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Course Description: 

This course is for students possessing basic computer skills who would like to develop 
more advanced computer ability.  It presents Microsoft Word for editing, formatting, and 
enhancing documents.  It ×ÉÌÌ ÔÅÁÃÈ ÙÏÕ ÈÏ× ÔÏ ÕÓÅ 7ÏÒÄȭÓ ÁÕÔÏ ÆÅÁÔÕÒÅÓ ÁÎÄ ÔÏ ×ÏÒË ×ÉÔÈ 
tables.  It introduces Excel for creating worksheets.  It may introduce desktop publishing, 
creating Web pages and Web documents, as time allows.  Other topics of interest to 
individual classes may be included. 

Course Materials: 

Handouts and worksheets as necessary. 

Course Objectives: 

You will be able to do the following: 

 

Using Microsoft Word  

 Menus and toolbars 
 Working with files 
 Creating, opening, saving and 

renaming documents 
 Working on multiple 

documents 
 Working with text 
 Typing, inserting and deleting 

text 
 Moving, copying and pasting 

text 
 Formatting paragraphs and 

documents 
 Graphics 

 Adding clip art and images 
 Spelling and grammar 
 AutoCorrect 
 Synonyms and Thesaurus 
 Page formatting 
 Setting margins 
 Setting paper size and 

orientation 
 Adding headers, footers and 

page numbers 
 Print preview and printing 
 Autofeatures:  Using and 

disabling 
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Using Microsoft Excel 

 Understanding 
spreadsheets 

 Adding and renaming 
worksheets 

 The standard toolbar 
 Customizing excel 

menus and toolbars 
 Modifying worksheets 

 Formatting cells 
 Sorting and Fillings 
 Creating charts 
 Desktop Publishing 
 Creating professional 

looking documents at 
home 

 

Attendance: 

This course is designed with your needs in mind. It is based on course reading, handouts, 
independent lesson activities, and group activities during class. In order to achieve the 
objectives; your attendance and communication is essential. 

Evaluation: 

You will have a pre-test and a post-test.  You will be evaluated on attendance and 
preparation.  Assigned work will be corrected in class.  


