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Course Description: 

In this course, you will learn the most important topics of Microsoft Office 2003. You are first presented with a quick review of the Office Suite. Next, you will learn skills for Word, Excel, Access and PowerPoint. You will learn how to integrate Office documents in four units that follow the Excel, Access, Word, and PowerPoint sections.  You will learn computer terminology, its impact on business, government, the history of computers and communications, and how technology affects our personal lives.  Some programming language, web design, and desktop publishing will be introduced.
Text/Materials:

Text: Hunt/Halvorson, Microsoft Office® 2003 - Illustrated Brief, Course Technology, 2004.

Project files: Instructor will provide instructions for obtaining the Project files.

Software: Microsoft Office 2003 and Internet Explorer 6 will be used. Another operating system may be used, but students may notice some differences in the appearance of certain dialog boxes.
Handouts: Additional handouts may be required. Instructor will provide information on obtaining this material. 

Teaching Methods:

1. Lectures/Demonstrations: Important material from the text and outside sources will be covered in class. You should plan to take careful notes as not all material can be found in the texts or readings. Discussion is encouraged as is student-procured, outside material relevant to topics being covered.

2. Assignments: Concepts Reviews, Skills Reviews, Independent Challenges and other projects and readings will be periodically assigned to help support and supplement material found in the lessons. These assignments may require the application of various software applications.  Very little will be required outside of class except in the event of an absence.  Class work is counted as HOMEWORK if not passed in on the due date when asked and thus is counted as a MISSING assignment if not handed in the next day.  It is not assumed that everyone has the same software so see your instructor for arrangements of getting the work done.  I am available from 7:00 to 7:30 am and 3:00 to 3:30 pm each day unless a meeting arises.  You may use the library and get saved work on the network.  All class labs can be redone for a 90 the second time, an 80 the third time, or a 70 the fourth time to reinforce understanding; however, that is the highest grade you can achieve and will still be deducted for any repeated errors.
3. Quizzes: Occasional scheduled quizzes will be given to help ensure you stay up with assigned material.  As much notice as possible will be given, but you should be reviewing material covered daily.  Unless you have an IEP, tests, exam, and quizzes will NOT be allowed to be taken a second time—so study the first time!
4. Exams: Only one final exam will be given at the end of the semester. The exams will be closed textbook but open notebooks and will test assigned readings and material discussed in class.  Please keep your notes orderly to make for easy reference later—suggestions will be given on how to do this. The final exam will be comprehensive in nature. 

COURSE CONTENT:

A. Proper care and the use of microcomputers and storage devices.

B. Operation of the computer keyboard and running applications.

C. Introduce keyboarding as an important skill.

D. History, development, and design of computer systems.
E. Word processing program to type, edit, and format printed documents

F. Spreadsheet program to enter, modify, analyze, and perform calculations upon entry.

G. Introduce windows operating system

H. Discuss and/or research networking, internet, and other various areas of technology

I. Data management program and data file design.

J. Binary number system and its importance in computers along with other historical importance.

K. Careers in computers and computer-related industries will be discussed.

L. Increasing communication skills with the use of computer technology will be emphasized.

1. Listening Skills

2. Reading Skills

3. Speaking Skills (one informal and one formal presentation will be required)

4. Writing Skills

 Course Policies:

Missed Classes: You are responsible for obtaining material, which may have been distributed on class days when you were absent. This can be done through contacting a classmate who was present or by contacting the instructor during her office hours. Missed or late quizzes must be made up at your earliest available time (preferably the next day returned).  If going on a field trip or other school related excused day off, you may ask for a quiz to be given in advance of that day. 

Assignments: All assignments are due at the beginning of class on the date due. Late submission of assignments may be assessed a penalty of 10 points per day. 
Academic Dishonesty: Plagiarism and cheating are serious offenses and may be punished by failure on exam, paper or project; failure in course; and or expulsion from the Academy.  For more information, refer to the "Business Class Rules" policy.

Need for Assistance: If you have any condition, such as a physical or learning disability, which will make it difficult for you to carry out the work as I have outlined, or which will require academic accommodations, please notify me as soon as possible. 

Posting of Grades: Final grades will not be posted. If you wish to have your final grade sent to you, please bring a self-addressed, stamped envelope to the final exam or see me upon your return in January or August (depending on the semester of the course for your exam copy. Grading procedure is as follows:


25% on quizzes


75% on class participation, projects, and daily labs
 Course Outline

	Week


	Topic
	Material

	1
	Office 2003 

Unit A: Getting Started with Microsoft Office 2003
	· Understanding Office 2003 Professional
· Starting an Office Program

· Using Menus, Toolbars, and the Task Pane

· Saving, Printing, and Closing a File

· Using Help

· Creating a New File with a Wizard

· Exiting an Office Program

	2
	Word 2003 

Unit B: Creating a Document
	· Creating a New Document from and Existing File
· Entering Text in a Document

· Editing Text

· Copying and Pasting Text

· Moving Text

· Finding and Replacing Text

· Checking Spelling and Grammar

· Previewing and Printing a Document

	3
	Word 2003 

Unit C: Enhancing a Document
	· Changing Font Type and Size
· Changing Font Color, Style, and Effects

· Changing Alignment and Line Spacing

· Changing Margin Settings

· Setting Tabs

· Setting Indents

· Adding Bulleted and Numbered Lists

· Applying and Modifying Styles

	4
	Word 2003 

Unit D: Adding Special Elements to a Document
	· Creating a Table
· Inserting and Deleting Table Columns and Rows

· Formatting a Table

· Inserting WordArt

· Adding Clip Art

· Inserting a Footnote

· Inserting a Header or Footer

· Adding Borders and Shading

	5
	Excel 2003 

Unit E: Creating and Enhancing a Worksheet
	· Navigating a Workbook
· Entering Numbers and Labels

· Changing Column Width and Row Height

· Using Formulas

· Editing a Worksheet

· Changing Alignment and Number Format

· Changing Fonts and Adding Borders

· Saving a Worksheet as a Web Page

· Previewing and Printing a Worksheet

	6
	Excel 2003 

Unit F: Using Complex Formulas, Functions, and Lists
	· Creating Complex Formulas
· Understanding Functions

· Using the SUM Function

· Using Date and Time Functions

· Using Financial Functions

· Sorting Rows in a List

· Filtering List Data

	7
	Excel 2003 

Unit G: Creating a Chart
	· Understanding and Planning a Chart
· Creating a Chart

· Moving and Resizing a Chart and Chart Objects

· Changing the Chart Type

· Adding Axis Titles and Gridlines

· Changing Chart Fonts and Colors

· Enhancing a Chart

· Adding Headers and Footers and Printing a Chart

	8
	Access 2003 

Unit H: Creating a Database
	· Understanding Databases
· Creating a Database and a Table

· Designing a Table

· Modifying a Table

· Creating a Data Entry Form

· Entering Data into a Form

· Adding and Editing Records

· Printing a Database and Exiting Access

	9
	Access 2003 

Unit I: Working with Forms and Data
	· Opening an Existing Database
· Changing a Form’s Layout

· Formatting Controls on a Form

· Adding a Graphic to a Form

· Filtering Records in a Table

· Sorting Records in a Table

· Creating Queries

· Protecting a Database

	10
	Access 2003 

Unit J: Creating Database Reports
	· Creating a Report
· Resizing, Deleting, and Moving Controls

· Formatting a Report

· Printing a Report

· Creating a Report from a Query

· Adding Summary Information to a Report

· Adding an Expression to a Report

· Creating Mailing Labels

	11
	PowerPoint 2003 

Unit K: Creating a Presentation
	· Creating a Presentation from a Design Template
· Entering Text in a Slide Pane

· Entering Text in the Outline Tab

· Viewing a Presentation

· Formatting Text

· Adding Shapes

· Adding Text Boxes

· Printing Handouts

	12
	PowerPoint 2003 

Unit L: Polishing and Running a Presentation
	· Applying and Customizing Color Schemes
· Adding Clip Art

· Working with Images

· Customizing a Slide Show

· Setting Slide Timings and Transitions

· Animating Slide Objects

· Creating Speaker Notes

	13
	Office 2003 

Unit M: Integration Office 2003 Programs
	· Embedding an Excel Chart in a PowerPoint Slide
· Sending a PowerPoint Presentation to Word

· Inserting a Word File in a Word Document

· Linking an Excel Worksheet to a Word Document
· Updating a Linked Excel Worksheet

· Inserting Access Fields in a Word Form Letter

· Merging Access Data and Word Text to Create a Form Letter

· Saving an Office Document as a Web Page


