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Office Applications  Syllabus 

Mr. Dixon
Room 14
Purpose 
Office Applications is a one trimester course designed to enhance the student's proficiency with the Microsoft Office Suite.  Students will learn how to utilize the Internet and integrate it into several class projects.  This class teaches personal and business applications using Microsoft Word (word processing), Excel (spreadsheet), Access (relational database), and PowerPoint (graphical presentations).  Microsoft Office is the most globally recognized productivity package by both individuals and businesses.  

Standards Taught

· Format Microsoft Word documents at the character, paragraph, and page level.
· Apply Microsoft Excel skills to develop spreadsheets and charts.
· Apply Microsoft PowerPoint skills to visually display report information in a presentation format.
· Apply Microsoft Access skills to design and create databases and the query of these databases.
· Choose from and integrate applications of Microsoft Office Suite to produce and format data.
Textbook/Materials

Office 2007:  Introductory Concepts and Techniques


Activities/Projects

· PowerPoint Presentations
· Prepare a resume and cover letter
· Prepare Excel Spreadsheet and Charts for a Stock Market Project.

· Create reports, memorandums, block style letters, bibliographies in MLA format

Grading Scale


Refer to school adopted scale

Classroom Expectations

· Respect for others, instructor, and equipment.
· Tardiness will affect your grade.

· If a student misses a period it is their responsibility to find out what they missed.

Grading Composition (Estimated)
· Assignments - 50%

· Projects - 40%

· Written Assignments - 10%
