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The CCI Microsoft Office 2003 Resources kit was designed to provide an instructor with tools on how to teach the noted Microsoft Office 2003 software program using the CCI courseware, tips and general information that can be used in your discussions with the class, as well as other tools to assist the student obtain and reinforce the skills and knowledge developed in this certification program. The CCI Microsoft Office 2003 Instructor Resources includes these items:

· Course Preparation with a brief description of the Instructor Resource kit

· Slide presentations created with Microsoft PowerPoint

· Instructor Notes available in the Speaker Notes area of the slide presentations

· Instructor Notes available in Word files with slide miniatures for reference

· Set of instructor or completed data files for each Module

· Lesson plan with suggestions on topics to include and timing

· List of data files required to complete all exercises in each Section
· Answer key for the Paper-based test
· Exam objectives for this software

· Sample course evaluation forms

The following pages will provide further descriptions on some of these tools and how you can use them to assist in teaching the Microsoft Office 2003 program using the appropriate CCI courseware. CCI has the following Instructor Resources available:
Microsoft Office Word 2003
3120 Word – Specialist

3121 Word – Expert
4250 Word Express – Level 1

4251 Word Express – Level 2

4252 Word Express – Level 3

6250 Word Standard – Level 1

6251 Word Standard – Level 2

6252 Word Standard – Level 3

Microsoft Office Excel 2003

3122 Excel – Specialist

3123 Excel – Expert

4253 Excel Express – Level 1

4254 Excel Express – Level 2

4255 Excel Express – Level 3

6253 Excel Standard – Level 1

6254 Excel Standard – Level 2

6255 Excel Standard – Level 3


Microsoft Office PowerPoint 2003

3128 PowerPoint – Specialist

4258 PowerPoint Express – Level 1

4259 PowerPoint Express – Level 2

6258 PowerPoint Standard – Level 1

6259 PowerPoint Standard – Level 2

Microsoft Office Access 2003

3124 Access – Specialist

4254 Access Express – Level 1

6254 Access Standard – Level 1

Microsoft Office Outlook 2003

3126 Outlook – Specialist

4256 Outlook Express

6256 Outlook Standard 

Microsoft Office 2003

1142 Microsoft Office – Level 1

1143 Microsoft Office – Level 2

To obtain the CCI Microsoft Office 2003 Instructor Resources for a specific Microsoft Office 2003 product, or for further information on this product, please contact CCI at 1-800-668-1669.
Using the Slide Presentations
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The slide presentations in the Instructor Resources product were created with Microsoft PowerPoint. They contain pertinent points using the information available in the CCI Microsoft Office 2003 courseware. We have included screens, keys, or buttons as appropriate to the topic discussion. Take note of the following regarding the slide presentations:
· Slide presentations are available for the entire Unit or individual sections.

· A background was applied to the presentations to match the CCI courseware. This can be removed or changed as required.

· No animation has been added to the slides in order to keep the slides generic for everyone. If you would like animation, you will need to add these accordingly to your preferences for each presentation.

· Any keys or buttons inserted into the slides are not part of the text points as with Word. PowerPoint does not allow for inline graphics and as such, these have been inserted as floating graphics and aligned accordingly. You may want to check the slides prior to using in order to ensure the graphics have not “wandered” on the slide.

· No slide transitions have been added to the slides for simplicity purposes. You can add these as appropriate.

· The slide presentations have been saved in the Microsoft PowerPoint presentation format only. You can save these as PowerPoint shows as appropriate for your needs.

· Instructor notes have been inserted into the Notes pane of the slides and can be printed using the Notes Pages option for your reference.

Using the slide presentations requires a media device such as a projector, television screen, or a monitor to display the slides. These devices should be set high enough for everyone in the class to see the display, regardless of where they may be sitting in the classroom. If you have one of these types of devices available with a system in the classroom and need to have it connected, check with your network administrator for same. If you have used the projection device previously, be sure to check the visibility and clarity of the display prior to the class.

To use a slide presentation:
1
Navigate to where you installed the CCI Instructor Resources product. 
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2
Click on the PowerPoint Slides folder for the section you want to use.
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3
Click on the appropriate Section presentation file to use.
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4
Click on the [image: image7.jpg]


 button to begin the slide show.

5
Click your mouse anywhere on the slide to progress to the next slide.

If you need to change anything regarding how the presentation should be set up for display, select Slide Show, Set up Show and make the appropriate changes.
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Using the Instructor Notes
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The Instructor Notes included with the CCI Instructor Resources have been developed based on our writer’s experience as an instructor and general office requirements. These Notes include tips on how to teach using our books as well as notes for discussion with your students. Any updates to hardware or software will also be included or referenced in the Notes if these updates occurred after release of our books and at the time of development of these Notes. We have also included some samples of demonstration exercises you can provide to students, as required.

The Instructor Notes are provided in two formats:
· Microsoft PowerPoint – in the Notes pane of each slide presentation 
· Microsoft Word – below the slide miniature screen for each lesson

Not every slide will have notes and some slides will have a lot more notes than others. We have also set up the files to allow you to add or remove items as appropriate for your classes.

Choosing the Slide Presentations

When using the Instructor Notes with the slide presentations, we recommend you consider printing these by selecting Notes Pages in the Print dialog box. Each slide will be shown with the notes below which you can then use as your guide during the class or as reference.
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Choosing the Word Files

The Word files are available only in individual lessons in order to keep the files small to handle and manage on screen. Each Section file contains the same slide information as available in the PowerPoint presentations using a tabular format. As with the slide presentations, you can print these for your reference.
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Working with the Instructor Data Files

[image: image12.png]



The set of data files provided with the Instructor Resources are the completed versions of the exercises required in the CCI courseware. These files are examples of what and how the file should appear if all steps are completed as directed in the exercise. These files are provided to you for reference purposes only:

· Occasionally a student may ask how to complete an exercise and you may want to use the files provided in the Instructor Resources for further explanation.

· You may want to check that the files submitted by students (as appropriate) are similar to the ones provided with this Guide.

· The exercises here were completed by an instructor who chose to complete the task as per the instructions in the exercise. These are meant as a guide only as a demonstration of one method to complete the task; marks can be allocated per your teaching curriculum.

A full set of student and instructor data files are provided for each book in the CCI Microsoft Office 2003 series, as seen in the following screen. The screen also shows an example of the list of data files that the student should have on completion of the 6258 PowerPoint 2003 L1 courseware:
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Using the Data Files List

A listing of all exercises and the files required has been provided for you as a reference for each of the books in the CCI Microsoft Office 2003 series. This list includes the names of files that students are required to open or save. Columns have been set up to help identify which lesson and the page number from the book as reference. This file has been created in Microsoft Excel for easy manipulation, as required.
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Using the Lesson Plans
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A Lesson Plan has been provided for you to use as reference in structuring your course. There are two worksheets in this file:

Entire Book
Provides information if you plan to teach everything in the courseware.

Fundamental Basics
Targets the fundamental or basic topics that should be covered for the Microsoft Office exam.

The first worksheet will match the suggested course length in the courseware, whereas the second focuses only on specific topics as applicable to the Microsoft Office exam or for a shorter course. While it is advantageous for the student to learn and practice every skill provided in the courseware, these are meant as guidelines only to how or which topics can be included to suit your course length.

The lesson plan displays the following information:

	Page #
	The page the topic is located.

	Sec #
	The module number of the topic.

	Section Title
	The module name for the topic.

	Subsection Subtitle
	Title of the subtopic.

	NF
	New or enhanced feature to this version of the program.

	Typ
	Type of exercise provided for this topic.

	Opening File
	Name of the file the student is asked to open, as applicable. This includes the text, “Create new”, when a new file is to be created as well as the name of the saved document from a previous exercise, as applicable.

	Additional Files
	Name of any file that is required in the exercise, as applicable. For instance, if the student will be required to insert a picture from their data files location, the name of that picture file will be shown in this column.

	Saved File
	Name of the file to be used when the steps in the exercise require the student to save the file. The Lesson Plan shows the generic name of <File name> - Your Name; adjust this based on which option you use for your students.

	Timing:
Content & Exercise
	As noted, suggested timing based on our instructor’s experience in teaching the Microsoft Office 2003 and/or software topics. This is a guide only and can be expanded or condensed based on the length of your course and students’ interests. Timing has been provided for the content as well as the exercises. These are based on the average typing speed of 40 wpm; you can adjust these based on the class.
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Using the Practice Exam
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CCI has developed a practice exam that can be used to assess a student’s knowledge and skill set acquired through the class, as well as working through any of the exercises assigned. This is a paper-based test that can be printed and distributed to students. There are a minimum of 100 questions depending on the software and book series. 

The Practice Exam is set up in two parts:

Knowledge-based
These are the questions made up of different question types: true/false, multiple choice, fill in the blank, open-ended, or hot spot. The questions are set up with automatic numbering so that you can customize the test as required, e.g., move questions around.
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Skill-based
This is where students are required to complete one or more projects using the skills taught in the CCI courseware. The projects are set up using examples from a business environment. Students are required to save these to a location on the computer or network. Wherever possible, a screen is provided to show how the final project should appear.
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The total number of marks for the exam will vary with each exam and if you customize any part of the exam, you will need to change the total marks for the exam.
The Answer Key is incorporated into the paper test and will be displayed when you use the Show/Hide feature in Word. To print a copy of this Answer Key, be sure to set the Hidden Text option in View tab of the Tools, Options menu.
A mapping document is also available for each practice exam, giving you the opportunity to refer back to the book to find the answer that matches the question. The document also provides the Microsoft Office exam objective as reference. If you customize the exam, you will need to adjust this document to match your exam, as required.













































































































































































































CCI is pleased to provide instructor resources for the Microsoft Office 2003 series. These resources were designed as additional tools you can use to deliver the topics and assist students in building and applying their knowledge and skill level to successfully work with any of the programs within the Microsoft Office Suite.


This document will provide you with some basic information on:


What is included in the Instructor Resources product


Finding which files contain the instructor notes 


Looking at different methods for using the instructor notes


Using the Answer Key for the Paper Test


Using the Lesson Plan and suggested timings
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