CLASS DESCRIPTION AND INTRODUCTION FOR

MICROCOMPUTER APPLICATIONS

Prerequisite

Formatting and Document Processing

Period Structure

47 minute period

Course Description

Students will explore all the Office 2007 software programs.  This includes working with Word, creating MLA reports, and using Word Wizards to prepare resumes and cover letters.  Students will create spreadsheets in Excel and make charts from the spreadsheet data.  Students will also learn how to use formulas in Excel.  The Access database will be explored.  Creating tables from the database will be learned.  PowerPoint presentations will be created and presented to the class.

Textbooks, practice sets, and other published material used

Microsoft Office 2007 Introductory Concepts and Techniques, Premium Video Edition

Shelly Cashman Vermaat, Course Technology, Cengage Learning, copyright 2010

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 as is student-procured outside material relevant to topics being covered.

2. Assignments:  End of chapter activities and online activities will be assigned weekly to reinforce material in the text.  These assignments may 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:  Three 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)
Introduction to Windows Vista and Office 2007

a) Windows Vista Operating Systems

b) Windows Vista Desktop

c) Keyboard and Keyboard Shortcuts

d) Launching an Application Program

e) Windows Explorer

f) Working with Folders

g) Using the Help and Support

2)
Office Word 2007 Chapter 1 Creating and Editing a Word Document

a) Starting Word

b) The Word Window

c) Entering Text

d) Saving the Project

e) Formatting Paragraphs and Characters in a Document

f) Inserting and Formatting a Picture in a Word Document

g) Enhancing the Page

h) Changing Document Properties and Saving Again

i) Printing a Document

j) Quitting Word

k) Starting Word and Opening a Document

l) Correcting Errrs

m) Word Help

3) Office Word 2007 Chapter 2 Creating a Research Paper

a) Changing Document Settings

b) Typing the Research Paper Text

c) Creating an Alphabetical Works Cited Page

d) Proofing and Revising the Research Paper

4) Office Word 2007 Chapter 3 Creating a Cover Letter and a Resume

a) Creating a Letterhead

b) Creating a Cover Letter

c) Using a Template to Create a Resume

d) Addressing and Printing Envelopes and Mailing Labels

5) Office Word 2007 Web Feature Creating a Web Page Using Word

a) Saving a Word Document as a Web Page

b) Formatting a Web Page

c) Testing the Web Page

6) Office Excel 2007 Chapter 1 Creating a Worksheet and an Embedded Chart

a) Starting Excel

b) The Excel Workbook

c) Worksheet Window

d) Selecting a Cell

e) Entering Text

f) Entering Numbers

g) Calculating a Sum

h) Using the Fill Handle to Copy a Cell to Adjacent Cells

i) Saving the Project

j) Formatting the Worksheet

k) Using the Name Box to Select a Cell

l) Adding a 3-D Clustered Column Chart to the Worksheet

m) Changing Document Properties and Saving Again

n) Printing a Worksheet

o) Quitting Excel

p) Starting Excel and Opening a Workbook

q) AutoCalculate

r) Correcting Errors

s) Excel Help

7) Office Excel 2003 Chapter 2 Formulas, Functions, Formatting, and Web Queries

a) Entering the Titles and Numbers into the Worksheet

b) Entering Formulas

c) Using the AVERAGE, MAX, and MIN Functions

d) Verifying Formulas Using the Range Finder

e) Formatting the Worksheet

f) Checking Spelling

g) Preparing to Print the Worksheet

h) Previewing and Printing the Worksheet

i) Displaying and Printing the Formulas Version of the Worksheet

j) Importing External Data from a Web Source Using a Web Query

k) Changing the Worksheet Names

l) E-Mailing a Workbook from within Excel

8) Office Excel 2003 Chapter 3 What-If Analysis, Charting, and Working with Large Worksheets

a) Rotating Text and Using the Fill Handle to Create a Series

b) Copying a Range of Cells to a Nonadjacent Destination Area

c) Inserting and Deleting Cells in a Worksheet

d) Entering Numbers with Format Symbols

e) Freezing Worksheet Titles

f) Displaying a System Date

g) Absolute versus Relative Addressing

h) Making Decisions—The IF Function

i) Formatting the Worksheet

j) Copying a Cell’s Format Using the Format Painter Button

k) Adding a 3-D Pie Chart to the Workbook

l) Renaming and Reordering the Sheets and Coloring Their Tabs

m) Checking Spelling, Saving, Previewing, and Printing the Workbook

n) Changing the View of the Worksheet

o) What-If Analysis

9) Office Excel 2007 Web Feature Creating Web Pages Using Excel

a) Using Web Page Preview and Saving an Excel Workbook as a Web Page

10) Office Access 2007 Chapter 1 Creating and Using a Database

a) Designing a Database

b) Starting Access

c) Creating a Database

d) The Access Window

e) Creating a Table

f) Quitting Access

g) Starting Access and Opening a Database

h) Previewing and Printing Contents of a Table

i) Creating Additional Tables

j) Creating a Report

k) Using a From to View Data

l) Changing Document Properties

m) Access Help

11) Office Access 2007 Chapter 2 Querying a Database

a) Starting Access

b) Creating Queries

c) Entering Criteria

d) Sorting

e) Joining Tables

f) Calculations

g) Crosstab Queries

12) Office Access 2007 Chapter 3 Maintaining a Database

a) Starting Access

b) Updating Records

c) Filtering Records

d) Changing the Database Structure

e) Mass Changes

f) Validation Rules

g) Changing the Appearance of a Datasheet

h) Multivalued Field in Queries

i) Referential Integrity

j) Ordering Records

k) Special Database Operations

13) Office Access 2007 Integration Feature Sharing Data Among Applications

a) Starting Access

b) Importing or Linking Data from Other Application to Access

c) Exporting Data from Access to Other Applications

d) XML

14) Office PowerPoint 2007 Chapter 1 Creating and Editing a Presentation 

a) Starting PowerPoint

b) The PowerPoint Window

c) Choosing a Document Theme

d) Creating a Title Slide

e) Formatting Characters in a Presentation

f) Saving the Project

g) Adding a new Slide to a Presentation

h) Creating a Text Slide with a Single-Level Bulleted List

i) Creating a Text Slide with a Multi-Level Bulleted List

j) Ending a Slide Show with a Closing Slide

k) Changing Document Properties and Saving Again

l) Moving to Another Slide in Normal View

m) Viewing the Presentation in Slide Show View

n) Quitting PowerPoint

o) Starting PowerPoint and Opening a Presentation

p) Checking a Presentation for Spelling Errors

q) Correcting Errors

r) Displaying a Presentation in Grayscale

s) Printing a Presentation

t) PowerPoint Help

15) Office PowerPoint 2007 Chapter 2 Creating a Presentation with Illustrations and Shapes

a) Starting PowerPoint

b) Creating Slides from a Blank Presentation

c) Changing Views to Review a Presentation

d) Changing Layouts

e) Inserting Clip Art and Photographs into Slides

f) Resizing Clip Art and Photographs

g) Formatting Title and Content Text

h) Adding and Formatting a Shape

i) Adding a Transition

j) Printing a Presentation as an Outline and Handout

16) Office PowerPoint 2007 Web Feature Creating Web Pages Using PowerPoint

a) Using Web Page Preview and Saving a PowerPoint Presentation as a Web Page

17) Office Outlook 2007 Chapter 1 Managing E-Mail and Contacts with Outlook

a) Starting and Customizing Outlook

b) The Inbox – Microsoft Outlook Window

c) Working with Incoming Messages

d) Working with Outgoing Messages

e) Organizing E-Mail Messages

f) Using Contacts

g) Outlook Help

18) Integration 2007 Chapter 1 Integrating Office 2007 Application and the World Wide Web

a) Adding Hyperlinks to a Word Document

b) Embedding an Excel Chart into a Word Document

c) Viewing the Word Document in Your Browser and Saving It as a Web Page

d) Creating a PowerPoint Presentation Web Page

e) Creating a Web Page from an Access Report

