Instructor: Mark Mooney

E-mail: msmooney@capousd.org
Website:  www.mrmooney.com

Introduction to M.S. Office: Combo Class
Course Syllabus

Description of Course: 
Microsoft Office is a popular computer program used in business and homes to accomplish a combination of tasks available to computer users.  You will learn three of Office’s widely used components – Word, Excel, and Power Point.  (Prerequisite: Windows and typing skills.)
Technology

This course is taught in a PC-based technology lab; however, all of these software programs can be used on a Mac at home.  The following hardware equipment and software programs will be utilized during the course:

· Hardware – each student is provided a workstation that includes a Dell PC with a 933 MHz P-III processor, 128MB RAM, 20GB HD and 15’’ monitor.  Each workstation is networked to the LAN and connected to the Internet via a T-1 connection administered by the TIS department.

· Software – students will be required to utilize the following software:
· Windows XP operating system

· Word for word processing and desktop publishing. We will learn to use Word for writing letters (business or personal), making a flyer, or designing a collage, invitation, or newsletter.
· M.S. Excel for spreadsheets, charts, graphs.  We will make a budget, and learn basic formulas.  Students will also manipulate bar graphs and pie charts for a budget and other activities.
· PowerPoint for professional presentations.  Everyone will learn how to make slide shows for business or fun activities or events.  Students will also be able to learn how to be more persuasive and engaging through the Power Point Presentation.  This is a great tool for the business world.
Meeting Times:
Wednesdays 5:30 p.m. – 7:30 p.m. at Tesoro High School in Rm. 909
Please feel free to e-mail me at any time if you need extra assistance or you want help tailoring one of our assignments to something you need to do for work or your home.  I look forward to our time together learning the in’s and out’s of M.S. Office – a must for today’s business world.
