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	INSTRUCTIONAL HOURS: 20
	

	RECOMMENDED PRE-REQUISITE(S): N/A
	

	CO-REQUISITES: N/A
	

	APPROVED FOR USE IN ACADEMIC SEMESTERS: 2012-2013
	


COURSE DESCRIPTION:

This course is an introductory course designed to teach students fundamental computer concepts as well as the basic concepts of Microsoft Word, Excel, PowerPoint, Outlook, and OneNote. This course will also briefly cover Internet concepts and Windows file management, as the course prepares students for a computerized work environment.
RATIONALE:

COURSE DELIVERY:

The course content will be presented through a blend of instructional methods which may include lecture, discussion, Internet, independent study, videos and hands-on activities.

LEARNING OBJECTIVES/OUTCOMES:

Upon successful completion of this course, the student will be able to:

1. Identify and become familiar with components of a computer system.
2. Understand windows file management and concepts of file storage and retrieval. 
3. Demonstrate a knowledge of the Internet and email essentials though practical use of those components.
4. Produce basic documents using the fundamentals of Microsoft Office Word.
5. Apply basic elements of Microsoft Office Excel to create a series of electronic spreadsheets.
6. Integrate creativity and technological presentation tools using Microsoft Office PowerPoint to prepare an effective presentation.
7. Demonstrate the ability to integrate Microsoft Office Products.
TOPICS 

Week 1 
· Introductions
· Computing Essentials
· Microsoft Windows 7
· Managing Files and Folders 

WEEK 2

· Working with Windows Settings, Gadgets, and Accessories

· Internet Basics

· Microsoft Office 2010 Suite Overview

· Managing Your Time with Microsoft Outlook 2010 
WEEK 3

· Using Microsoft OneNote 2010 

· Taking Screenshots

· Microsoft Word 2010 

WEEK 4

· Microsoft Word 2010 continued

· Formatting Documents

· Working with Tables and Objects

· Finalizing and Sharing Documents 

Week 5

· Microsoft Excel 2010 

· Working with Cells, Formulas and Functions 

Week 6

· Microsoft Excel 2010 continued

· Formatting Cells 

· Working with Charts 

Week 7

· Microsoft PowerPoint 2010 
· Creating a Presentation 

· Working with Slide Masters and Handouts 

· Adding Visual Elements and Sound

· Completing, Running, and Sharing Your Show 

Week 8

· Integrating Word, Excel, and PowerPoint 

REQUIRED COURSE MATERIAL: (to be purchased by the learner)

Guidelines for Office 2010 Text/CD

Nancy Muir/Anita Verno

Paradigm Publishing 

STUDENT EVALUATION

At the end of the semester, the student will receive a final report noting his/her progress in relation to the learning outcomes.  The student’s progress will be recorded using the following grades.

S - Satisfactory achievement in field /clinical placement or non-graded subject area.

U - Unsatisfactory achievement in field/clinical placement or non-graded subject area

Certificate:

Students who have successfully completed CED receive a college certificate for 

	Teaching Contact
	Elisa Caputo

	
	

	Academic Manager Signature
	“Laurie Poirier”


	NOTICE TO ALL STUDENTS:
	We urge you to retain this course outline for future reference. There is a charge for additional copies.



