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COURSE NAMVE COURSE OCDE

PREREQUI SI TE(SI : NONE
TOTAL CREDI T HOURS: 40 HOURS

. PH LOSCPHY/ GOALS

This course is designed to have the student create a paper
whi ch enconpasses all the software |earned during the
pr ogr am

This course is intended to be covered at a pace that is
suited to and controlled by the individual [earner. The
anmount of tine needed to conplete the identified |earning
outconmes wll vary.

1. STUDENT PERFCRVANCE CBJECTI VES (OUTCOVES"

Upon conpl etion of the course, participants will be able to
use the follow ng features of:

A WrdPerfect 5.1

Use Spell Check.

Use Full Justification.

Set up appropriate Page Nunberi ng.
Create and use a Header and/or Footer.

& (3enerateaTaIcf=.of ntﬁnt?. . :
oose a mnimumor five of the follow ng functions to

include in the Applications Project:

O00O0

o) Tabs 0 Label s
0 Centre Page o) Tabl es
0 Copy Text 0 Par agr aph Nunberi ng
0 St andar di ze Text 0 Qut i ne Nunbering
0 Search and Repl ace 0 Newspaper Col umms
8 Char act er 0 Paral | el Col utms
Format ti ng/ Font s 0 QG aphi cs
o) Li ne Nunberi ng 0 Boxes
Li ne Draw o) Tabl e or Text Box _
8 I nsert Date 0 Hori zontal / Vertical Lines
0 O eate an | ndex 0 Foot not es and/ or Endnot es
0 Sort o) Macr os
0 Equat i ons 0 Mer ge
0

Qreating a List
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Quattro Pro

Use | abel s, val ues, and formul as

Change col umm wi dt hs

Copy data and formul as

Use @UM function

Use formats for nunbers, currency, and percentages
D splay the current date using the S8TCDAY function
Pl an and construct graphs

oose a mnimumof five of the follow ng functions to
clude in the Applications Project:

Change row hei ghts

Use SpeedFil |l

Conbi ne data fromnore than one spreadsheet

G eate groups of spreadsheets

Change the font typeface, style, and point size
Align cell contents

Centre text across col ums

Add col our and line segnents for enphasis

Print in portrait and |andscape orientation

Centre printouts on the page

Cal cul ate the average of a block of cells using the
@\G function

Cal cul ate nonthly | oan paynents using the SPAYMI
function

Test certain conditions using the 8IF function
Control displayed rounding errors using the SROUMND
function

Ceate a line graph and a bar graph

Move a graph and change its size

Create, edit, and format graph el enents and graph text
Add col our to a graph

CGeate a Quattro Pro dat abase

Sort data in a database

O eate and use bl ock nanes

Query a database to find data

Harvard G aphi cs

Choose a Presentation Style

Save a Presentation
ke chart

eateaachial
iée a%@F?Brm%hgr§l t8€create a title page

Choose a mninmumof three of the follow ng functions to
include in the Applications Project:
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O Add a tabl e chart
O Use a bar chart
O Qeate a line chart slide
O QO eate an area chart slide
O Qeate a high/lowclose chart slide
O O eate a scatter chart slide
O O eate an organi zational chart slide
O Use multiple charts
O Draw on a slide
O Change Contents of a Chart
O | mport a synbo
O Use the Gallery to create slides
TCOPI CS TO BE COVERED
1. Using WordPerfect to prepare a paper.
2. Using Quattro Pro to add statistics/accounting data to
a paper.
3. LBPnS Harvard G aphics to enhance a paper using charts

and graphics as well as to prepare a title page. .
Using Wndows to integrate the software when preparing
a paper.

LEARN NG ACTI M Tl ES/ REQU RED RESQURCES

Using WordPerfect 5.1 to Prepare a Paper

Learning Activities:

B

Conpl ete the text A Mastery Approach to WrdPerfect Version
5.1 by N na Hew tt Rut kowsky.

Resour ces:
text Chapters 1-31

Usi ng Accounting Theory to Prepare Statistical/Accounting
Portions of a Paper

Learni ng Activities:

Conpl ete the text Century 21 Accounting by Ray Schafer,
Aurelio Del bell o, and MTes Minford.

Resour ces:
text Chapters 1-10, 13-16.
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Using Quattro Pro to Prepare Statistical/Accounting Portions
of a Paper

Learning Activities:

Conpl ete the text Quattro Pro 5.0 for Wndows by David Auer,
June Jamirch Parsons, and Dan Q a.

Resour ces:
text Chapters 1-6.

Using Wndows to Integrate Information for a Paper

Learning Activities:

Conpl ete the text Wndows for Business Series. A CGuide to
M crosoft Wndows 3.1 by June Janrich Parsons.

Resour ces:
text Chapters 1-9.

Usi ng Harvard G aphics to Enhance G aphics, Charts, and
Prepare a Title Page for a Paper

Learning Activities:

Conplete the text 10 Mnute Quide to Harvard G aphics for
W ndows by Lisa A Bucki.

Resour ces:
text Chapters 1-24.
REQUI RED STUDENT RESOURCES

13 1/2" disk
METHOD OF EVALUATI ON

Final Grade Reporting:

A+ 90%- 100% Consi stently CQutstandi ng

A 80% - 89% Qut st andi ng Achi evenent

B 70% - 79% Consi stently Above Average

C 60%- 69% Sati sfactory

R Bel ow 60% Repeat - objectives of this course have

not been achi eved and the course nust be repeated.
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Eval uati on:

For the successful conpletion of the course, the follow ng
nust be conpl et ed:

8-10 page paper doubl e sPaced plus a title page and a table
of contents containing all of the above guidelines 100%

Var ni ng:  Academ c dishonesty will result in a grade of zero
(0) on the assignnent for all parties.

SPEQ AL NOTES

Students with special needs (e.g. physical limtations,
visual inpairnments, hearing inpairnents, |earning
disabilities) are encouraged to discuss required
accomrodati ons confidentially with the teacher.

Your teacher reserves the right to nodify the course as she
deens necessary to nmeet the needs of students.



