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Prerequisite:

CS 106 or a prior course using the Microsoft Office Suite

Course Purpose/Objectives:

In this course, you will learn the most important topics of Microsoft Office XP. You are
first presented with a quick review of the Office Suite, Windows, and Internet Explorer.
Next, you will learn more advanced skills for Word, Excel, Access and PowerPoint; each
application is covered in four units. You will learn how to use Object Linking and
Embedding (OLE) to create integrated Office documents in four units dispersed
between the Excel, Access, Word, and PowerPoint sections. The last section of the
course provides an overview of FrontPage.

Text/Materials:

Text: Beskeen/Duffy/Friedrichsen/Reding/Wermers, Microsoft Office XP - lllustrated 2nd
Course, Course Technology, 2001.

Project files: Project files should be obtained from http://www.course.com .

Software: Microsoft Office XP and Frontpage 2002 (available in the bookstore).

Computer Labs:
| know that most of you will be working from home, b ut:
The following labs are available for student use: Kettler 204A and Kettler 217, Neff B71,

ET 305, Helmke Library, Science G15, and Walb 221. For information on operating
hours, please check IT Services website at http://www.its.ipfw.edu/students .
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Teaching Methods:

1. Assignments: Concepts Reviews, Skills Reviews, and Independent Challenges
will be assigned to help support and supplement material found in the lessons.

2. Exams: Three exams will be given. They may be project based or traditional.

3. Internet: Syllabus, students’ grades, and a course calendar will be posted at
http://webct.ipfw.edu/. Log in to WebCT. Your user name and password are the
same as your IPFW student computing account.

4. Contact Instructor: The best way to contact me is through WebCT. There is an
e-mail feature, discussion board, and a chat room. If you e-mail me, we can set
up a chat time. | will e-mail all of you each Monday with instructions. | will give
you another e-mail address just in case WebCT breaks down (heaven forbid). It
is groff@ipfw.edu, please only use this in an emergency situation. Also, | take
Sundays off. You may e-mail me, but I may not be online that day.

Grading:

A 90%-100%

B 80%-89% Assignments 70%
C 70%-79% Exams 30%
D 60%-69%

F Below 60%

Course Policies:

Assignments: All assignments are due at the midnight on Saturdays on the date
due unless otherwise noted.

Missed Assignments: Assignments cannot be made up without an excused
absent.

There are no make-up exams: Any uncoordinated, unexcused missed exam will
result in a score of O for that exam. Students missing exams due to a pre-arranged,
excused absence will be allowed to take an early exam.

Academic Dishonesty. Plagiarism and cheating are serious offenses and may be
punished by failure on exam, paper or project; failure in course; and or expulsion from
the University. For more information refer to the "Academic Dishonesty" policy in the
University Undergraduate Catalog.

Need for Assistance: If you have any condition, such as a physical or learning
disability, which will make it difficult for you to carry out the work as | have outlined it, or
which will require academic accommodations, please notify me as soon as possible.

Have a productive, successful semester!
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OLS 280

Tentative Course Outline  Spring 2004

Week | Date | Topic Textbook

1 1/12 Course Introduction
Creating and Formatting Tables Word Unit E

2 1/19 lllustrated Documents with Graphics Word Unit F
Graphics (Cont.)

3 1/26 Creating a Web Site Word Unit G
Web Site (Cont.)

4 2/2 Merging Word Documents Word Unit H
Working with Formulas and Functions Excel Unit E

5 2/9 Managing Workbooks and Preparing Excel Unit F
Them for the Web
Web (Cont.)

6 2/16 Automating Worksheet Tasks Excel Unit G
Using Lists Excel Unit H

7 2/23 Integrating Word and Excel Integration Unit E
Exam #1

8 31 Modifying a Relational Database Access Unit E
Structure
Creating Multiple Table Queries Access Unit F

9 3/8 Spring Break ! o

10 3/15 Developing Forms and Subforms Access Unit G
Sharing Information and Enhancing Access Unit H
Reports

11 3/22 Integrating Word, Excel and Access Integration Unit F
Customizing your Presentation PowerPoint Unit E

12 3/29 Enhancing Charts PowerPoint Unit F
Working with Embedded and Linked PowerPoint Unit G
Objects and Hyperlinks

13 4/5 Using Advanced Features PowerPoint Unit H
Exam #2

14 4/12 Integrating Word, Excel, Access and Integration Unit G
PowerPoint

15 4/19 Getting Started with FrontPage 2002 FrontPage Unit A

16 4/26 Creating a Web Site FrontPage Unit B

Final 5/5 Exam #3
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