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I. Course Description

This course provides instruction in MS Word and MS Excel. It is a one-semester course

designed to enable students to master fundamental computer skills necessary in college

and business. Students use Microsoft Office 2003 to create professional documents.

Topics in MS World and MS Excel are covered in project form and include creating and

editing documents such as research papers and resumes using wizards (templates) in the

instruction process. The MS Excel projects include creating a worksheet with an

embedded chart, formulas, functions, formatting and Web queries.

II. Materials & Equipment

Texts: Keyboarding and Document Processing for Windows

Microsoft Word 2003 – Shelley Cashman Series

Microsoft Excel 2003 – Shelley Cashman Series

Various handouts and related practice materials

III. Course Goals & Objectives

A. Proficiency in the use of MS Office tools so that papers, projects, and

presentations in other classes are professionally prepared.

B. Develop mastery of alphabetic keyboard, including alpha, numeric, and command

keys.

C. Develop the ability to format documents.

D. Develop the ability to use automatic features the computer equipment provides to

perform various editing functions.

E. Process documents that are acceptable in format, language usage, error detection

and correction.

F. Develop work habits that are important to success in school and business.

G. Develop speed and accuracy in using the computer keyboard.

H. Develop proofreading techniques.

I. Learn the basics of MS Word 2003 and MS Excel 2003 in conjunction with the

above.

IV. Course Topics (Summary Outline)

J. Keyboarding Review

K. Speed and Accuracy development (ongoing)

L. Creating and Editing a Word Document – Announcement

M. Creating a Research Paper

N. Creating a Resume Using a Wizard and a Cover Letter with a Table

F. Tables

G. One-page Reports

H. Memorandum

J. MS Excel – Project 2 Formulas, Functions, Formatting and Web Queries

K. MS Excel – Project 3 What-If Analysis, Charting, and Working with Large

Worksheets

V. Assignments & Grading

A.Method of Evaluation

B. “Standards and Goals” grading sheet attached.
In this class I expect to receive an A. I will work very hard to understand the material that I am taught, and my knowledge of how to work a computer will be greatly improved. I will work very hard in this class and I will hopefully get an A. 
