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GRANDE PRAIRIE REGIONAL COLLEGE

QFFICE ADMINISTRATION
COURSE QUTLINE

DA 1140 INTRODUCTION TO WINDOWS SOFTWARE APPLICATIONS 1

TEXTS:

PREREQUISITE:

INSTRUCTOR;

COURSE

DESCRIPTION:

COURSE
OBJECTIVES:

Microsoft Excel (Microsoft Officed7, Introductory Concepts and Technigues): Shally,
Cashman, Vermaat, Course Technology.

Mone

Evans Forsyth Room C415 539-2009
Home 532-1031

This course Introduces the fundamentals of file management and Microsoft Excet.

During the first few weeks the emphasis will be on learning the essentials of
Windowsa5; particularly familiarity with computer terminology, launching programes,
and file management. This part of the course is designed to help inexperienced
users become productive on computers—in the shortest possible time. [During the
second semaster a follow-up course will cover more advanced computer topics.)

The student shall be able to:

understand basic terminalogy

use the mouse affectively

use various Windows pull-down menus and other controis
|launch programs

design and maintain directory structures

copy and delete

backup files
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Following that, the Excel 5 spreadsheet will be covered in some depth, The
emphasis will be on technical competencs in designing full-featured worksheets and
riaking them visually attractive,

The studant shall be able to:

design easy-to-understand worksheels following standard practices

use various worksheet functions (particularly mathematical and financial)
create flaxible worksheets with absolute and relative cell referencing
use worksheatls lo answer what if and goal seeking questions

link worksheets

use Excel database functions to assist in the analysis of data

enhance the appearance of workshesls

create charts that help the user understand worksheet resulis

print worksheels appropriately

LW~ mn B Gk By



GRADING:

Fall, 1998

[ ]

Windows Quizzes 259%

Excel Quizzes 25%
Final Project 25%
Final Exam __25%

100%

*» Regular attendance is required,
* |earning is enhanced by participation in all instructional activities,

s Poor altendance, late arrivals or early departures decrease probability of
success—and disrupt others’ learming.

* If you are absent, you are shill responsible for assignments being submitted on
time. Telephone your study partner to for the work that was missed.

Sludy Partner's Name

Study Partner's Telephona

Assignments and tesls missed will be recorded as zero, Make-up assignments and
tests are at the discretion of the Instructor.
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