SAMPLE SYLLABUS

Microsoft Office 2003, First Course

Instructor: 

Office: 

Phone: 

E-mail:

Website:


Course Purpose/Objectives: 

As a student in this course, you will learn the most important topics of Microsoft Office 2003. No prior computer experience is assumed. You will first be presented with an overview of Windows XP and File Management. Once you are comfortable with the basics of computing and operation systems, you will briefly cover some e-mail basics and internet browsing skills. Next, you will learn the Office 2003 programs, including Word 2003, Excel 2003, Access 2003, and PowerPoint 2003. You will also learn how to integrate these applications, essential computer concepts, and how to create Web pages using each of these applications.  

Prerequisite: 

This course covers a full semester and no prerequisites are necessary.

Text/Materials:

Text: Carey/Zimmerman/Shaffer/Adamski/Finnegan, New Perspectives on Microsoft Office 2003 – First Course, Second Edition, Course Technology, 2006.

Software: Microsoft Office 2003 Suite, Internet Explorer, and Windows XP will be used. Instructor will provide information on how to use these packages.

Handouts: Additional handouts may be required. Instructor will provide information on obtaining this material. 

Teaching Methods:

1. Lectures: Important material from the text and outside sources will be covered in class. Students should plan to take careful notes as not all material can be found in the texts or readings. Discussion is encouraged as is student-procured outside material relevant to topics being covered. 

2. Assignments: Review Assignments, Case Problems, and other projects will be periodically assigned to reinforce material in the text. These assignments may require the application of various software packages. 

3. Quizzes: Occasional unannounced quizzes will be given to help ensure students stay up with assigned material. 

4. Exams: Three exams will be given. The exams will be closed book/notes and will test assigned readings and material discussed in class. Review sheets will be provided prior to the exam day. The final exam will not be comprehensive in nature. However, the instructor reserves the right to retest on material that was not appropriately comprehended. These items will be noted on exam review sheets. 

5. Internet: All material will be distributed on the Internet. Class notes, instructional material, and student assignments will be posted on 'the net' in a class website.  Students are encouraged to go to the website www.course.com and www.course.com/newperspectives in order to obtain file downloads and view other items of interest throughout the semester.

Grading:

Letter grades will be determined using a standard percentage point evaluation as outlined below. Grades may be curved after the total semester points have been tabulated. However, do not count on a curve to obtain your desired grade. 

A 90%-100%

B 80%-89%

C 70%-79%

D 60%-69%

F Below 60%

Total points will be computed as follows. The total points for quizzes, cases, and assignments may vary.

Exam #1: 100

Exam #2: 100

Exam #3: 100

Internet Assignments: 50

Tutorial Projects: 50 

Cases: 100

Participation: 20 

Total: 520 Points

Course Policies:

Missed Classes: The student is responsible for obtaining material distributed on class days when he/she was absent. This can be done through contacting a classmate who was present or by contacting the instructor during his office hours or other times. Missed or late quizzes can not be made up under any circumstances but with good cause and adequate notice, an early quiz may be given. One quiz (lowest score) will be dropped at the end of the semester. 

Assignments: All assignments are due at the beginning of class on the date due. Late submission of assignments will be assessed a penalty of 10% per day. No exceptions are made.

Academic Dishonesty: Plagiarism and cheating are serious offenses and may be punished by failure on exam, paper or project; failure in course; and or expulsion from the University. For more information refer to the "Academic Dishonesty" policy in the University Undergraduate Catalog.

Need for Assistance: If you have any condition, such as a physical or learning disability, which will make it difficult for you to carry out the work as I have outlined it, or which will require academic accommodations, please notify me as soon as possible. 

Posting of Grades: Final grades will not be posted. If you wish to have your final grade sent to you, please bring a self-addressed, stamped envelope to the final exam.

Course Outline

	PRIVATE
Week
	Date
	Day
	Topic
	Material

	1
	A
	
	Introduction to Course
	---

	
	B
	
	Essential Computer Concepts & Windows XP: Exploring the Basics 
	Essential Computer Concepts & WinXP Tutorial s

	2
	A
	
	Managing Your Files
	FM Tutorial

	
	B
	
	Browser Basics Overview
	BEB Tutorial

	3
	A
	
	Exam #1
	----

	
	B
	
	Using Common Features of Office
	Common Features Tutorial

	4
	A
	
	Word 2003: Creating a Document
	Word Tutorial 1

	
	B
	
	Word 2003: Editing and Formatting a Document
	Word Tutorial 2

	5
	A
	
	Word 2003: Creating a Multiple-Page Report
	Word Tutorial 3

	
	B
	
	Word 2003: Desktop Publishing and Mail Merge
	Word Tutorial 4

	6
	A
	
	Excel 2003: Using Excel to Manage Data
	Excel Tutorial 1

	
	B
	
	Excel 2003: Working with Formulas and Functions
	Excel Tutorial 2

	7
	A
	
	Excel 2003: Developing a Professional-Looking Worksheet
	Excel Tutorial 3

	
	B
	
	Excel 2003: Working with Charts and Graphics
	Excel Tutorial 4

	8
	A
	
	Integrating Office 2003: Word and Excel
	Integration Tutorial 1

	
	B
	
	Exam #2
	----

	9
	A
	
	Access 2003: Introduction to Microsoft Access 2003
	Access Tutorial 1

	10
	B
	
	Access 2003: Creating and Maintaining a Database
	Access Tutorial 2

	11
	A
	
	Access 2003: Querying a Database
	Access Tutorial 3

	
	B
	
	Access 2003: Creating Forms and Reports
	Access Tutorial 4

	12
	A
	
	Integrating Office 2003: Word, Excel and Access
	Integration Tutorial 2

	
	B
	
	PowerPoint 2003: Creating a Presentation
	PPT Tutorial 1

	13
	A
	
	PowerPoint 2003: Applying and Modifying Text and Graphic Objects
	PPT Tutorial 2

	
	B
	
	Integrating Office 2003: Word, Excel, Access, and PowerPoint
	Integration Tutorial

	14
	A
	
	Creating Web Pages with Office 2003
	Creating Web Pages Tutorial

	
	B
	
	Internet Assignments Due
	----

	15
	A
	
	Review
	----

	
	B
	
	Final Exam
	---

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


