Course Syllabus — OFTC 102
Microsoft Office Applications — Intro
Days/Times: M 1:50 pm — 4:30 pm

Instructor Information

Name: Dianne L. Roman
Email: droman@blueridgectc.edu
Other contact information: Office: 304-260-4380 X 2325

Course Description

This course develops computer literacy through the use of current Microsoft Office software. The
course begins with an overview of the current WINDOWS operating system and introduces the
student to the concept of integrated software. Emphasis is on word processing, spreadsheets, data base
management and presentations.

Prerequisite
Keyboarding skills and basic working knowledge of a pc.

Course Obijectives

Students will:
* develop a working knowledge of the Microsoft Office software package.

create word processing documents that are correctly formatted.

create spreadsheets using formulas to calculate outcomes.

explore database concepts.

develop fully functional electronic presentations complete with speaker notes and handouts.
* develop basic design skills allowing for the development of pleasing and professional

looking documents, as time allows.
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Text (required):
New Perspectives on Microsoft Office 2007, Windows XP Edition, First Course, Course
Technology.

ISBN: 1-4239-0577-6
Additional Course Materials Needed:

Storage Device: A flash drive is recommended for storage of all materials for this course.

A 3-ring binder to keep your materials organized. You will need to produce hard-copy of your
assighments as well as supplementary course materials.

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: Five exams will be given. One after each unit of material. The exams will be closed
book/notes and will test assigned readings and material discussed in class. No specific Mid-
term or final exam will be given. However, the instructor reserves the right to retest on
material that was not appropriately comprehended.
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5. Internet: Some material will be distributed on the Internet. Information about this will be
given out in class at a later time.

Grading
All graded coursework is assigned a point value. For some assignments the points are awarded for
completing the work. On other occasions the work is graded for content, clarity and presentation.

All assignments have a designated point value. The final grade will be calculated by dividing the total
points earned by the student by the total points assigned.

90-100%=A
80-89%=B
70-79%=C
60-69%=D

Course Requirements
5 Exams, each worth 15% of the final grade. Total exams: 75%
One exam over each of the following:
WINDOWS & Microsoft Office Integration, Word, Power Point, Excel and Access
Assignments, Case Studies & Quizes: 25%



