IM340 - Excel Notes

The major purpose of information systems is to assist business decision makers with solving problems of various types.  A primary tool commonly used for this purpose is spreadsheet software.

1.  The chief advantage of a Spreadsheet is AUTOMATIC RECALCULATION
2.  The Purpose of the Spreadsheet component in IM340 is EFFICIENCY (vs. Effectiveness).  There may be many ways to accomplish something; CS101 teaches Effectiveness, but we are now dealing with the Fastest way to accomplish a task.  Time is $Money$

3.  HEADINGS with name, etc (see requirements sheet) must be on every page of all spreadsheet submissions, and they must print out looking Good from a business perspective.  Do the assignment first, then add the header at the very end (avoids confusion when following the directions) and see how it looks.  Add rows if necessary to avoid the header running into any of the assignment.

4.  Formula and Regular Views – Use BEST FIT

a.  Select the entire spreadsheet (click block in top-left corner).

b.  Double-click the border between Columns A & B to get “Best Fit” of the selected area (entire spreadsheet).

c.  Do this on both the Regular View and the Formula View.

d.  Print in Landscape orientation.
5.  Formatting numbers


a.  Currency must be formatted to show $ sign and either 0 or 2 decimal places – be consistent with either 0 or 2.

b.  Justify Columns and Headers consistently (make them look good).

c.  Currency and Floating Point numbers must line up on the Decimal Point of the Ones place.

d.  Always adopt a Professional look on the spreadsheet.
6.  Saving Excel Worksheet Files:  ALWAYS do a FILE/SAVE, then select the proper Excel Workbook (.xls) file type for the version you are using.  Windows/Office XP is not always compatible with other/older versions of Windows/Office, nor with MS Works.

7.  Portfolios are due at the Beginning of Class on the due date.

8.  Portfolios must contain all required data including the Cover Sheet to be accepted.  Unacceptable/Incomplete portfolios will receive NO CREDIT!

9.  ALWAYS follow the instructions in the text first, then apply the above so as to make your submission a good business document.  Sloppy work will receive reduced credit!!!!

10.  Absolutely No Food or Drink permitted in the lab at any time!!

EXCEL Homework

All Homework submissions must contain the following:

· All spreadsheet problems, in the order listed on the assignment schedule.

· Both a formula view and regular view of the final copy only of each spreadsheet problem--each printed on a single sheet of paper--even if the spreadsheet is longer than one page (use Fit-To-Page in File/Page Setup).

· A right-justified header on each spreadsheet printout containing:

·  YOUR NAME. 
· ASSIGNMENT NAME (i.e. Chapter 2, Problem 3). 
· IM 340,  time your class begins
· SYSTEM GENERATED DATE AND TIME
· proper formatting of data.

· professional presentation of spreadsheet data and charts.

· Your Cover Page must include HOMEWORK (Chapter) #, YOUR NAME, IM 340, CLASS BEGIN TIME, MEETING DAYS, AND CURRENT DATE----NOTHING ELSE!!!!.  

Each spreadsheet should be your best effort.  Think of yourself as a consultant submitting your analysis to the company executives.  Everything must be on-the-job quality---content, organization, general appearance, etc.  Haphazard or careless work will receive reduced or no credit.  Demonstrate mastery of computer software package(s) used, rather than letting the software demonstrate mastery of you!  

Please feel free to talk with the instructor about any questions or problems you may have.  Start EARLY; a good portfolio requires time.  Work which is hurriedly done is seldom your best effort.

NOTE:  ANY STUDENT FAILING TO BRING ALL NECESSARY MATERIALS (TEXTBOOK AND DATA DISKS) TO LAB WILL BE DISMISSED FROM THE LAB AND GIVEN AN UNEXCUSED ABSENCE FOR THAT LAB PERIOD.

REMINDER:  SAVE often and Make BACKUPS of your files.  Lost or damaged disks and computer problems are NOT valid excuses for late homework submissions.

NOTES TO REMEMBER

A CHECKLIST OF IDEAS BEFORE YOU SUBMIT A SPREADSHEET

(Help In Avoiding Lost Points)

(These are NOT necessarily complete or all-inclusive!)

1.  ALL submissions must include a Cover Sheet.

2.  All work must adhere to the Two Qualities of Information: 


1.  It must have meaning to the user;


2.  It must be useful for decision making.

3.  Efficient vs. Effective – all work must be done by the Most Efficient Method available to you at that point in the course.  In part, this means using Functions as appropriate:  e.g., use the Average function rather than (A2+B2)/2, and use of Absolute, Relative and Mixed Cell References as appropriate.

4.  ALL assignments must include BOTH Regular View and Formula View printouts.

5.  ALL spreadsheets must include the required Header with System Generated Time and Date.  The worksheet should be spaced so that the Header does not intersect with the assignment, i.e., add blank rows or space at the top of the spreadsheet as appropriate.

6.  All spreadsheets should be organized as Best Fit and Fit To Page.

7.  All spreadsheets should be both Spell Checked and Grammar Checked.

8.  Spreadsheets should be Formatted as appropriate to express proper values (such as $ and decimal places) and be properly aligned (e.g., column headers and columnar data).  For instance, headings and values should BOTH be left- or right-justified; numerical columnar data should be aligned on the One’s (1’s) column.

9.  All work must show Professional Polish and be up to standards of submission for a business office even if not specified in the text (think:  IBM & multi-million dollar contract!).  This includes stapling, folded paper, dirt, coffee stains, etc.

10.  Absolutely NOTHING handwritten is to appear on the submitted work unless specifically indicated by the instructor.

11.  Incomplete submissions (missing problems) will cause a loss of 50% of the project value for each missing problem.  A three-part unit missing 2 of the three parts will lose 100% - 50% each for the 2 missing parts – and the total score will be 0, regardless of the work on the submitted problem.

12.  Work that is in such terrible shape (unorganized, incomplete, disheveled, or just down-right confusing) that the instructor cannot reasonably grade the work will receive a zero (0) without any further explanation on the instructor’s part.

