Lakes Region Community College
379 Belmont Road

Laconia, NH  03246

(603) 524-3207

COURSE OUTLINE/SYLLABUS SHEET

· COURSE NO:
CIS132



· COURSE TITLE:
Software Applications



· CREDIT HOURS:
4 Credits 



· SEMESTER:
Fall 2008


· INSTRUCTOR NAME:
Scott Maltzie

· E-MAIL ADDRESS:
smaltzie@wrsdsau59.org



· OFFICE LOCATION:
Room 215
286-4531 x215



· CONFERENCE HOURS:
M, Tu, & W - 7:00-7:15 am, 2:30-3:00 pm. 

Sometimes additional time or one-on-one assistance is needed.  The instructor is normally available during the conference hours listed above-or you may make an appointment with the instructor for other times.


· PREREQUISITES:
Computer Literacy 

· COURSE DESCRIPTION:  The emphasis of this course is hands-on applications of computer software including Windows, database, spreadsheets and word processing. Students will be exposed in-depth to business uses through simulated projects. Students are also introduced to PowerPoint and other business applications. An analysis of the impact of these programs on the business environment will also be studied. The fourth credit is an independent study/distance learning format utilizing the Internet. Computer labs will be open for student use.
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TEXT/INSTRUCTIONAL MATERIALS AND EQUIPMENT NEEDED:


Microsoft Office 2007: Introductory Concepts and Techniques, Windows XP Edition 

Gary B. Shelly, Thomas J. Cashman, Misty E. Vermaat 
ISBN 13: 978-1-4188-4327-4 © 2008
ISBN 10: 1-4188-4327-X 
Publish date: March 20, 2007
1224 pages
Softcover



· GRADING:


	1st/3rd Quarter
	40%
	2nd/4th Quarter
	40%
	Final Exam
	20%

	Participation
	20%
	Participation
	20%

	Assessments
	30%
	Assessments
	30%

	Assignments
	50%
	Assignments
	50%


Note: All students are required to take the final exam.

Grading Scale:

	A
93-100

A-
90-92

B+
87-89
	B
83-86

B-
80-82

C+
77-79
	C
73-76

C-
70-72

D+
67-69
	D
63-66

D-
60-62

F
0-59




Late Assignments and Make-up Policy:
Deadlines are an integral part of the business world. Therefore:

· Assignments not turned in on time are considered late. Late assignments will receive a penalty.

· If you are absent, and date was posted, it will be due on the day you return. Otherwise, work must be turned in within two days. Getting makeup work is the responsibility of the student.
	Submitted
	Penalty

	Within 24 hours
	Drop one letter grade (e.g., from A- to B-)

	Within one week
	Maximum grade of C (a pass grade)

	After one week
	No grade (but I will still give feedback on your work)


	Week
	Topic(s)

	1
	Introduction to Microsoft Windows XP

	2
	Microsoft Word Basics/Editing

	3
	Microsoft Word Formatting

	4
	Microsoft Word Multi-Page Documents

	5
	Microsoft Word Tables and Graphics

	6
	Microsoft Excel Basics/Building Worksheets

	7
	Microsoft Excel Revising a Worksheet

	8
	Microsoft Excel Enhancing Worksheets

	9
	Microsoft Excel Graphing

	10
	Microsoft Access Understanding Databases

	11
	Microsoft Access Tables and Forms

	12
	Microsoft Access Queries and Reports

	13
	Microsoft PowerPoint Create and modify an electronic presentations

	14
	Microsoft PowerPoint Using layout, slide design, backgrounds

	15
	Microsoft PowerPoint Using animation, slide shows and printing

	16
	Microsoft Outlook 

	17
	Stock Integration Project (Final Exam)

	18
	Stock Integration Project (Final Exam)


COMPETENCIES- Word

A. BASICS 

1. Create a document in a word processor. 

2. Understand the default settings provided by the word processor. 

3. Use the menus provided with the word processor. 

4. Preview and print a document. 

5. Save, exit, and/or clear a document. 

B. EDITING 

1. Retrieve a document from a hard or floppy disk. 

2. Insert and delete text in a document. 

3. Display and delete hidden codes. 

4. Copy a file in the word processor. 

5. Define a block of text using both keyboard and mouse techniques. 

6. Move, copy, and delete blocks of text using both keyboard and mouse techniques. 

7. Copy and move text from one document to another. 

8. Save, print, and append a block of text. 

9. Boldface, underline, and center a block of text. 

10. Use the Spell Check, Thesaurus, and Grammar Check features of a word processor.

11. Find and replace text using both keyboard and mouse techniques. 

C. FORMATTING 

1. Change left, right, top, and bottom margins. 

2. Change line spacing. 

3. Set tab stops for left, right, center, and decimal tabs with and without leaders. 

4. Indent test using a standard, hanging, or left-right indent. 

5. Use full, left, center, and right justification. 

6. Convert text to column format. 

7. Use hyphenation and control hyphenation settings for the desired effect. 

8. Use mouse and keyboard techniques to select a character, word, sentence, and paragraph of text. 

9. Use character formats for a block of text. 

10. Use different fonts and sizes for blocks of text. 

D. MULTIPLE PAGE DOCUMENTS 

1. Insert headers and footers. 

2. Add page numbers. 

3. Suppress headers, footers, or page numbers. 

4. Insert footnotes and end notes. 

5. Edit footnotes and end notes. 

6. Control the handling of text across page breaks 

E. TABLES AND GRAPHICS 

1. Create a table in a document. 

2. Enter data in a table. 

3. Format a table. 

4. Enter formulas in a table. 

5. Insert a graphic image in a document. 

6. Size and move a graphic image. 

F. MERGING FILES (time permitting) 

1. Prepare for a merge, creating a data file and a form file, using appropriate merge fields. 

2. Merge a data and form file. 

3. Edit data and form files. 

4. Print a merged file. 

COMPETENCIES- Excel

A. BASICS 

1. Save and retrieve spreadsheets. 

2. Understand the use of labels, values, and formulas in a spreadsheet program 

3. Use the function keys defined for the spreadsheet program. 

4. Understand how to access and use the menus and/or icons/buttons/tools. 

5. Print a worksheet. 

6. Print a selected range of a worksheet. 

7. Use print preview. 

B. BUILDING A WORKSHEET 

1. Enter a label into a cell or range of cells. 

2. Change label alignment in a cell or range of cells. 

3. Enter a value into a cell. 

4. Edit cell entries. 

5. Enter a formula into a cell. 

6. Use both absolute and relative cell referencing in formulas 

7. Use built-in functions in formulas. 

8. Enter a repeating character in a cell. 

C. REVISING A WORKSHEET 

1. Use find and replace to edit a worksheet. 

2. Insert and delete rows and columns. 

3. Copy and move formulas. 

4. Erase a range of cells. 

5. Adjust column widths and row heights. 

D. ENHANCING A WORKSHEET 

1. Format cells containing value data. 

2. Format cells with fonts and sizes. 

3. Format cells with attributes and alignment. 

4. Use borders and colors in a worksheet. 

5. Apply formatting globally and to ranges of cells. 

6. Check spelling. 

7. Freeze and unfreeze titles horizontally and vertically. 

8. Split the screen into windows horizontally and vertically. 

9. Switch between windows. 

10. Copy data from one worksheet window to another. 

11. Open multiple worksheet files using windows to view them simultaneously 

12. Use synchronized and unsynchronized scrolling. 

E. USING CHARTS
1. Create a chart. 

2. Change chart types. 

3. Move and resize a chart. 

4. Enhance a chart with titles, legends, text annotation, arrows, etc. Print a chart. 

COMPETENCIES -Access

A. USING ACCESS 

1. Understand field types as used in a database management system. 

2. Create and modify a table structure. 

3. Enter and edit data in a database. 

4. View the contents of a database. 

5. Sort the contents of a database. 

6. Perform basic queries on a database using: 

a. matching criteria 

b. "AND" and "OR" 

c. greater than and less than 

7. Perform queries using calculated fields for a portion of the output. 

8. Save a query for future use. 

9. Create a report from a database using: 

a. bound fields 

b. calculated fields 

c. grouped records 

d. subtotals for groups 

10. Understand one-to-many table relationships 

11. Create and use a custom form for entering data into a database. 

COMPETENCIES- PowerPoint

A. USING POWERPOINT 

1. Create and modify an electronic presentation in outline view. 

2. Create and modify an electronic presentation in slide view. 

3. Change a slide layout. 

4. Add clip art to presentations. 

5. Animate slides. 

6. Format transitions and effects: 

7. Print outline, handouts, notes and slides. 

8. Run an animated slide show. 

USING WINDOWS/INTERNET/Outlook

1. Create and manage files and folders. 

2. Move, copy, rename, and delete files and folders. 

3. Send and receive e-mail. 

4. Understand how to find information on the Internet using search engines and trees. 

5. Download files from Internet sites. 

6. Evaluate the validity of web sites. 

7. Manipulate an address book for e-mail and personal information. 

8. Create a task folder/list. 

9. Create an event, an appointment, and a recurring appointment, including reminders.

