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@ Wed, Jul 16, 2008 -- MS Office 2007: Introductory Concepts and Techniques, Windows XP Edition
Welcome to the course!

This course provides an overview of microcomputer applications including a brief introduction to computer concepts, Microsoft Windows, Microsoft Office 2007, Microsoft Office Word 2007, Microsoft Office Excel 2007,
Microsoft Office Access 2007, Microsoft Office PowerPoint 2007, Microsoft Office Outlook 2007, creating Web pages, and integration of the applications.
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Course Text'Book

ISBN 13:9/8-418843281
ISBN 10: 1418843288


http://www.course.com/catalog/product.cfm?category=Office Suites&subcategory=Microsoft Office 2007&isbn=978-1-4188-4328-1
http://www.course.com/catalog/product.cfm?category=Office Suites&subcategory=Microsoft Office 2007&isbn=978-1-4188-4328-1
http://www.course.com/catalog/product.cfm?category=Office Suites&subcategory=Microsoft Office 2007&isbn=978-1-4188-4328-1

Course [Description

A course to acquaint the student with the
capabilities and potential uses of
microcomputer. Topics covered include
operating systems, office automation,
business applications, data base
applications and expansion capabilities.



Course (Goals/Objectives

. Computer concepts

. Introduction Windows XP
. Word

. Excel

. Access

. PowerPoint

. Outlook



Grading

. Chapter Assessment
BlLab Tests 12
BOnline Tests 12

. Midterm examad online
. Final exan® online
. Class participation



Course/Assessment

. Tests
B
BTests (60 questions / 2 pts each question)

. Lab projects
B
BlLab Tests
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LabProjects

. Two lab projects per chapter and one for

web integration. Instructor Assistant can
modify/add/remove

- Instructor assistant can design a new
project

- Manually graded and recorded by Instructt
Assistant

. Practice Tests
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Windows XP Chapter 1: Introduction to Microsoft Windows XP and Office 2003

New Features of Windows XP

Using the Help and Support Center Index
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Course Documents

. Topic Review
. Power Point Presentation






