Advanced Office Applications
I. Course Description

In this course, I hope to get an A.  I think that I can achieve because I have an interest in computers and I have plenty of knowledge of computers.  I also know that I can work very hard and I will be very attentive.  During class last year, I understood almost project so I think that I will do very well in this class.  So far, we have done some of the projects that we did last year, so this is very easy thus far.  After reading the course description, I realized that I have had experiences with these programs in middle school.  I hope that I will be able to excel in this class.  
This course is different and more challenging for students who have had training in MS Office applications and explores advanced features of programs in the MS Office suite of applications. At these high levels, topics include creating Web pages using Microsoft Word, creating a document with a table, chart, and watermark, generating form letters, mailing labels, and directories, creating a professional newsletter, and using Word’s collaboration tools. Scheduling, note taking, email, and reporting are emphasized. 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, object linking and embedding (OLE) and Web discussions. Publisher topics include creating brochures, creating newsletters, advanced graphics techniques, prepare a publication for commercial printing, perform a mail merge, and create a web site. An introduction to text-based technology using the Web is also included. 
II. Materials & Equipment

III. Course Goals & Objectives

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

presentations in other classes are professionally prepared.

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

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

D. Learn the features of Microsoft Word, Excel, Publisher and FrontPage in conjunction

[image: image1.jpg]


with the above.
