CT Standard 4 – Spreadsheets

Value:  75 points for standard CT-4
Assignments:  All 6 Spreadsheets in the “Spreadsheet Resource Packet” (See directions below) must be “mastered” to have the standard signed off.   

How you will learn it:

1) Get instruction by viewing the Introduction to Spreadsheets presentation HERE 
2) Complete the CALCULATION CALAMITY WORKSHEET . You may either print & complete the worksheet or, use the provided version. Also, while completing the worksheet create an electronic version using Excel (Name the file Calc Calamity.).
3) Study the EXCEL LAYOUT WORKSHEET, for help on the Layout Worksheet click here.  

4) Carefully read the directions in this SPREADSHEET RESOURCE PACKET and complete all 6 spreadsheets as instructed.
Directions:  Use the ”Spreadsheet Resource Packet”  to create the 6 spreadsheets according to the directions for each assignment.  Read the packet and each set of instructions carefully.   Additionally, you must go down the following check list to insure correctness before you are done. If you don’t know how to do a given item go back to the presentation above to learn how.
	Check list (USE FOR EACH SPREADSHEET)

	(For the detailed checklist click here.)

	On every Spreadsheet:

Do:

Don’t:

Use formulas

Use a calculator

Left align text but Right align numbers

Left align or center numbers

Center align and bold all column headings
Don’t use numbers in formulas where you should us cell coordinates.

Set decimal places in a given column the same

Format numbers for what they are ($ % etc.)

Leave errors in your work!
Be creative with fill and color use

Center spreadsheets vertically and horizontally on page (Hint – page layout tab, page setup group, margins)
Include your Name and Period in the header  (Hint – insert tab, header/footer) 
 


Getting signed off:

To demonstrate your mastery:

1) – Complete the 6 spreadsheets in the resource packet.

2) – Compare each item to the Student Checklist for correctness. 

3) – Check that you have your name and period in the header.  

4) – Open one workbook with all 6 spreadsheets. Have your Calculation Calamity Worksheet, Excel Layout Worksheet and your Technology Standards Tracking Sheet ready for a grade.  

