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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).

Il. Materials & Equipment

Texts:

Microsoft Office 2007: Advanced Concepts and Techniques
Shelly Cashman Vermaat (ISBN: 987-1-4188-4332-8)
www.geocities.com/rhswidget

Ill. Course Goals & Objectives

e Proficiency in the use of Advanced Microsoft Office tools so that papers, projects and
presentations in other classes are professionally prepared.

e Develop a organized webpage and later a textural website using basic html script.

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

e Learn the features of various Web Applications, Microsoft Word, Excel, PowerPoint,
and Access in conjunction with the above.

IV. Course Topics (Summary Outline)

e Building My First Web Page
o Welcome to the Web
o The Nuts and Bolts of HTML
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Building a Document Structure
Adding Links
Including Images
List Markup
Changing the Look and Feel of Text
0 Publish Your Page
e Microsoft Word 2007
o Creating Documents with a Table, Chart, and Watermark
0 Generating Form Letters, Mailing Labels, and Directories
o Creating a Professional Newsletter
o Linking an Excel Worksheet and Chart to a Word Document
e 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
e Microsoft PowerPoint
0 Create a Presentation with Custom Backgrounds and SmartArt Diagrams
o Work with Information Graphics
o0 Collaborate on and Deliver Presentations
e Microsoft Access
o Create Reports, Multi-table Forms
0 Use Macros, Switchboards, Pivot Tables, and Pivot Charts
0 SQL (structured query language)

V. Assignments & Grading

e Grading of Production Project Assignments completed from the Internet, Microsoft
Word, Excel, PowerPoint, and Access.

e Production and Objective tests using SAM 2007 and Examview 2007.

e Standards and Goals Project Rubric (Attached)

e Final Exam
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rich variety of relevant supporting
information that is useful. ATl sources of
information sre properly and clearly
credited. Information presented appears to

be accurate, complete, and current. Thers is
excellent evidence of student leammg and

effort.

about the sources of some information,

pictures, graphics, or other content.
Information presented may be accurate,

complete, and current but this is not
always clear. There is substantial

evidence of sudent leaming and effort

of sources needs improvement.
Information is incomplete. out of date,
and/or incorrect. There is adequate

evidence of student leaming and effort.

given. Information is incomplete, out of date
or incorrect. There is little evidence of student
learning and effort.

§ 6 4 2 Score
S | |There is a clear statement of purpose, The purpose, theme or main 1dea ofthis This Web project lacks a clear sense of The text may read like a collection
.\r' g—:_*?]‘:'\ll:m ddea For this Web profect. There is i o of disconnected, random thoughts
E— : Pro) Web project is not clearly stated ormay | purpese or central theme. Some of the There is not ?lelglll demi_] al'.ld i?’lfol'maliorl
T be vague. There may be some guestion information may not seem to fit. Citation To support the project. No citations are

€ | Clear, concise, well-written, no spelling or

E ETanmAtic al erors.

Few syntax, spelling or grammatical

EIToTs.

oderate amount of spelling, symtax.

and/or grammatical errors.

Many spelling and grammartical
Errors.

L | The opening page inireduces the overall

o | structure of the site. Sequencing from page
Y | to page is logical and effective. There is

p | mmity and consistency amo:
f graphic elements. There are clear and
1

G

attractive transitions between pages. Text

The opening page mroduces the
stmucture

he site howver the reader may not
Imow what to do next. Text and graphic
«elements are arranged but lack

appropriate "white space” appearing

cluttered. There 15 adequate unity but

The opening page does not adequately
mtroduce the stracture of the site. Details
seem mrelated and information is not
grouped logically. Project has text and
graphics however they lack or have too
much “white space”. There is little unity

The opening page does not introduce
The structure of the site. The
Sequencing makes the project hard to
understand Project lacks text of graphic
with no original™ white space” There is
no unity or consistency among text and
graphic elements. Pages are disconnected

interest.

project is unattractive or distracting.

¥ | and graphic elements are arrangad to create some incensistency among text and and consistency among text and graphic and unrelated.

an organized “white space”. graphic elements. :['he.'e a.-r'e elements. Transitions need improvement.

inconsistencies in transitions

; Nawigation 1s clear and consistent While it is usnally easy to navigate, a The project has some links, buttons, or It is easy to get lost in this project.
& throughout the project. The use of links and | | visitor may be unsure of where to go menus. Sometimes it is difficult to There are i:e\\' ‘.lseful buttons. Menus.
- e and/or navigation tools. There are no
T | menus make i clear how to condnue to Links to other web sites are usually determine which links are central to the | supporting links to other websites.
5 explore an idea with appropriate layers of appropriate and interesting. but 1t is not project Lmnks to other web sites don't
E | detail Links to other web sites represent a clear how they are related to the purpose. | |seem to contribute to the project purpose
T uable collection offesources related to or main idea.

the topic.
% | The overall appearance of the pages are Overall graphic balance and crganization | Colors, backgrounds and/or text are not The colors or background are too
% zi:asm? Titles, text, colors and graphics ofthe pages are acceptable. There 1s an used ef.f'ective'.y. but ﬂ%e pages are ) busy which make thf text hard to
% | exemplary. The project is antractive and appropriate balance of easy to read u.'l.es: readable. Ic 01.1: and other graphical . read. '.['he:e are few icons or
_\C- stimmilates viewer interest text, colors and graphics. The project is elements don't seem to serve any useful graphical elements. The project is
£ attractive but promotes limited viewer purpese other than for decoration. The unatiractive and distracting.
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