CLASS DESCRIPTION AND INTRODUCTION FOR

FORMATTING AND DOCUMENT PROCESSING

Prerequisite

Type 30 words/minute or Computerized Keyboarding

Period Structure

47 minute period 
Course Description

This course is designed for the student who wants to continue developing skills and speed on the keyboard.  Applications focus on word processing skills for school, business and/or personal use such as formatting paragraphs, templates, page and section breaks, tables and columns, in addition to exploring software applications like Word, Excel, Access and PowerPoint. 

Textbooks, practice sets, and other published material used

Microsoft Office 2007 – Real World Applications (i Check Series)

C. Jacqueline Schultz, Linda Wooldridge; Glencoe McGraw-Hill Publishing Company, © 2009

Method of Teaching
1. Lectures:  Important material from the text and outside sources will be covered in class.  Students should plan to take careful notes as not all material can be found in the texts or readings.  Discussion is encouraged.

2. Assignments:  Chapter activities and online activities will be assigned daily to reinforce material in the text.  These assignments will require the application of various software packages.

3. Quizzes:  Occasional unannounced quizzes will be given to help ensure students stay up with assigned material.

4. Exams: Chapter exams will be given.  The exams will be closed book/notes and will test assigned readings and material discussed in class.  Review sheets will be provided prior to the exam day.  The final exam will not be comprehensive in nature.  However, the instructor reserves the right to retest on material that was not appropriately comprehended.  These items will be noted on exam review sheets.

5. Participation:  Student participation will be graded by the level of class participation and attendance.

Grading Method

Total points will be computed as follows.  The total points for quizzes and assignments may vary.

Exams: 100 points

Chapter Assignments:  50 points

Participation:  20 points

Absence and Make-up

View the school website (www.usd327.org) if you have questions about what is going to be covered and assigned on each given day. Lesson plans are generally listed 1-2 weeks in advance. It will be the responsibility of the student, not the teacher, to find out, complete, and hand in make-up work during an absence, in addition to taking all missed quizzes and tests.  The maximum allowance for turning in make-up work is two class periods after the assignment has been made.  After these two days, missing grades become zeroes unless other arrangements have been made.

If the student's absence is known in advance, the student should get that day's assignment and confirm a plan for completion with me.

Extra Help

I will be available for help during 1st hour, and before and after school
Course Outline

1) Office Word 2007 Lesson 1 Create a Document

a) Identify Parts of the Word Screen

b) Use the Ribbon, Tabs, and Groups

c) Use ScreenTips and Different Views

d) Customize the Quick Access Toolbar

e) Create a New Folder

f) Name and Save a Document

g) Insert Text into a Document

h) Wrap and Select Text

i) Correct Spelling Errors

j) Delete Text

k) Undo and Redo Actions

l) Close a Document

m) Open an Existing Document

n) Combine and Split Paragraphs

o) Use the Zoom Options

p) Use the Help Feature

q) Preview and Print a Document

2) Office Word 2007 Lesson 2 Format Content

a) Set Margins

b) Set Tab Stops

c) Modify Font and Size

d) Modify Font Style and Color

e) Apply and Clear Styles from Text

f) Change Font Case and Use Format Painter

g) Apply Character Effects and Highlighting

h) Change Line Spacing

i) Change Paragraph Alignment

j) Create and Customize a Numbered List

k) Create and Customize a Bulleted List

l) Apply and Clear Styles from Lists

m) Modify and Remove Tabs

n) Create an Outline Numbered List

o) Set Indents Using the Ruler

p) Add Borders and Shading to Text

q) Modify Character Spacing and Scale

r) Apply Quick Styles to a Document

s) Change the Style Set and Color Themes

3) Office Word 2007 Lesson 3 Use Word Tools

a) Create a Business Letter

b) Set Margins in Print Layout View

c) Cut and Paste Text

d) Copy and Paste Text

e) Use Drag-and-Drop to Move Text

f) Insert Symbols and Special Characters

g) Use the Thesaurus

h) Spell Check and Grammar Check a Document

i) Research Information

j) Print an Envelope

k) Use the Find and Go To Commands

l) Find and Replace Text

m) Customize and Use AutoCorrect

n) Use the Office Clipboard

o) Use a Template to Create a Business Letter

p) Create and Insert Building Blocks

q) Sort and Edit Building Blocks

4) Office Word 2007 Lesson 4 Manage Lengthy Documents

a) Use Reveal Formatting to Format an Academic Report

b) Create the First Page of a Report

c) Insert and Modify Page Numbers

d) Create and Modify a Header and Footer

e) Navigate a Document

f) Insert and Delete Page Breaks

g) Use Word Count

h) Insert and Format a Citation

i) Insert and Format an Endnote

j) Insert and Format a Footnote

k) Insert and Delete Section Breaks

l) Create and Format a Table of Contents

m) Format Different Sections in a Document

n) Format Long Quotations

o) Select Reference Styles and Add a Citation Source

p) Insert a Bibliography

q) Update a Table of Contents

r) Review an Modify Document Properties

s) Split Windows and Arrange Panes

t) Use Outline View

u) Arrange Open Windows

5) Office Word 2007 Lesson 5 Columns, Tables, and Graphics

a) Create Columns

b) Insert Columns Breaks

c) Format Columns and Column Text

d) Insert a Table

e) Key Text in a Table

f) Insert Columns and Rows in a Table

g) Delete Columns and Rows in a Table

h) Format a Table

i) Modify Cell Formats

j) Apply and Clear Styles from Tables

k) Insert Clip Art

l) Modify Clip Art

m) Insert, Position, and Size a text Box

n) Create and Modify SmartArt

o) Insert, Position, and Size a Shape

p) Use WordArt

q) Create and Modify a Chart

r) Convert Text to Tables and Tables to Text

7) Office Word 2007 Lesson 6 Collaborate with Others

a) Insert a Hyperlink into a Word Document

b) Send a Document for Review via E-mail

c) Use Track Changes

d) Insert, View, and Edit Comments

e) Compare and Merge Documents

f) Locate and Review Combined Changes in a Document

g) Accept and Reject Changes

h) Insert and Edit a Hyperlink to a Web Page

i) Preview a Web Page for Publication

j) Rename a Folder

k) Save a Document as a Web Page

l) Change Page Orientation and Paper Size

m) Prepare a Mail Merge

n) Perform a Mail Merge

o) Choose Printing Options

p) Create and Print Labels

q) Convert Documents to Different Formats

r) Create Personal Letterhead

8) Office Excel 2007 Lesson 1 Excel Basics

a) Identify Parts of the Excel Screen

b) Use Tabs, Groups, and Buttons

c) Close and Create a Workbook

d) Scroll and Move Through Worksheets

e) Create a New Folder

f) Name and Save a Workbook

g) Insert and View Cell Contents

h) Change the View of a Screen

i) Use Undo and Redo

j) Open an Existing Workbook

k) Calculate a Sum

l) Preview and Print a worksheet

m) Use the Help Feature

9) Office Excel 2007 Lesson 2 Create Data and Content

a) Enter Cell Contents

b) Use AutoSum, AVERAGE, MIN, and MAX

c) Edit Cell Contents

d) Move Selected Cells

e) Cut, Copy, and Paste Cells

f) Delete Rows and Columns

g) Insert Rows and Columns

h) Insert and Delete Cells

i) Use the Fill Handle

j) Insert and Edit Hyperlinks

10) Office Excel 2007 Lesson 3 Format Data and Content

a) Change Font, Font Size, and Style

b) Apply Borders and Copy Cell Contents

c) Convert Text to Columns

d) Apply Table Styles

e) Modify Tables to Show New Data

f) Change Font Color

g) Apply Cell Styles

h) Change Column Width

i) Change Row Height

j) Hide and Unhide Columns and Rows

k) Change Horizontal Alignment

l) Show and Hide Gridlines and Headings

m) Rename a Worksheet and Change the Tab Color

n) Choose a Background

o) Hide and Unhide Worksheets

p) Insert, Move, and Size SmartArt Graphics

11) Office Excel 2007 Lesson 4 Analyze Data

a) Use AutoFilter

b) Sort Data

c) Key a Basic Formula

d) Edit Formulas

e) Use Functions to Create Formulas

f) Copy and Move Formulas

g) Enter a Range by Dragging

h) Use Relative References

i) Use Absolute References

j) Use Mixed References

k) Create Diagrams and Charts

l) Modify and Position Chart Elements

m) Change Chart Type

n) Add a Chart to a New Sheet

o) Use the COUNT and COUNTA Functions

p) Use the NOW and PMT Functions

q) Use the IF Function

12) Office Excel 2007 Lesson 5 Manage Workbooks

a) Create a Workbook From a Template

b) Enter Data into a Template

c) Insert and Delete Worksheets

d) Rearrange Worksheets

e) Split, Freeze, and Unfreeze Workbooks

f) Hide, Unhide, and Arrange Workbooks

g) Save and Publish Worksheets as Web Pages

h) Use Print Preview Features

i) Change Page Orientation

j) Set the Print Area

k) Create Headers and Footers

l) Preview and Modify Page Breaks

m) Setup Options for Printing

n) Print a Selection

o) Print a Workbook

p) Rename Folders

q) Convert Files to Different Formats

13) Office Access 2007 Lesson 1 Access Basics

a) Get Started with Access

b) Identify Parts of the Access Screen

c) Use the Ribbon, Tabs, and Groups

d) Open and Explore a Database

e) Open a Table

f) Open a Query

g) Open Multiple Tables

h) Open Multiple Queries

i) Navigate Among Records

j) Enter Data

k) Create a New Folder

l) Format a Datasheet

m) Save a Table or query

n) Preview and Print a Table or Query

o) Change and Display Database Properties

p) Split a Database

q) Back Up a Database

r) Use the Help Feature

s) Compact and Close a Database

14) Office Access 2007 Lesson 2 Structure a Database

a) Create Databases Using Templates

b) Create a Blank Database

c) Add and Remove Tables from Templates

d) Create Tables in Design View

e) Summarize Data with a Totals Row

f) Modify Table and Field Properties

g) Evaluate Table Design

h) Modify Table Structure

i) Create and Modify Multivalued Fields

j) Create and Modify Attachment Fields

k) Create an Input Mask

l) Create and Modify One-To-One Relationships

m) Create and Modify One-To-Many Relationships

n) Enforce Referential Integrity in a Relationship

o) Modify Relationships

p) Print Table Relationships

q) Create Queries

r) Save Filters as Queries

s) Create Crosstab, Unmatched, and Duplicate Queries

t) Create Action Queries:  Make-Table and Update

u) Create Action Queries:  Append and Delete

v) Create Subqueries

15) Office Access 2007 Lesson 3 Enter and Organize Data

a) Enter Records in a Datasheet

b) Edit and Delete Records in a Datasheet

c) Find and Replace Data

d) Create Simple Forms

e) Create Datasheet and Multiple Item Forms

f) Create Split Forms

g) Create Subforms Using Form Wizard

h) Create Subforms by Dragging and Dropping

i) Create PivotTable Forms

j) Create Forms Using Layout View

k) Add and Bind Controls

l) Define Tab Order

m) Format Controls

n) Resize, Align, and Space Controls

o) Apply and Change Conditional Formatting on Controls

p) Create a Report Using the Report Wizard

q) Create a Report in Design View

r) Define Group Headers in Reports

s) Create Aggregate Fields in Reports

t) Apply AutoFormat to Forms and Reports

u) Create Labels Using the Label Wizard

16) Office Access 2007 Lesson 4 Maximize Database Functions

a) Import Structured Data into Tables

b) Link to External Data Sources

c) Save and Run Import Specifications

d) Add and Remove Tables from Queries

e) Add Criteria to Queries

f) Create Joins

g) Add calculated Fields to Queries

h) Add Aliases

i) Use Aggregate Functions in Queries

j) Sort Records in Tables and Queries

k) Sort Records in Forms and Reports

l) Filter Data within Tables

m) Filter Data within Queries

n) Filter Data within Forms

o) Filter Data within Reports

p) Remove Filters

q) Export Data form Tables

r) Export Data from Queries

s) Save and Run Export Specifications

17) Office Access 2007 Lesson 5 Manage Databases

a) Preview for Print

b) Create and Modify Charts

c) Use Print Preview to Prepare Reports for Printing

d) Print Database Object Definitions

e) Print Results of Multiple Queries

f) Preview and Print a Form or Report

g) Encrypt Databases Using Passwords

h) Configure Database Options

i) Identify Object Dependencies

j) Manage Table Links Using the Linked Table Manager

k) Save Databases as Previous Versions

l) Repair a Database

18) Office PowerPoint 2007 Lesson 1 PowerPoint Basics

a) Identify Parts of the PowerPoint Screen

b) Use the Ribbon, Tabs, and Groups

c) View a Presentation in Normal View

d) Name and Save a Presentation in a New Folder

e) Use the Slides and outline Tabs

f) Use Normal View to Arrange Slides

g) Use Slide Sorter View

h) Move Among Slides

i) Add Text to Blank Slides

j) Edit Text on a Slide

k) Set Up and Run a Slide Show

l) Select Slides for a Show

m) Use the Help Feature

n) Use print Preview

o) Print Slides

p) Print a Presentation Handout

19) Office PowerPoint 2007 Lesson 2 Create Content and Collaborate

a) Create a Presentation with a Blank Template

b) Add and Delete Text on Slides

c) Import Text from Other Sources

d) Cut, Copy, and Paste Text

e) Promote and Demote Text

f) Create a Table

g) Apply Quick Styles to Tables

h) Add Clip Art to a Slide

i) Create a SmartArt Diagram

j) Apply Quick Styles to a Chart

k) Add a Picture to a Slide

l) Add Shapes to Slides

m) Add and Modify WordArt on a Slide

n) Use the Thesaurus

o) Use the Spelling Checker

p) Add, Edit, and Delete Comments

20) Office PowerPoint 2007 Lesson 3 Format Content

a) Apply Design Themes

b) Modify Slide Layout

c) Modify Fonts and Font Styles

d) Modify Font Size and Color

e) Align Text and Change Line Spacing

f) Use the Format Painter

g) Add and Modify Bulleted Lists

h) Add and Modify Numbered Lists

i) Change the Size and Color of a Graphic

j) Format and Add an Effect to a Shape

k) Place Illustrations in Order

l) Rotate, Resize, and Recolor a Picture

m) Align and Connect Pictures

n) Add Animation and Effects to Connectors and Pictures

o) Rotate and Align Shapes and Other Graphics

p) Apply an Animation Scheme

q) Create and Modify Custom Animations

r) Apply Transition Effects and Run the Slide Show

s) Use a Slide Master

t) Customize Backgrounds Using Slide Masters

u) Add Graphical Elements to Slide Masters

v) Use Footers and Headers with Slide Masters

21) Office PowerPoint 2007 Lesson 4 Manage Presentations

a) Add, Delete, and Rearrange Slides

b) Copy Elements from One Slide to Another

c) Copy Elements Between Presentations

d) Size and Format Text Boxes

e) Copy Slides Between Presentations

f) Add Hyperlinks to slides

g) Add Action Buttons to Slides

h) Display Grids and Guides

i) Insert Media Clips into Slides

j) Use Notes Pages and Zoom Views

k) Print Outlines and Speaker Notes

l) Change Preview Options

m) Hide Slides

n) Create and Edit a Custom Show

o) Navigate in Slide Show View

p) Use Pens, Highlighters, and Arrows

q) Rehearse and Save Timings

r) Use the Document Inspector to Remove Information

s) Package Presentations for Storage on a CD

t) Identify Features Not Supported by Previous Versions

u) Save Presentations as a Slide Show

