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COURSE: CTS 130 SPREADSHEET 
 
HOURS: Lecture: 2 Lab/Shop: 2 Work Exp/Clinical: 0 Credits: 3 
 
COURSE DESCRIPTION: 
 

This course introduces basic spreadsheet design and development. Topics include writing 
formulas, using functions, enhancing spreadsheets, creating charts, and printing. Upon completion, 
students should be able to design and print basic spreadsheets and charts. 

 
PREREQUISITE(S): DMA 010-040 or MAT 070 or MAT 003 Tier 2 or BSP 4003 Tier 2, DRE 097 or 

ENG 002 or BSP 4002 or ENG 111 
 
COREQUISITE(S): None 
 
TEXTBOOK(S) & OTHER SPECIAL REQUIREMENTS: 
 

Open Educational Resources (OER) are listed in the course Moodle.  
 
COURSE GOALS: 
 

Prepare for the Microsoft Office Specialist (MOS), Excel Specialist Certification. 
 
STUDENT LEARNING OUTCOMES: 
 

Upon successful completion of this course, the student will be able to: 
 
1. Create and manage worksheets and workbooks. 
2. Create cells and ranges. 
3. Create tables. 
4. Create and use advanced spreadsheet functions. 
5. Identify common business uses for spreadsheets. 
6. Add visual elements for data presentation, such as charts and graphs. 
7. Link charts and graphs with other applications such as word processing files. 
8. Work with multiple spreadsheets and workbooks. 

 
***Please refer to the online version of the Richmond Community College Program & Course 
Catalog and the Student Handbook for current academic and general information 
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