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I. Course Description 
 
This course is an alternative to 1011 for students who have had training in MS Office 
applications. The course explores text-based technology using the Web and advanced 
features of applications in the MS Office suite. At these advanced levels, topics include 
creating Web pages and a textual Website using standard internet editing and publication 
applications. Word topics include creating a document with a table, chart, and watermark, 
generating form letters, mailing labels, and directories, creating a professional newsletter, 
and linking and excel worksheet and chart to a word document. Excel topics include 
financial functions, data tables, amortization schedules, and hyperlinks, creating, sorting, 
and querying a list, creating templates and working with multiple worksheets and 
workbooks. PowerPoint topics include creating a presentation with custom backgrounds 
and smart art diagrams, working with information graphics, and collaborating on and 
delivering presentations. Access topics include creating reports, multi-table forms, using 
macros, switchboards, pivot tables, and pivot charts, and SQL (structured query 
language). 
II. Materials & Equipment 
 
Texts: 
Microsoft Office 2007: Advanced Concepts and Techniques 
Shelly Cashman Vermaat (ISBN: 987-1-4188-4332-8) 
www.geocities.com/rhswidget  
 
III. Course Goals & Objectives 
 
• Proficiency in the use of Advanced Microsoft Office tools so that papers, projects and 

presentations in other classes are professionally prepared. 
• Develop a organized webpage and later a textural website using basic html script. 
• Develop work habits that are important to success in school and business. 
• Learn the features of various Web Applications, Microsoft Word, Excel, PowerPoint, 

and Access in conjunction with the above. 
 
IV. Course Topics (Summary Outline) 
 
• Building My First Web Page  

o Welcome to the Web 
o The Nuts and Bolts of HTML 
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o Building a Document Structure 
o Adding Links 
o Including Images 
o List Markup 
o Changing the Look and Feel of Text 
o Publish Your Page 

• Microsoft Word 2007 
o Creating Documents with a Table, Chart, and Watermark 
o Generating Form Letters, Mailing Labels, and Directories 
o Creating a Professional Newsletter 
o Linking an Excel Worksheet and Chart to a Word Document 

• Microsoft Excel 2007 
o Financial Functions, Data Tables, Amortization Schedules, and Hyperlinks 
o Creating, Sorting, and Querying a Worksheet List 
o Creating and Working with Multiple Worksheets and Workbooks 

• Microsoft PowerPoint 
o Create a Presentation with Custom Backgrounds and SmartArt Diagrams 
o Work with Information Graphics 
o Collaborate on and Deliver Presentations 

• Microsoft Access 
o Create Reports, Multi-table Forms 
o Use Macros, Switchboards, Pivot Tables, and Pivot Charts 
o SQL (structured query language) 

 
V. Assignments & Grading 
 
• Grading of Production Project Assignments completed from the Internet, Microsoft 

Word, Excel, PowerPoint, and Access. 
• Production and Objective tests using SAM 2007 and Examview 2007. 
• Standards and Goals Project Rubric (Attached) 
• Final Exam 
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