MICROSOFT OFFICE II                                -7-                                          EDP131

_________________________




_______________

COURSE NAME





                      CODE NO.


	
SAULT COLLEGE OF APPLIED ARTS AND TECHNOLOGY


SAULT STE. MARIE, ON

[image: image1.png]




COURSE  OUTLINE

COURSE TITLE:                 Microsoft Office II                                                                

CODE NO.:         EDP131                                              SEMESTER:  II                          

PROGRAM:        Business                                                                                                  

AUTHOR:             Grant Dunlop                                   Shawna DePlonty                              

                                Grant.dunlop@saultc.on.ca            Shawna.DePlonty@saultc.on.ca      

                                705-759-2554 #484                            705-759-2554 #592                                     

DATE:    January 2004              PREVIOUS OUTLINE DATED:    January  2003        
APPROVED:                                  __              

                                 __              
                                    DEAN                                                                DATE
TOTAL CREDITS:  3

PREREQUISITE(S):  EDP126 or permission of the professor

LENGTH OF COURSE: 15 weeks  TOTAL CREDIT HOURS:  45


Copyright © 1998 The Sault College of Applied Arts & Technology


Reproduction of this document by any means, in whole or in part, without the prior


written permission of The Sault College of Applied Arts & Technology is prohibited.


For additional information, please contact 
Dean, School of Continuing Education, Business and Hospitality

(705) 759-2554, Ext. 656



I. COURSE  DESCRIPTION:  This course is developed to increase the Business student’s knowledge and proficiency in using Microsoft Office Suite. The students will work in a hands-on environment learning advanced concepts .The introductory concepts of Word, Excel, and PowerPoint taught in EDP126 will be reviewed. The students will then continue to learn  functions of the software that will help the graduate working in a small or medium-sized business enterprise. The student will be introduced to Access which is a database program and the fourth major component of the Microsoft Office Suite. 
II.
LEARNING OUTCOMES AND ELEMENTS OF THE PERFORMANCE:

(Generic Skills Learning Outcomes placement on the course outline will be determined and communicated at a later date.)

Upon successful completion of this course, the student will demonstrate the ability to:

1)
Create professional business documents using advanced functions in Word 2000. 

Potential Elements of the Performance:

-design and implement a multicolumn document

-explain how sections are used to vary the number of columns in a document

-create a newsletter

-use the newsletter wizard


This learning outcome will constitute 10% of the course.

2)
Use spreadsheet software as an analysis and problem solving tool in business.

Potential Elements of the Performance:

-create a properly planned and designed list within Excel

-add, edit and delete records in an existing list

-use the sort command; distinguish between an ascending and a descending sort, and among primary, secondary, and tertiary keys

-use the autofilter and the custom filter commands

-use the subtotals command to summarize data in a list

-identify and use 3-D references

-select and group multiple worksheets in order to enter common formulas and/or formats

-use the autoformat command to format a worksheet

-use copy and paste commands to use multiple worksheets

-define a macro

-record and run a macro

-use a keyboard shortcut and/or a customized toolbar to run a macro; create a custom button to execute a macro

-describe the use of data validation within a spreadsheet

-use conditional formatting to display the value of a cell in different formats

-work with the solver add-in to resolve more complex problems

This learning outcome will constitute 40% of the course.

3)  Use PowerPoint 2000 to create business presentations. 

Potential Elements of the Performance:

-open, modify, print, and view an existing presentation

-work with all the view modes

-add, edit, and delete slides

-add clip art to a slide

-enhance a presentation using various tools available in PowerPoint

-add a table

-import/export from/to a Word document

-use timing feature

-use autocontent wizard

-enhance colours in a slideshow

-design a template

-explain the role of slide masters in formatting a presentation

-edit a graph in a presentation

- create an organization chart in slides

-add transitions, bullets, graphical objects

-add animation to individual objects on a slide; change the order in which the objects appear during a slide show

-link or embed an Excel worksheet to a PowerPoint presentation

-use WordArt in PowerPoint

This learning outcome will constitute 20% of the course.

4)  Use Access to work with information and data created by a business.

Potential Elements of the Performance:

-define the terms field, record, table, and database

-describe the database window and the objects in an Access database

-add, edit and delete records within a table; use the Find command to locate a specific record

-explain the importance of data validation in table maintenance

-apply a filter to sort a table on one or more fields

-describe a relational database; identify the one-to-many relationships that exist within a database

-describe how to design a table and discuss guidelines you can use in the design process

-describe the data types and properties available within Access and the purpose of each

-set the primary key for a table

-use the Table Wizard to create a table

-implement data validation in Access


-use the Form Wizard to create several predefined forms

-distinguish between a bound, an unbound and calculated control; and explain how each type is entered on a form

-modify an existing form to include a combo box, command buttons, and colour

-switch between Form, Design and Datasheet views; use a form to add, edit and delete records in a table

-describe the various types of reports available through the Report Wizard

-describe the various views in the Report Window and the purpose of each

-describe the similarities between forms and reports with respect to bound, unbound and calculated controls

-list the sections that may be present within a report and explain the purpose of each

-differentiate between a query and a table; explain how the objects in an Access database (tables, forms, queries, and reports) interact with one another

-use the design grid to create and modify a select query

 -explain the use of multiple criteria rows within the design grid to implement AND and OR conditions in a query

-define an action query: list the different types of action queries, and explain their use in updating a table

This learning outcome will constitute 30% of the course.

III.
TOPICS:

1) Word 2000

2) Excel 2000

3) PowerPoint 2000

4) Access 2000

IV.
REQUIRED RESOURCES/TEXTS/MATERIALS:
Exploring Microsoft Office 2000 Professional , Robert T. Grauer and Maryann Barber, Prentice Hall, Canada. Volume I (from semester one, EDP126)

Exploring Microsoft Office 2000 Professional , Robert T. Grauer and Maryann Barber, Prentice Hall, Canada. Volume II 

(Textbooks are required by each student enrolled in this class and will be utilized to the fullest extent)  

V.
EVALUATION PROCESS/GRADING SYSTEM

The following semester grades will be assigned to students in postsecondary courses:

	Grade
	Definition
	Grade Point Equivalent

	A+
	90 – 100%
	4.00

	A
	80 – 89%
	4.00

	B
	70 – 79%
	3.00

	C
	60 – 69%
	2.00

	D
	50 – 59%
	1.00

	F (Fail)
	49% or below
	0.00

	CR (Credit)
	Credit for diploma requirements has been awarded.
	

	S
	Satisfactory achievement in field placement or non-graded subject areas.
	

	X
	A temporary grade – limited to situations with extenuating circumstances giving a student additional time to complete the requirements for a course (see Policies & Procedures Manual – Deferred Grades and Make-up).
	

	NR
	Grade not reported to Registrar’s office.  This is used to facilitate transcript preparation when, for extenuating circumstances, it has been impossible for the faculty member to report grades.
	


Summary of Marking Scheme

Word Test and Assignments 


10%

Excel Test and Assignments


40%

PowerPoint Test and Assignments

20%

Access Test and Assignments 

30%

Submitting Assigned Work:

All assignments must be submitted to the professor on the due date.  Late assignments will not be accepted.
Missed Tests/Exam: 

If a student is not able to write a test/exam as scheduled, for medical reasons or some other emergency, that student is asked to contact the professor prior to the test/exam and provide an explanation which is acceptable to the professor.  (Medical certificates or other appropriate proof may  be required.)

VI.
SPECIAL NOTES:

-
Special Needs

If you are a student with special needs (eg. physical limitations, visual impairments, hearing impairments, learning disabilities), you are encouraged to discuss required accommodations with the instructor and/or contact the Special Needs Office, Room E1204, Ext. 493, 717, 491 so that support services can be arranged for you.

-
Retention of Course Outlines

It is the responsibility of the student to retain all course outlines for possible future use in acquiring advanced standing at other post-secondary institutions.

· Course Modification

The instructor reserves the right to modify the course as deemed necessary to meet the needs of students.

· Disclaimer for Meeting the Needs of the Learners

The professor reserves the right to modify the course as deemed necessary to meet the needs of students.

-
Substitute Course Information is available at the Registrar’s Office.

-
Attendance


Attendance is critical to the participant's success in this course.

-
Academic Dishonesty

Students should refer to the definition of "academic dishonesty" in the "Statement of Student Rights and Responsibilities."  Students who engage in "academic dishonesty" will receive an automatic failure for the submission and/or such other penalty, up to and including expulsion from the course, as may be decided by the professor. 

VII.
PRIOR LEARNING ASSESSMENT

Students who wish to apply for advanced credit in the course should consult their co-ordinator. 

