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@ Wed, Jul 16, 2008 -- MS Office 2007: Introductory Concepts and Techniques, Windows XP Edition
Welcome to the course!

This course provides an overview of microcomputer applications including a brief introduction to computer concepts, Microsoft Windows, Microsoft Office 2007, Microsoft Office Word 2007, Microsoft Office Excel 2007,
Microsoft Office Access 2007, Microsoft Office PowerPoint 2007, Microsoft Office Outlook 2007, creating Web pages, and integration of the applications.
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Course Text Book

ISBN 13:978-1-4188-4328-|
ISBN 10: 1-4188-4328-8


http://www.course.com/catalog/product.cfm?category=Office Suites&subcategory=Microsoft Office 2007&isbn=978-1-4188-4328-1
http://www.course.com/catalog/product.cfm?category=Office Suites&subcategory=Microsoft Office 2007&isbn=978-1-4188-4328-1
http://www.course.com/catalog/product.cfm?category=Office Suites&subcategory=Microsoft Office 2007&isbn=978-1-4188-4328-1

Course Description

A course to acquaint the student with the
capabilities and potential uses of
microcomputer. Topics covered include
operating systems, office automation,
business applications, data base
applications and expansion capabilities.



Course Goals/Objectives

» Computer concepts

* Introduction Windows XP
* Word

» Excel

* Access

* PowerPoint

e Outlook



Grading

e Chapter Assessment
> Lab Tests 12
> Online Tests |2

e Midterm exam — online
e Final exam — online
 Class participation



Course Assessment

e Tests

o

> Tests (60 questions / 2 pts each question)

e Lab projects

o

o Lab Tests


http://myutbtsc.blackboard.com/
http://myutbtsc.blackboard.com/
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Lab Projects

* Two lab projects per chapter and one for
web integration. Instructor Assistant can
modify/add/remove

e Instructor assistant can design a new
project

* Manually graded and recorded by Instructor
Assistant

e Practice Tests
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Windows XP Chapter 1: Introduction to Microsoft Windows XP and Office 2003

New Features of Windows XP

Using the Help and Support Center Index
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Course Documents

* Topic Review
e Power Point Presentation
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- Microsoft Office 2007
Microsoft Windows XP
Introduction to.

Microsoft Windows XP.

Objectives

" Start Micrasoft Windows XP,log on © the computer
& enthy the chets on the desktog.

* Display the Start menu and start an tic

prozam

Microsoft Office 2007
o Microsoft Windows XP

URL, and tabbed browsing
* Download folders from sesite.com
* Copy move, rename, and delete fles

Introduction to
Microsoft Windows XP

* Logoftfrom the computer and turn & off

Logging On to the Computer

« Click the Brad Wison ican {or your kan] on the
Welcame screen to display the Type your
paszwerd’text Box

* Type 221ake [oryour paszward) in the Type
your password’ text box

+ Ciick the Next button to log on to the computer
and display the Windows XP desktop

Click to add notes

1409 DE_E B 175C 1409.pptx
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