘
4. Modify alignment of cell content. Fn;‘1('52'6 Alg':/’g 5 'Ejf‘é ¢ Eﬁg‘:f;?
5. Adjust the decimal place. « N/A “ o
6. Use the Format Painter. ” ” ” “(5
7. Apply AutoFormat. (’;o A 1"0 10 ("10 i
) ) g1, ) )
8. Apply cell borders and shading. R1.1,2.6, W2.6a, b, ) Y )
9. Merge cells. W/O1.4 " (10
10. Rotate text and change indents. »
11. Pass all assignments with a minimum of 80% accuracy.

SCANS COMPETENCIES
Information: Acquires and Evaluates Information

Systems: Understands Systems/Monitors and Corrects Performance

Technology: Applies Technology to Task
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Competency-Based Components with the Academic Core Content Standards

for the COMPUTER OPERATOR: MICROSOFT OFFICE SPECIALIST [MOS] EXCEL (CORE/EXPERT LEVELS) Course

Competency Areas, Statements and Minimal Competencies

English-
Language Arts
Content
Standards

Mathematics
Content
Standards

Science
Content
Standards

History-
Social Science
Content
Standards

D. FORMATTING WORKSHEETS — cont.

SCANS FOUNDATION SKILLS

Basic Skills: Reading/Listening/Speaking

Thinking Skills: Problem Solving/Knowing How to Learn
Personal Qualities: Self-Management

(4 hours)

E. PAGE SETUP AND PRINTING

Understand the elements necessary to set up pages and print.

CoNoOoORA~LND =

Preview and print worksheets and workbooks.
Print a selection.

Change page orientation.

Set page margins and centering.

Insert and remove page break.

Set print and clear print area.

Setup headers and borders.

Set print and opinions (gridlines, print quality, row, and column headings).

Pass assignments with a minimum of 80% accuracy.

SCANS COMPETENCIES

Information: Acquires and Evaluates Information

Systems: Understands Systems/Monitors and Corrects Performance
Technology: Applies Technology to Task

SCANS FOUNDATION SKILLS

Basic Skills: Reading/Listening/Speaking

Thinking Skills: Problem Solving/Knowing How to Learn
Personal Qualities: Self-Management

(4 hours)

R1.1,2.6

“(5

R1.1,2.6
R1.1, 2.6, W2.6a, b,
W/01.4

Alg1.0

N/A
Alg1.0
N/A (5
Alg1.0
N/A
Alg1.0

Econ12.4.2
Hist11.8.7

»

»

“(5
Econ12.4.2,
Hist11.8.7

»

»
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Competency-Based Components with the Academic Core Content Standards
for the COMPUTER OPERATOR: MICROSOFT OFFICE SPECIALIST [MOS] EXCEL (CORE/EXPERT LEVELS) Course

English- Mathematics Science History-
Competency Areas, Statements and Minimal Competencies La"gz:f:nf"s Sfa%";::';s Sfa%";::';s S°°(':a;rﬁz'net"°e
Standards Standards
F. WORKING WITH WORKSHEETS AND WORKBOOKS
Understand the elements necessary to work with worksheets and workbooks.
1. Insert and delete row and columns. R1.1,2.6 Alg1.0 IE1a, c Econ12.4.2
2. Hide and unhide rows and columns. N,/,A His”ﬂ 8.7
3. Freeze and unfreeze rows and columns. " Alg.1.0 ” ”
4. Change the zoom setting. “(5 N/A (5 “(5 ?
5. Move between worksheets in a workbook. ‘6
6. Check spelling. ) ) ) )
7. Rename a worksheet. » » » »
8. Insert and delete a worksheet. ” (10 Alg1.0, 1.1, 3.0, ” (10 ”
9. Move and copy worksheets. 5.0,10.0(10 " (10
10. Work with formulas and functions. ) ) ) )
11. Enter a range within a formula by dragging. » » » »
12. Enter formulas in a cell and using the formula bar. (15 ’ (15 ’
13. Revise formulas. R1.1,2.6 Alg1.0, 1.1 (15 IE1a, c Econ12.4.2,
14. Use references (absolute and relative). Alg1.0 :\Uf‘s 0.5.0 H'Sm;.sj (15
15. Use AutoSum. " LT ” ”
16. Use Paste Function to insert a function. ” (20 Alg1.0 ” (20 ?
17. Use basic functions (Average, Sum, Count, Min, Max). IE1a, c, d Alg1.0, 1.1, 3.0, 5.0 IE1a, c,d ?
18. Enter functions using the Formula Palette. R1.1, flﬁb\?’iﬁa’ b, Ao 0(2(2)4 03 IE1a, ¢ " (20
19. Use date functions (NOW and DATE). ' gGéo'mS..O ' .
20. Use financial functions (FV and PMT). Alg1.0, 1.1, 3.0,
5.0, 10.0

21. Use logical functions (IF).
22. Pass all assignments with a minimum of 80% accuracy.

SCANS COMPETENCIES
Information: Acquires and Evaluates Information

Systems: Understands Systems/Monitors and Corrects Performance

Technology: Applies Technology to Task

SCANS FOUNDATION SKILLS

Basic Skills: Reading/Listening/Speaking

Thinking Skills: Problem Solving/Knowing How to Learn
Personal Qualities: Self-Management

(5 hours)
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Competency-Based Components with the Academic Core Content Standards
for the COMPUTER OPERATOR: MICROSOFT OFFICE SPECIALIST [MOS] EXCEL (CORE/EXPERT LEVELS) Course

English- Mathematics Science History-
P . Language Arts Content Content Social Science
Competency Areas, Statements and Minimal Competencies Content Standards Standards Content
Standards Standards
G. USING CHARTS AND OBJECTS
Understand the elements necessary to preview, create, and modify charts and objects.
1. Preview and print charts.
2. Use Chart Wizard to create a chart. R1.1,2.6 Alg1.0, Probability IE1a, ¢ Econ12.4.2
3. Modify charts. “ & Statistics8.0 “ Hist11.8.7
4. Insert, move, and delete an object (picture). , , , ,
5. Pass all assignments with a minimum of 80% accuracy. R1.1, 2.6, W2.6a, b, N/A “(5 ”
W/01.4 (5 Alg1.0, Probability “(5
SCANS COMPETENCIES & Statistics8.0 (5
Information: Acquires and Evaluates Information
Systems: Understands Systems/Monitors and Corrects Performance
Technology: Applies Technology to Task
SCANS FOUNDATION SKILLS
Basic Skills: Reading/Listening/Speaking
Thinking Skills: Problem Solving/Knowing How to Learn
Personal Qualities: Self-Management
(4 hours)
H. CORE LEVEL EVALUATION
Prepare for the MOS Certification Test for Excel (Core Level).
. . R1.1,2.6, W2.6a, b, | Alg1.0, 3.0, 5.0, IE1a, ¢ Econ12.4.2,
1. Pass the timed simulated MOS Certification Test for Excel (Core Level). W/O1.4 10.3, Probability & Hist11.8.7

SCANS COMPETENCIES

Information: Acquires and Evaluates Information

Systems: Understands Systems/Monitors and Corrects Performance
Technology: Applies Technology to Task

Statistics8.0
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Competency-Based Components with the Academic Core Content Standards

for the COMPUTER OPERATOR: MICROSOFT OFFICE SPECIALIST [MOS] EXCEL (CORE/EXPERT LEVELS) Course

English- Mathematics Science History-
P . Language Arts Content Content Social Science
Competency Areas, Statements and Minimal Competencies Content Standards Standards Content
Standards Standards
H. CORE LEVEL EVALUATION - cont.
SCANS FOUNDATION SKILLS
Basic Skills: Reading/Listening/Speaking
Thinking Skills: Problem Solving/Knowing How to Learn
Personal Qualities: Self-Management
(4 hours)
I. USING TEMPLATES
Perform various commands and functions to use templates.
Apply templates. R1.1,26 Alg1.0 IE1a, ¢ Econ12.4.2
Edit templates. “ “ “

PN~

Create templates.
Pass all assignments with minimum of 80% accuracy.

SCANS COMPETENCIES

Information: Acquires and Evaluates Information

Systems: Understands Systems/Monitors and Corrects Performance
Technology: Applies Technology to Task

SCANS FOUNDATION SKILLS

Basic Skills: Reading/Listening/Speaking

Thinking Skills: Problem Solving/Knowing How to Learn
Personal Qualities: Self-Management

(2 hours)

»

R1.1, 2.6, W2.6a, b,
W/01.4

Hist11.8.7

»

»
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Competency-Based Components with the Academic Core Content Standards

for the COMPUTER OPERATOR: MICROSOFT OFFICE SPECIALIST [MOS] EXCEL (CORE/EXPERT LEVELS) Course

English- Mathematics Science History-
P . Language Arts Content Content Social Science
Competency Areas, Statements and Minimal Competencies Content Standards Standards Content
Standards Standards
J. USING MULTIPLE WORKBOOKS
Understand the steps required to use multiple workbooks.
1 Use a workspace. R1.1,2.6 IE1a, ¢ IE1a, ¢ Econ12.4.2
; “ “ “ Hist11.8.7
2 Link Workbogks. ' . . R1.1,2.6, W2.6a, b, Alg1.0 ) «
3 Pass all assignments with a minimum of 80% accuracy. W/O1.4 "
SCANS COMPETENCIES
Information: Acquires and Evaluates Information
Systems: Understands Systems/Monitors and Corrects Performance
Technology: Applies Technology to Task
SCANS FOUNDATION SKILLS
Basic Skills: Reading/Listening/Speaking
Thinking Skills: Problem Solving/Knowing How to Learn
Personal Qualities: Self-Management
(1 hour)
K. FORMATTING NUMBERS
Understand the steps required to format numbers.
1. Apply number formats (accounting, currency, and number). R1.1,26 Alg1.0 IE1a, ¢ Econ12.4.2
Use conditional formatting.

3. Pass all assignments with a minimum of 80% accuracy.

SCANS COMPETENCIES

Information: Acquires and Evaluates Information

Systems: Understands Systems/Monitors and Corrects Performance
Technology: Applies Technology to Task

SCANS FOUNDATION SKILLS

Basic Skills: Reading/Listening/Speaking

Thinking Skills: Problem Solving/Knowing How to Learn
Personal Qualities: Self-Management

(1 hour)

R1.1, 2.6, W2.6a, b,
W/01.4

Hist11.8.7

»
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Competency-Based Components with the Academic Core Content Standards

for the COMPUTER OPERATOR: MICROSOFT OFFICE SPECIALIST [MOS] EXCEL (CORE/EXPERT LEVELS) Course

Competency Areas, Statements and Minimal Competencies

English-
Language Arts
Content
Standards

Mathematics
Content
Standards

Science
Content
Standards

History-
Social Science
Content
Standards

L. PRINT WORKBOOKS
Understand the steps required to print workbooks.

Print and preview multiple worksheets.

Working with named ranges

Add and delete a named range.

Use a named range in a formula.

Use Lookup Functions (VLOOKUP).

Pass all assignments with a minimum of 80% accuracy.

o0krw0N =

SCANS COMPETENCIES

Information: Acquires and Evaluates Information

Systems: Understands Systems/Monitors and Corrects Performance
Technology: Applies Technology to Task

SCANS FOUNDATION SKILLS

Basic Skills: Reading/Listening/Speaking

Thinking Skills: Problem Solving/Knowing How to Learn
Personal Qualities: Self-Management

(4 hours)

R1.1,2.6

“(5
R1.1, 2.6, W2.6a, b,
W/01.4

Econ12.4.2
Hist11.8.7

M. WORKING WITH TOOLBARS
Understand the steps required to work with toolbars.

Hide and display toolbars.

Customize a toolbar.

Assign a macro to a command button.

Pass all assignments with a minimum of 80% accuracy.

PN~

SCANS COMPETENCIES

Information: Acquires and Evaluates Information

Systems: Understands Systems/Monitors and Corrects Performance
Technology: Applies Technology to Task

R1.1,2.6

«

»

R1.1, 2.6, W2.6a, b,
W/01.4

N/A
Alg1.0

Econ12.4.2
Hist11.8.7

»

»
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Competency-Based Components with the Academic Core Content Standards

for the COMPUTER OPERATOR: MICROSOFT OFFICE SPECIALIST [MOS] EXCEL (CORE/EXPERT LEVELS) Course

English- Mathematics Science History-
P . Language Arts Content Content Social Science
Competency Areas, Statements and Minimal Competencies Content Standards Standards Content
Standards Standards
M. WORKING WITH TOOLBARS - cont.
SCANS FOUNDATION SKILLS
Basic Skills: Reading/Listening/Speaking
Thinking Skills: Problem Solving/Knowing How to Learn
Personal Qualities: Self-Management
(2 hours)
N. USING MACROS
Understand the steps required to use macros.
R1.1,2.6 Alg1.0 IE1a, c Econ12.4.2
1. Record macros. « “ “ Hist11.8.7
2. Run macros. ’ ’ ’ “
3. Edit macros. R1.1, 2.6, W2.6a, b, ! !
4. Pass all assignments with a minimum of 80% accuracy. W/o1.4
SCANS COMPETENCIES
Information: Acquires and Evaluates Information
Systems: Understands Systems/Monitors and Corrects Performance
Technology: Applies Technology to Task
SCANS FOUNDATION SKILLS
Basic Skills: Reading/Listening/Speaking
Thinking Skills: Problem Solving/Knowing How to Learn
Personal Qualities: Self-Management
(2 hours)
O. AUDITING A WORKSHEET
Understand the steps required to audit a worksheet. R14, 2.6 Alg1.0 E1a, c Econ12.4.2
. . R1.1, 2.6, W2.6a, b, “ “ Hist11.8.7
1. Work with the Auditing toolbar. W/O1.4 2 =

2. Pass all assignments with a minimum of 80% accuracy.
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Competency-Based Components with the Academic Core Content Standards

for the COMPUTER OPERATOR: MICROSOFT OFFICE SPECIALIST [MOS] EXCEL (CORE/EXPERT LEVELS) Course

Competency Areas, Statements and Minimal Competencies

English-
Language Arts
Content
Standards

Mathematics
Content
Standards

Science
Content
Standards

History-
Social Science
Content
Standards

O. AUDITING A WORKSHEET - cont.

SCANS COMPETENCIES

Information: Acquires and Evaluates Information

Systems: Understands Systems/Monitors and Corrects Performance
Technology: Applies Technology to Task

SCANS FOUNDATION SKILLS

Basic Skills: Reading/Listening/Speaking

Thinking Skills: Problem Solving/Knowing How to Learn
Personal Qualities: Self-Management

(1 hour)

P. DISPLAYING AND FORMATTING DATA

Perform the steps required to display and format data.

CoNoOO LN~

Apply conditional formats.

Perform single and multi-level sorts.

Use data forms.

Use subtotaling.

Apply data filter.

Extract data.

Query databases.

Use data validation.

Pass all assignments with a minimum of 80% accuracy.

SCANS COMPETENCIES

Information: Acquires and Evaluates Information

Systems: Understands Systems/Monitors and Corrects Performance
Technology: Applies Technology to Task

R1.1, 2.6, W2.6a, b,
W/01.4

Econ12.4.2
Hist11.8.7

»

»
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Competency-Based Components with the Academic Core Content Standards

for the COMPUTER OPERATOR: MICROSOFT OFFICE SPECIALIST [MOS] EXCEL (CORE/EXPERT LEVELS) Course

Competency Areas, Statements and Minimal Competencies

English-
Language Arts
Content
Standards

Mathematics
Content
Standards

Science
Content
Standards

History-
Social Science
Content
Standards

P. DISPLAYING AND FORMATTING DATA — cont.

SCANS FOUNDATION SKILLS

Basic Skills: Reading/Listening/Speaking

Thinking Skills: Problem Solving/Knowing How to Learn
Personal Qualities: Self-Management

(4 hours)

Q. USING ANALYSIS TOOLS

Understand the use of analysis tools.

oD~

Use Pivot Table.

Use Goal Seek.

Work with Scenarios.

Use Solver.

Pass all assignments with a minimum of 80% accuracy.

SCANS COMPETENCIES

Information: Acquires and Evaluates Information

Systems: Understands Systems/Monitors and Corrects Performance
Technology: Applies Technology to Task

SCANS FOUNDATION SKILLS

Basic Skills: Reading/Listening/Speaking

Thinking Skills: Problem Solving/Knowing How to Learn
Personal Qualities: Self-Management

(4 hours)

R1.1,2.6

R1.1, 2.6, W2.6a, b,
W/O1.4 (5

Alg1.0 (5

Econ12.4.2
Hist11.8.7
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Competency-Based Components with the Academic Core Content Standards

for the COMPUTER OPERATOR: MICROSOFT OFFICE SPECIALIST [MOS] EXCEL (CORE/EXPERT LEVELS) Course

Competency Areas, Statements and Minimal Competencies

English-
Language Arts
Content
Standards

Mathematics
Content
Standards

Science
Content
Standards

History-
Social Science
Content
Standards

R. COLLABORATING WITH WORKGROUPS

Perform the steps required to collaborate with a workgroup.

oD

Create, edit, and remove a comment.

Apply and remove worksheet and workbook protection.
Change workbook properties.

Create a shared workbook.

Pass all assignments with a minimum of 80% accuracy.

SCANS COMPETENCIES

Information: Acquires and Evaluates Information

Systems: Understands Systems/Monitors and Corrects Performance
Technology: Applies Technology to Task

SCANS FOUNDATION SKILLS

Basic Skills: Reading/Listening/Speaking

Thinking Skills: Problem Solving/Knowing How to Learn
Personal Qualities: Self-Management

(4 hours)

R1.1, 2.6, W2.6a, b,
W/O1.4 (5

Alg1.0 (5

Econ12.4.2
Hist11.8.7

S. EMPLOYABILITY SKILLS
Show understanding of job search and acquisition skills.

1.
2.

3.
4

(1 hour)

Describe the steps used in a job search.

Write a résumé and cover letter; discuss the value of résumés and personal
networking in obtaining employment.

Complete a job application legibly.

Discuss work habits of punctuality and regular attendance.

Discuss job interview preparation: dress, references, résumé, transcripts, work
permits, interview, and follow-up.

SCANS COMPETENCIES

Information: Acquires and Evaluates Information

Systems: Understands Systems/Monitors and Corrects Performance
Technology: Applies Technology to Task

SCANS FOUNDATION SKILLS

Basic Skills: Reading/Listening/Speaking

Thinking Skills: Problem Solving/Knowing How to Learn
Personal Qualities: Self-Management

R1.1,W1.1,1.2,
W/01.1-1.5, L/S1.3,
1.6,1.8,1.9,2.2f, 2.6a-c|
W (11-12) 2.5a-c

W/01.1-1.3,L/IS 1.1,
1.3,1.4,1.5,1.6,1.7,
1.9, 2.3f, 2.5a-d
“(5

Alg1.0

N/A
“(5

IE1c
IE1a, c
IE1c

" (5

N/A

«

»

Econ12.4.2
Hist11.8.7
N/A (5

-13-

(21-10-77)



Competency-Based Components with the Academic Core Content Standards
for the COMPUTER OPERATOR: MICROSOFT OFFICE SPECIALIST [MOS] EXCEL (CORE/EXPERT LEVELS) Course

English- Mathematics Science History-
P . Language Arts Content Content Social Science
Competency Areas, Statements and Minimal Competencies Content Standards Standards Content
Standards Standards
T. FINAL EVALUATION
Prepare for the MOS Certification Test for Excel (Expert Level). R11, 2.6, W2.6a, b, Alg1.0 IE1ac Econ12.4.2
W/O1.4 Hist11.8.7

1. Pass the timed simulated MOS Certification Test for Excel (Expert Level).

SCANS COMPETENCIES

Information: Acquires and Evaluates Information

Systems: Understands Systems/Monitors and Corrects Performance
Technology: Applies Technology to Task

SCANS FOUNDATION SKILLS

Basic Skills: Reading/Listening/Speaking

Thinking Skills: Problem Solving/Knowing How to Learn
Personal Qualities: Self-Management

(4 hours)

(21-10-77)
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