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TEXTBOOK

Microsoft Office 2003 Advanced Course by Sandra Cable and Connie Morrison.  

Thomson Publishing-Course Technology
	COURSE DESCRIPTION


Continued study of current computer terminology and technology.  Advanced skill development in computer hardware, software applications, and procedures.  The student will demonstrate proficiency in commonly used software applications and identify and explain the concepts involved in producing documents using advanced features of software applications.  Emphasis is on developing end-user proficiency skills for office environments.  (MOUS Certification Applicable) Prerequisites: POFI 1301 and POFT 1329 (HISD BCIS I)
PURPOSE/GOAL
The primary purpose of POFI 1341Computer Application II is to provide students with advance features of Microsoft Office 2003 software applications to further develop end-user proficiency skills for the office environments.  The goal in POFI 1341 is to complete the required units from the textbook, to demonstrate the ability to complete documents under timed production conditions, to demonstrate the ability to work in a self-paced, individualized instructional environment utilizing time-management and work organizational skills, and to demonstrate the ability of selecting correct document formats and layouts, and assessing documents for correct grammar, spelling, and punctuation.
SCANS: The Secretary’s Commission on Achieving Necessary Skills
These eight requirements are essential preparation for all students, whether they go directly to work or plan further education. Thus, the competencies and the foundation should be taught and understood in an integrated fashion that reflects the workplace contexts in which they are applied.

· Resources—the student will develop an ability to identify, organize, and allocate time, money, materials, space, and people. Much of what you do in the classroom can help students develop competency with resources. Emphasize planning skills in relation to preparing, working, and completing assignments.

· Interpersonal—the student will develop skills to participate as a member of a team, teach others, serve customers, exercise leadership, negotiate, and work with others possessing diverse backgrounds. Cooperative/collaborative learning activities are an effective way to teach interpersonal skills. In discussions after group activities, emphasize interpersonal lessons and challenges of the activities.

· Information—The student will develop an ability to acquire, organize, evaluate, interpret, and communicate information along with using computers to process information. Competency with information is basic to any classroom. Emphasize those efforts to master information skills prepare students for future employment.

· Systems—The student will develop an understanding of social, organizational, and technological systems; an ability to monitor and correct performance; a competence in the design and improvement of systems. Look for opportunities for students to use critical thinking skills to identify and analyze systems in their school, community, nation, and world.

· Technology—The student will develop the knowledge and skill to select equipment and tools, apply technology to specific tasks, and maintain and troubleshoot software and hardware. Although there are many forms of technology that can be used in your class, computers create real interest and opportunities for your students. Encourage your students to make computers an important part of their education, whether the computers are used in self-paced learning or in group projects.

· Basic Skills—The student will develop skills in reading, writing, mathematics, listening, and speaking. Classroom activities can develop and reinforce all these basic skills. Teaching these skills in the classroom can provide cross-curricular opportunities.

· Thinking Skills—The student will develop skills in creative thinking, decision making, problem solving, seeing things in the mind’s eye, knowing how to learn, and reasoning. During their careers, students will need this foundation to adapt to a rapidly changing society. Helping students to think critically becomes very important so that they may adjust to change. Seek opportunities for students to stretch their minds, find new answers, ask hard questions, and lay foundations for lifelong learning.

· Personal Qualities—The student will develop skills in responsibility, self-esteem, sociability, self-management, and integrity. Throughout their lives, your students will need to get along with others: with classmates, friends and family, customers, and coworkers. Look for chances to reinforce good personal qualities. And remember the power of teaching by example. 

INSTRUCTIONAL METHODS
This is an 80-hour hands-on, self paced, individualized, instructional course.  A combination of lecture/discussion and demonstration, followed by applied skills activities, is recommended for this course.  Students should prepare for lecture/discussions by reading or viewing appropriate material.  The instructor can then present a lecture covering theories, principles, and concepts relating to the topic in question.  This is followed by demonstrations of the various skills that will be developed.  Students are then given practical application activities.   Once all activities, and/or projects have been completed, students are then evaluated on these activities and/or projects.   

EVALUATION METHODS
HCCS Grading System
The Houston Community College grading system will be used to evaluate students’ performance in this course.

	Grade
	Score

	A-Excellent
	90-100

	B-Good
	80-89

	C-Fair
	70-79

	D-Passing
	60-69

	F-Failure
	0-59


Departmental Grading System

The following departmental grading system will be used to evaluate students’ performance in this course:

	Textbook Exercises/Questions
	30%

	Production/Objective Tests
	50%

	Final Exam
	20%


CLASS ATTENDANCE

Students are expected to attend all classes in which they are enrolled regularly.  Class attendance is the responsibility of the student.  It is also the responsibility of the student to consult with the instructor regarding an absence from a class.  The instructor checks class attendance regularly.  A student may miss 12.5% of total class hours.
Obtaining work missed for any reason is the sole responsibility of the student.  Lesson plans are posted on my website @. www.geocities.com/rv_calhoun.  Time for make-up will be determined by the teacher.  HCC Policy regarding make-up work will be enforced. A grade of no higher than "60” will be given on late assignments.

· All work must be made up within two class periods following an absence from class.

· All computer assignments must be completed in the classroom (under no circumstances should the flash drive/CD-RW be removed from the classroom).

· You will be informed of test dates at least one class period in advance of the test.

HCC Drop or Withdrawal Policies 

A student may drop a course or withdraw from the college by following the procedure outlined by the Campus Director.  Should circumstances prevent a student from appearing in person to withdraw, writing to the Registrar’s Office may complete withdrawal.  A drop or withdrawal request will not be accepted by telephone.  A student, who ceases to attend a class without officially dropping or withdrawing, will be given a grade of "F" for non-attendance.  A semester-hour student who fails to attend classes by the twelfth class day of a regular term will be administratively withdrawn from the class roll.  Students who officially withdraw from a course during the first twelve days of a regular term will not receive a grade and the course will not appear in their permanent records.  Students withdrawing from a course after this period and prior to the deadline designated in the college calendar will receive a "W".  A student may not withdraw from a course during the last two weeks prior to the final examination period.  

Academic Dishonesty

Academic dishonesty can result in a grade of F or 0 for the particular test or assignment involved, dropped, and/or expelled from HCCS.  Please refer to the HCCS Student Handbook (pages 28-29) for further information regarding Academic Dishonesty.

SUPPLIES
· Blue or Black Ink on all written assignments

· 3-Ring binder recommended with filler paper 

     
      Title Page (name, ID#, course, Fall/Spring, year, teacher’s name)


      Syllabus (provided on teacher’s website)
              1 – Assignment Sheet (list of daily assignments provided on teacher’s website)

  2 – Grade Sheet (list of all grades) 
Date
  Assignment
  Turned In
Grade


  3 – Class/Homework (work in progress/yet to be graded)


  4 – Portfolio
 
  5 –Notes/Handouts
·   Flash drives/CD-RW required for all work/projects. 
· (The flash drives/CD-RW will remain in the room at all times.  However, it is your responsibility to make sure your flash drives/CD-RW secured at the end of the class period by specified methods to be determined by the teacher. 

****Any lost or damaged flash drive must be supplied by the student.  
****You are still responsible for the work on the lost media.
****Outside diskettes/flash drive/CD-RW must be approved by the instructor before inserting them into the computer.
GUIDELINE FOR WRITTEN ASSIGNMENTS
Please write your heading as follows.  Points will be removed for any deviations!

Sharpstown H. S.





NAME(1st initial of last name & ID #)
POFI 1341, Period 2





DATE
ASSIGNMENT TITLE

(skip a line here)

· Number and/or underline entries)

· Observe left and right margins.

· DO NOT WRITE ON THE BACK OF THE PAPER (It will not be graded)

· Place heading on all pages.

COURSE OUTLINE
	Topic
	TEXTBOOK CHAPTERS

	Review Computer Applications I and Introduction

	1
	Review
	Review Computer Applications I

	
	Lesson 1
	Microsoft Office 2003 and the Internet

	Advanced Microsoft Word

	
	Lesson 9
	Sorting and Calculating

	

	2
	Lesson 10
	Customizing Table and Creating Charts

	
	Lesson 11
	Merging Form Documents, Directories Mailing Labels, and Envelopes

	
	Lesson 12
	Formatting Graphics and Text Boxes

	

	3
	Lesson 13
	Working with Long Documents

	
	Lesson 14
	Editing in Workgroups

	
	Lesson 15
	Creating Forms and Working with Web Documents

	

	4
	Lesson 16
	Customizing Features

	
	Lesson 17
	Creating Indexes and Tables of Contents, Figures, and Authorities

	
	TEST 1
	COVERING ADVANCED WORD 

	

	Advanced Microsoft Excel

	5
	Lesson 9
	Applying Advanced Worksheet and Chart Options

	
	Lesson 10
	Using Lists

	
	Lesson 11
	Filtering, Extracting, and using Database Functions

	
	
	

	6
	Lesson 12
	Working with Analysis Tools

	
	Lesson 13
	Creating PivotTables and PivotCharts

	
	Lesson 14
	Creating Macros and Menus

	
	
	

	7
	Lesson 15
	Importing and Exporting

	
	Lesson 16
	Using Templates and Protections

	
	Lesson 17
	Working with Multiple Worksheets and Workbooks

	
	
	

	8
	Lesson 18
	Working with Shared Workbooks

	
	Lesson 19
	Using Outlines, Subtotals, and Validations

	
	
	

	9
	Lesson 20
	Using Advanced Excel Tools

	
	TEST 2
	COVERING ADVANCED EXCEL 

	

	Advanced Microsoft Access

	10
	Lesson 7
	Modifying Table Design

	
	Lesson 8
	Relationships in Tables and Queries

	
	Lesson 9
	Advanced Form Features

	
	
	

	11
	Lesson 10
	Analyzing Data

	
	Lesson 11
	Advanced Queries and Filters

	
	Lesson 12
	Advanced Reports Features

	
	
	

	12
	Lesson 13
	Importing and Exporting Data

	
	Lesson 14
	Creating Macros and Switchboards

	
	Lesson 15
	Working with Web Features (IF TIME PERMITS)

	
	Lesson 16
	Using Management Tools (IF TIME PERMITS)

	
	Lesson 17
	Utilizing Advanced Management Tools (IF TIME PERMITS)

	
	TEST 3
	COVERING ADVANCED ACCESS 

	Advanced Microsoft PowerPoint

	13
	Lesson 5
	Using Advanced Text Features

	
	Lesson 6
	Creating Tables and Charts

	
	Lesson 7
	Working with Visual and Sound Objects

	

	14
	Lesson 8
	Customizing Options

	
	Lesson 9
	Importing and Exporting Information

	

	15
	Lesson 10
	Using Advanced Presentation Features

	
	TEST 4
	COVERING ADVANCED POWERPOINT 

	

	16
	FINAL EXAM


CLASSROOM RULES

General:

1.
Please do not ask to leave the class without a Pass. Take care of personal matters during your passing time. 

2.  
As class time this year is 90 minutes every other day, be prepared to start class immediately upon entering the classroom at the sound of the tardy bell and continually working until last five minutes of class period.   

3.
This class will run in a quiet, productive manner.  You are expected to follow all classroom/schooll rules regarding the following:


· NO gum chewing in the computer room

· NO food allowed in the classroom (food is defined as any substance that you can consume via your mouth)

· As this is a computer lab, NO liquids of any nature are allowed in this classroom
· NO excessive talking  

· Respect will be practiced in this room at all times to self, others, and teachers.

· You will be expected to comply with SHS Dress Code and it will be enforced.

4.
All discarded paper is to be put away in the trash can by the door as you exit the room.

5.
When entering the classroom, read and follow the directions on the overhead transparency or the dry-erase board.  

Computer:
6.
Please do not relocate furniture in the classroom or move away from your assigned workstation without permission.

7.
If you have a problem with your computer, please inform me as soon as possible.  You are required to take care of the equipment and furniture in this classroom.  

8.  
You are Responsible for the computer assigned to you during your allocated time and must be used for class assignments only!!!
9.  
All of the screen savers have been set on the computers.  If you notice a change in the set-up of the computers, i.e., screen-savers, desktops, etc., you are to tell me immediately, or you will be held accountable; thereby losing computer time at your workstation until I determine when you can return.  If misbehavior is consistent, it will warrant disciplinary procedure from your Dean.   

INTERNET ACCESS POLICY
When accessing an HISD computer (any computer in this school) do not expect any privacy during use.  Use of HISD’s network constitutes consent to monitoring, retrieval, and disclosure of any information stored with the network for any purpose including criminal prosecution.  (See attached sheet, to be returned with signed syllabus) 
Violation(s) of the Acceptable Use Policy (AUP) guidelines for computer use in the classroom will be strictly enforced resulting in the loss of computer time and/or warrant disciplinary action as determined by the Dean.

TARDY POLICY

The following procedures regarding tardies will be in place. 

· When you arrive late, knock once, wait for entrance, sign the tardy sheet, take your seat and pick up with the rest of the class at that point. (Note:  The teacher will record the tardies and will keep all passes, if any are submitted).  
· See Student Code of Conduct for additional rules regarding tardies  
****FAILURE TO COMPLY WITH RULES WILL RESULT IN DISCIPLINARY ACTIONS. ****
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