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Bus 174Z - Microcomputer Applications EXCEL 2010 

Instructor: 

Email: 

Christina Thomas 

cthomas@yukoncollege.yk.ca 

Office A2416 

Office Hours:  Fridays: 10 am to noon  
 or by appointment 

Telephone 668-8755 

Course Length: 21 hours Credits: 1.5 

Course Website: http://dl1.yukoncollege.yk.ca/bus174z  

Last date to withdraw without academic penalty:  December 13, 2011 

 

COURSE DESCRIPTION: 

BUS 174 is designed to provide students with a working ability with a spreadsheet program in a 
business context. Spreadsheets and charts are an important communication tool between 
individuals in many business transactions. Business communications should convey information 
in a manner that is both visually appealing and easy to comprehend. In this course, we will work 
through using spreadsheets to perform a variety of business analytical and problem solving 
functions using Microsoft Excel 2003. 

Course Prerequisites 

Students are required to have:  
 a working ability with Windows 
 good keyboarding and mouse skills 
 good skills in problem-solving mathematics 

(Note that students are expected to have those abilities in mathematics normally indicated by a 
minimum grade of 75% in Grade 11 math or 75% in MATH 050 prior to entering the course) 
 
No course transfers exist for this course. 

Course Delivery 

The course is offered in a self-study format with several additional aids, including a course Internet 
website, online tutorials and scheduled telephone tutorial office hours for students with questions 
about the course material.  Videoconferencing may be available in select communities. 
 
Students should be prepared to put in approximately 6-12 hours to complete each chapter in the text 
and to work on assignments and polish their skills. Students living in the Whitehorse area can 
schedule writing the exam by phoning Distributed Learning at 668-8851. Students outside the 
Whitehorse area can contact their local community campus to schedule the exam. 
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Learning Outcomes 
The successful completion of BUS 174 indicates the student has demonstrated the ability to: 

 Create and edit an Excel spreadsheet. 
 Chart worksheet data. 
 Manage and analyze a workbook 
 Use solver, create templates and evaluate scenarios 
 Use data tables, create macros, and design on-screen forms. 
 Create lists and web pages from workbooks. 

Plagiarism  

Plagiarism involves representing the words of someone else as your own, without citing the 
source from which the material is taken. If the words of others are directly quoted or 
paraphrased, they must be documented according to standard procedures (APA). The 
resubmission of a paper for which you have previously received credit is considered a form of 
plagiarism. 
Plagiarism is academic dishonesty, a serious academic offence, and will result in you receiving a 
mark of zero (F) on the assignment or the course. In certain cases, it can also result in dismissal 
from the college. And do not underestimate the impact such a situation will have on your 
reputation. 
 
STUDENTS WITH DISABILITIES OR CHRONIC CONDITIONS:  
Reasonable accommodations are available for students with a documented disability or 
chronic condition. It is the student’s responsibility to seek these accommodations. If a 
student has a disability or chronic condition and may need accommodation to fully 
participate in this class, he/she should contact the Learning Assistance Centre (LAC) at 
(867) 668-8785 or lassist@yukoncollege.yk.ca.  
 
Evaluation 
Evaluation for the course will be based as follows: 

Quizzes  

There are five quizzes covering material from the first 5 Labs of the text. It is recommended that 
as you complete each Lab in the textbook, you complete the quiz for that Lab. Each quiz will be 
worth 6% of the final mark.  
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Assignments  
There will be one textbook and one major assignment for the course. 
 
The textbook assignment question (5% value) : you should begin this assignment upon 
completion of Lab 3 in the textbook. This assignment will be due before the final exam. 
 
The major assignment (20% value) will require students to use the tools and techniques learned 
in the course and will provide practical experience in the design and production of a newsletter. 
It is recommended that you begin working on this assignment upon completion of Labs 3 and 4 
in the textbook. The major assignment is due before the final exam. 

Final Exam  

A final exam covering all aspects of the course will need to be scheduled no later than January 
24, 2012. The final exam will test concepts covered during the entire course and will require 
students to use many of the tools and techniques in a practical manner. The final exam will be 
three hours in length. 
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 Component Weight 
Quizzes (6% each) 30% 
Assignments 25% 

Final Exam 45% 
Total 100% 
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COURSE REQUIREMENTS 

Supplies 

Students will submit the assignments by email and will receive confirmation of receipt of the 
assignment. E-mailed assignments that are not received will be considered as not having been 
submitted.  
 
Note-taking materials will also be required. 

Textbook 

There is one required textbook for the course: 
O’Leary, Timothy J. and O’Leary, Linda I.: The O’Leary Series – Microsoft Excel 2010: A Case 
Approach  ISBN 9780077331276 (McGraw Hill) 
 

Syllabus – Please see the detailed syllabus on the course web site. 

 
Lab Topic 

1 
Course Introduction 
Creating and Editing a Worksheet 

2 Enhancing the Worksheet with Graphics and Charts 

3 Managing and Analyzing a Workbook 

4 
Textbook Assignment is due at the beginning of class 
Using Solver, Creating Templates, and Evaluating 
Scenarios 

5 
Using Data Tables, Using Lookup and If Functions and 
Designing Forms 

6 
Course Assignment is due at the beginning of class 
Creating and Working with Tables 

 Final Examination  

 


