Microsoft Office- Syllabus

	Instructor
	Mrs. Dugan
	E-mail
	sdugan@usd343.org


Contact Hours

I am available each day from 7:30 am—8:10 am, block days from 1:00-2:28, A day from 1:46-2:31.
Course Description:

Students will learn basic and enhanced features of the Microsoft office suite (word, excel,  and PowerPoint).  Microsoft office suite is an integrated suite of programs that lets the user not only create different documents but lets them import and export data from one program to the other.  The student will not only learn all three components and its many features but learn to take advantage of the integration of working with more than one application at a time.  At the completion of this class the student could pursue Microsoft office core certification.

Text(s):

Microsoft Office 2003, New Perspectives Series, Course Technology, 2003
Grading Scale:

USD 343 Grading Scale

A+ 
(100% & above)
B- 
(80%-82%)

A   
(93%-99%)
C+ 
(77%-79%)

A-  
(90%-92%)
C 
(73%-76%)

B+
(87%-89%)
C-
(70%-72%)

B
(83%-86%)
D+
(67%-69%)

D 
(63%-66%)
F
(59% & below)

D-
(60%-62%)


INC:  Student has not completed all the given requirements at this time.

Assignments missed while absent will be recorded as a “Zero” and will count toward their grade.  

Students have a minimum of 2 days for each day absent to submit missed work for credit.  

Should a student become ineligible they are guaranteed the opportunity in each class to raise their grade to become eligible in the following week.
Student Evaluation:

Tests: 60%

Homework/Assignments/Projects: 40%
Requirements:

Required to participate in lecture, demonstration, and individualized learning techniques.
Projects:

Available upon request.
Behavior Plan:

1) Respect

a.  Manage personal space.

b.  Listen while others speak.

c.  Avoid negative comments.

2)  Responsibility

      a.  Come to class prepared/punctual.


b.  Follow directions immediately.


c.  Ask for help as needed.


d.  Complete assignments promptly.


e.  Contribute positively to learning environment.

Consequences for choosing not to meet expectations:



1.  Reminder



2.  Warning



3.  Conference with teacher/verbal improvement plan.



4.  Removal from class/parent contact/written improvement plan.



5.  Referral to office.

Course Outline:

Fall Semester
  I.
Word  (Word 2003)


A.  Editing and working with menus


B.  Formatting text by extending basic techniques



1.  Fonts



2.  Inserting symbols


`
3.  Applying borders and shading



4.  Indentions


C.  Enhanced features



1.  Manipulating tabs



2.  Multiple page documents 



3.  Newspaper columns



4.  Customizing auto correct

5. Using the thesaurus

6. Desktop publishing

7. Database


D.  Working with multiple documents



1.  Working with blocks of text



2.  Inserting one document into another



3.  Cutting and pasting



4.  Envelopes/labels (database)



5.  Paper size and orientation


E.  Formatting documents and tables



1.  Headers and footers



2.  Page numbering



3.  Find and replace



4.  Using templates



5.  Outlines



6.  Creating tables



7.  Entering text in tables



8.  Manipulation of cells



9.  Performing calculations

II.
Excel  (Excel 2003)


A.  Preparing and formatting a worksheet



1.  Creating



2.  Saving



3.  Opening



4.  Printing



5.  Using drop-down menus



6.  Manipulation of cells and data in cells



7.  Calculations


B.  Maintaining and enhancing a worksheet



1.  Inserting/deleting rows and columns



2.  Formatting and customizing jobs



3.  Find and replace data



4.  Sorting data


C.  Moving data within and between workbooks



1.  Moving, copying and pasting cells



2.  Creating a workbook with multiple worksheets



3.  Moving, copying and pasting data between workbooks



4.  Moving, copying and pasting a worksheet between programs



5.  Using excel templates


D.  Inserting formulas in a worksheet



1.  Using autosum



2.  Writing formulas



3.  Working with ranges



4.  Linking cells between worksheets



5.  Planning a worksheet


E.  Creating charts



1.  Creating and deleting charts



2.  Sizing, moving and editing charts



3.  Adding and formatting chart elements

III.
PowerPoint  (PowerPoint 2003)


A.  Preparing a presentation



1.  Planning and creating



2.  Using auto content wizard



3.  Viewing a presentation



4.  Running a slide show


B.  Editing and formatting a PowerPoint presentation



1.  Editing slides



2.  Formatting



3.  Adding speaker notes


C.  Adding Animation to presentations



1.  Adding animation effects



2.  Inserting clip art



3.  Creating a table in a slide



4.  Creating hyperlinks in a presentation



5.  Importing text from word

IV.
Using word art and creating organizational charts

 V.
Linking and embedding objects


VI. Integrated Project and Internet activities

VII. Career Development

Spring Semester
Same as Fall.
State Standards:

PRESENTATION SOFTWARE

P / F  Launch PowerPoint

P / F  Determine form of presentation 

P / F  Access AutoContent Wizard to create a new presentation

P / F  Access a blank presentation template

P / F  Access a design template

P / F  Create a new presentation using a template 

P / F  Modify the template of an existing presentation by changing its color scheme and/or background shading

P / F  Insert new slides

P / F  Add textual information

a. Create a bulleted list with various levels

b. Add slide objects (graphs, sound, video)

c. Insert a table on a slide

d. Edit a table

P / F  Add visual effects

a.  Add clip art to a slide

b. Change clip art on the slides

c. Place scanned images on the slides

d. Add text with special effects on the slides

e. Utilize the Slide View, Outline View, Slide Sorter View, Notes Pages View, and the Slide Show View to develop a presentation

f. Use the Outline View to add slides to and/or delete slides from and existing presentation

g. Change the arrangement of objects on a slide

h. Change slide orientation from landscape to portrait.

i. Change the physical size of printouts

j. Delete a slide in Slide View

k. Cut and Paste to reorder slides

l. Reorder slides with the Slide Sorter View

P / F  Customize a presentation

a. Set up an electronic slide show

b. Add a Transition (special audiovisual effect) to a selected slide

c. Add Transition to all slides

d. Utilize the Rehearse Timings feature for automatic slide advancement

e. Create a Build slide (custom animation)

f. Name and save a presentation to a folder

P / F  Prepare for distribution



a.   Set automatic slide timing

P / F  Deliver presentations

a. Print slides in a variety of formats

b. Save presentation for use on another computer

P / F  Presentation Skills

a. Edit presentation for a particular audience

b. Use pictures, graphics, and text for maximum impact

DESKTOP PUBLISHING

P / F  Create a text block

P / F  Import text files and word processing documents into publications

P / F  Import graphics from various sources (e.g. software-specific library, other applications, Internet)

P / F  Create a flyer with text and graphics

P / F  Create business forms (e.g. business cards, letterhead, desk notes)

P / F  Production skills

a. Determine the appropriate computer program needed to produce the assignments most effectively

b. Scan photographs and manipulate images

c. Design brochures, business cards, letterheads, pamphlets, package design, postcards, and promotional items

d. Create color layouts

e. Create color separations for printing

DEVELOP A PORTFOLIO

P / F  Explain the purpose of portfolios

P / F  Explain the reasons for selecting the pieces in the portfolio

P / F  Create a flyer with text and graphics

P / F  Produce an advertisement

P / F  Create business forms (e.g. business cards, letterhead, desk notes)

P / F  Create a resume

P / F  Create multipage, multicolumn documents (e.g. newsletters, magazines)

P / F  Create brochures (single or multiple pages)

P / F  Create mailing pieces (e.g. product labels, business reply cards)

SPREADSHEETS

P / F  Open a spreadsheet program

P / F  Retrieve a prepared template

P / F  Identify parts of a spreadsheet

P / F  Save a worksheet

P / F  Exit a program

P / F  Build a spreadsheet

P / F  Demonstrate moving through a worksheet

P / F  Go to a specific cell

P / F  Enter text (labels)

P / F  Enter numbers (values)

P / F  Format a spreadsheet

P / F  Change column widths

P / F  Change label alignment

P / F  Specify number format

P / F  Format the screen

P / F  Split window horizontally 

P / F  Spilt window vertically 

P / F  Freeze vertical/horizontal lines

P / F  Enter formulas (M:1.4.1A)
P / F  Enter arithmetic formulas (M:1.4.1A)
P / F  Enter logical formulas (M:1.4.1A)
P / F  Recalculate data

P / F  Replace contents of a cell

P / F  Erase data from a cell

P / F  Erase a range of data

P / F  Enter a sum and average functions (M:1.4.1A)
P / F  Replicate data with copy and move

P / F  Prepare a graph from data

P / F  Print worksheet to a file

P / F  Print hardcopy of worksheet

P / F  Print specific range of data

P / F  Sort range of data

P / F  Find and/or select data 

P / F  Execute a simple marco

P / F  Write a simple marco

EXCEL

P / F  Create, delete, size, and move a chart

P / F  Change the chart type

P / F  Change the data series

P / F  Change the data in cells

P / F  Add/format chart elements

P / F  Link and embed elements

P / F  Insert clip art images

P / F  Create maps to display data

CREATE AND PRINT CHARTS

P / F  Identify parts of a chart (R:1.4.5)

P / F  View a chart

P / F  Save a chart with a worksheet file

P / F  Use data from a worksheet to create a simple graph (M:2.4.1A)
P / F  Create an XY, Area, Doughnut, and Radar chart

P / F  Create a column, line, bar combination, stacked column chart, and pie chart

P / F  Print a chart document

P / F  Create an embedded chart in a worksheet with the ChartWizard

P / F  Print an embedded chart

P / F  Print an embedded chart and a worksheet

P / F  Delete an embedded chart from a worksheet

ENHANCE THE APPEARANCE OF A CHART

P / F  Change the location of a legend

P / F  Remove and change the axes scales

P / F  Change the fonts and chart text

P / F  Change colors and hatch patterns

P / F  Insert gridlines

P / F  Add unattached text and graphic objects

CREATE AND USE A TEMPLATE WORKBOOK

P / F  Create and use a template

P / F  Create a template workbook

P / F  Enter data into a template

P / F  Save the template workbook to a template file

P / F  Retrieve a template

CREATE AND USE MULTIPLE WORKSHEETS AND FILES

P / F  Create multiple worksheets in a file

P / F  Move and copy between multiple worksheets

P / F  Enter data and formulas in multiple worksheets

P / F  Format multiple worksheets

P / F  Print multiple worksheet data

P / F  Use multiple worksheets

CONSOLIDATE WORKSHEETS AND LINKING FILES

P / F  Link worksheets together

P / F  Move information between worksheets by linking workbook files

DATABASE MANAGEMENT

P / F  Open a database program

P / F  Identify parts of a database 

P / F  Open an existing database file

P / F  Enter data in new record

P / F  Edit an existing record

P / F  Create a database

P / F  Determine fields

P / F  Name fields

P / F  Determine field types—text, memo, number, currency, date/time, auto-number, yes/no

P / F  Determine widths

P / F  Determine decimal position of numbers

P / F  Insert a record

P / F  Move from record to record

P / F  Search for specific information

P / F  Modify files

P / F  Display records

P / F  Sort records

P / F  Index records

P / F  Sort a data file

P / F  Generate reports 

P / F
Create a report

P / F  Design a report form

P / F
Format a printout form

P / F  Select records for report

P / F  Print a report

P / F  Verify and correct data

EDITING, AND STORING DOCUMENTS, RECORDS AND FILES

P / F  Proofread document for content, format, and typographical errors

P / F  Search and replace text

P / F  Rename file

P / F  Prepare new document from existing documents

P / F  Update existing records in files

P / F  Update data on spreadsheets

P / F  Maintain backup files

P / F  Add/delete data to the backup files

CREATE A DATABASE TABLE

P / F  Organize data in a database table

P / F  Enter data in a table

P / F  Change page setup

P / F  Change field width

P / F  Add/delete records

RELATIONSHIPS BETWEEN DATABASE TABLES

P / F  Create a primary key field

P / F  Create a foreign key field

P / F  Create a database file with related tables

WORD PROCESSING SKILLS

P / F
Key special business documents such as agendas, memoranda, minutes, outlines, itineraries, news releases, purchase orders, invoices, etc.

ADVANCED APPLICATIONS
P / F
Sort data in ascending and descending order

P / F
Integrate spreadsheet, database, and word processing applications

P / F
Apply principles of typography (styles/sizes)

P / F
Create documents in varying columnar formats

P / F
Import graphics within text

INTERNET

P / F  Connect to the Internet

P / F  Log on to a network

 P / F  Identify the basic buttons and menu options used by Netscape

 P / F  Access web search engines.  

 P / F  Search the web using a directory

P / F
Search the web using key words

 P / F  Create and use bookmarks

CAREER DEVELOPMENT SKILLS

LISTENING SKILLS

P / F  Follow oral instructions

a. Listen for and identify key words

b. Listen for words that identify a procedure

c. Listen for steps or actions to be performed

d. Listen for clues regarding the order or sequence in which a task is performed

P / F  Interpret nonverbal cues (eye contact, posture, gestures)

P / F  Draw conclusions or make generalizations from another’s oral communication

DECISION MAKING/PROBLEM SOLVING

P / F  Apply the steps in the decision making process 

P / F  Utilize problem solving skills

a. Identify the problem for resolution

b. Define critical issues

c. Analyze causes of the problem

d. Utilize research and assessment skills

e. Examine results of a problem

f. Offer solutions to a problem

g. Implement an action plan

h. Select a solution to a problem

CAREER PLANNING

P / F  Participate in career exploration

LANGUAGE ARTS

WRITTEN COMMUNICATIONS

P / F  Use acceptable standards for grammar, mechanics, and word usage

P / F  Write coherent business correspondence, instructions, descriptions, summaries, and reports using appropriate formats

P / F  Apply a variety of specific proofreading techniques to identify and correct errors

P / F  Proofread business documents to ensure that they are clear, correct, concise, complete, consistent, and courteous
P / F  Interpret information from manuals, computer printouts, and electronic sources
STATISTICS AND PROBABILITY

P / F  Construct, read, and interpret tables, charts, and graphs

P / F  Make inferences about data from tables, charts, and graphs
ALGEBRA

P / F  Apply the order of operations principle when using mathematical processes
P / F  Recognize, describe, and predict patterns of data
P / F  Construct and solve an algebraic equation for a given problem
SCIENCE

P / F  Describe positive and negative impacts of technology on the environment

P / F  Assess the use of laser technology in modern society

P / F  Explain how the advancement of technology enhanced the way telecommunications have affected our lives
P / F  Define artificial intelligence

P / F  Describe how a bar code works

LEADERSHIP
TANGIBLE SUPPORT

P / F  Exhibit the role of leader in teamwork situations

P / F  Apply one of more problem-solving processes to a given situation(s)

P / F  Identify leadership opportunities in the school, workplace and community
COLLEGIALITY

P / F  Display courtesy, tactfulness and patience

P / F  Specify and cultivate elements of a desired professional image
