[Type text]
Required Computer Skills for Panko’s BUS 311 [Type text]


Basic Internet Skills

E-Mail Operation

(((( Have a UH Mail Account ((((
Basic Operation

Be able to receive, read, and print incoming e-mail messages

Be able to reply to a message

Be able to search for a message you received earlier

Be able to send an attachment

Be able to open an attachment
Browser Operation

URL

Be able to go to a website by entering a URL

Know the elements of a URL

Other Basics

Be able to click on a link

Know how to use the back button and Backspace
Searching

Be able to do a simple search in Google

Advanced search in Google
All words that should be in the document

Exact wording or phrase

Not containing a word

Printing
Be able to print a webpage on printers in the Shidler NetLab

Be able to print a selection of a webpage
Required Microsoft Office Skills

Word for Windows

Format Text

Font, size, color, italics, boldface, underlining, superscript, subscript

Create new text and edit existing text
Format Paragraphs

Justification: left, right, center, full

Adjust line spacing: single, 1.5, and double spacing

Indented left and right by a certain amount (such as 0.5 inches)

Adding space before and after paragraphs (such as 6 points)

Create new paragraphs and edit existing text (including cutting, pasting, and copying)
Page Layout

Set margins by specification

Orientation: landscape versus portrait

Insert a hard page break (control-error)

Create header and footer, including a page number

Printing

Print the entire document

Print the current page

Print a range of pages

Print a highlighted section of a document

Table

Insert a table of a certain width and a certain number of columns and rows

Adjust column widths
Make information in a column left-justified, right-justified, and center-justified

Reviewing

Add, edit, and delete a comment

Do spell checking and grammar checking

Excel

Formatting

Text in a cell, including formatting the text and justification

Create borders around a group of cells

Color a cell

Landscape versus portrait

Rows and Columns

Adjust row and column sizes

Insert rows and columns

Insert a Simple Chart Using Data in Cells

Column, line, or bar chart

On a worksheet or as a new worksheet

Functions

Summation

Be able to compute the average (mean) of a column of numbers

Be able to compute the median of a column of numbers

Be able to compute the standard deviation of a column of numbers

Comments

Insert a comment in a cell

Delete a comment in a cell

Headers and Footers

Create headers and footers for worksheets

Printing

Print a worksheet

Print a selection of cells on a worksheet

Print an entire workbook

Excel Good Practice

Create a Spreadsheet to Solve a Word Problem

Your logic should flow from left to right and from top to bottom
Formulas should not point to cells below them.

You should build your formulas without needless complexity

Don’t add parentheses unless you need them.

Wrong: =(A5*B7)

Right: =A5*B7

Don’t put everything inside a sum.

Wrong: =SUM(A5*B7)

Right: =SUM(A5*B7)

Equations should use cell references but no numbers

Wrong (formula contains only numbers)
	 
	A
	B

	1
	Income after tax
	=56000-56000*.25


Wrong (Formula contains a number)
	 
	A
	B

	1
	Income before Tax
	$56,000 

	2
	Tax
	=B1*.25

	3
	Income after tax
	=B1-B2


Right (Formula contains only cell references.
	 
	A
	B

	1
	Income before Tax
	$56,000 

	2
	Tax Rate
	25%

	3
	Tax
	=B1*B2

	4
	Income after tax
	=B1-B3


Column References
In a column with numbers, the numbers and the heading should be right justified.

In a column with left-justified text, the heading should be left justified.

In a column with centered information, the heading should be centered.
Wrong:

	Name
	Year
	Salary
	Exempt?

	Brown
	1996
	$45,000 
	Yes

	Green
	2003
	$24,000 
	No

	Chun
	1987
	$75,000 
	Yes

	Akana
	2006
	$27,000 
	Yes

	Park
	1992
	$38,000 
	No

	Lee
	2002
	$22,000 
	Yes


Right:

	Name
	Year
	Salary
	Exempt?

	Brown
	1996
	$45,000 
	Yes

	Green
	2003
	$24,000 
	No

	Chun
	1987
	$75,000 
	Yes

	Akana
	2006
	$27,000 
	Yes

	Park
	1992
	$38,000 
	No

	Lee
	2002
	$22,000 
	Yes


PowerPoint

Create a Presentation

First slide should be a title slide

Second slide should be a two-level outline slide

Third slide should be a picture you draw with squares, arrows, a text box, etc.
Fourth slide should have clip art

Fifth slide should have an inserted graphics image

Sixth slide should have a table

Formatting

For slides, create headers and footers, including page numbers

For handout pages, create headers and footers, including page numbers
Adjust the sizes of elements of the header and footer

Apply a theme

Editing

Edit text on a slide

Insert a slide in a presentation

Delete a slide from a presentation

Change the order of slides in a presentation

Printing

Print a single slide

Print all slides as slides

Print a handout with 3 or 6 slides per page

Run a Slide Show
Advance to the next slide

Go back one slide

Jump to a slide by number

Black the screen

White the screen
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