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Course Number: CIS 1130

Course Name: Personat Computer Applications
Credit Hours: 3

Prerequisites: None

Deseriptions Tntroduces computer applicattons. Includes basic computer concepts and terminology through experience
using the operating system, and word processing, spreadsheet and presentation management software, Required for any
student who cannot demonsirate proficienoy by passing the Computer Skills Exam,

Oblectives: Upon completion of this course the student wil{ be able to:

» Utilize the operating system and the typlcat file directory structure and operating system commands to format & disk,
copy a file, change directories, eto.

* Access and utilize global databases for research

+ Utilize the word processing program to input, edit, print, and save a document and to create and edit Web pages
« Utilize a presentation management program to create, edit and display slide shows.

« Utllize a spreadsheet application program to create, edif, print, and save a spreadsheet,

Course Outline:

Introduction and overvlew of course

Microsoft Word

Desktop Publishing (Newstetier)

Creating Web pages with Microsoft Office 2003

Microsoft Excel

Working with formulas and functlons

Developing a professional worksheet
Microsoft Excel charts

Woes 1 ot B W R e

. Integrating Word and Excel

10, Micrasoft PowerPoint

11. Créating and modifying text and graphics

12. Presenting a stideshow

13. Integtating PowerPolnt with other programs and collaborating with workgroups
14, Integrating Word, Excel, Access and PowerPolnt

Texts: MICROSOFT OFFICE 2003 - CUSTOM - 18T ED SHAFFER

Grading:

Qulzzes (10) 50%
Application assignments (10) 50%

Grade scale
90-100
80-89
70-79
60-69
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