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Course Description 


This module introduces the most common application programs used for word processing, spreadsheets, and presentations. You will learn some basic skills using features within each program to create and edit simple documents such as letters, newsletters, flyers, budgets, or trade show presentations. As you progress through each program, you will begin to see the common elements within each program that assist in helping you identify and find features quickly and easily.

Courseware Outline 


Unit 1: Common Elements
Lesson 1: Getting Started with Programs
Objectives

Sharing Common Elements
Looking at the Screen
Using the Quick Access Toolbar

Using the Ribbon

Getting Help

Changing the Program Options

Working with Files
Review Questions

Unit  2: Using Microsoft Word 2010
Lesson 2: Creating Documents
Objectives

Entering and Editing Text
Working with Documents
Summary

Review Questions

Lesson 3: Manipulating Text
Objectives

Selecting Text
Customizing the View
Editing Text

Using Cut, Copy, and Pase
Summary

Review Questions

Lesson 4: Formatting Text
Objectives

Formatting Text Characters
Summary

Review Questions

Lesson 5: Setting Tabs and Indents
Objectives

Understanding Tab Settings
Working with Indents
Adding Bullets and Numbering
Summary

Review Questions

Lesson 6: Proofing Your Document
Objectives

Checking the Spelling and Grammar
Using the Thesaurus

Summary

Review Questions


Lesson 7: Formatting the Document
Objectives

Changing Line Spacing
Setting Paragraph Spacing

Changing the Page Setup

Adding Special Characters

Inserting the Date and Time
Summary
Lesson 8: Printing Documents
Objectives

Previewing the Document

Printing a Document

Summary

Lesson 9: Working with Headers and Footers
Objectives

Using Breaks

Using Headers and Footers
Summary

Lesson 10: Using Publishing Format Tools
Objectives

What are Publishing Format Tools?

Working with Styles

Applying Columns

Using Footnotes and Endnotes

Usig Hyperlinks
Summary

Lesson 11: Working with Graphics
Objectives

What are Illustrations?

Manipulating Graphics

Drawing Objects

Editing Shapes
Summary
Lesson 12: Working with Tables
Objectives

Understanding How Tables Work

Formatting the Table

Converting Text or Tables 

Sorting Information in a Table
Summary
Lesson 13: Working with Others
Objectives

Sharing Information with Others

Protecting Documents
Summary

Unit  3: Using Microsoft Excel 2010
Lesson 14: Getting Started
Objectives

Understanding Basic Terminology

Working with Workbooks

Entering Data in the Worksheet
Summary

Review Questions

Lesson 15: Manipulating the Information
Objectives

Selecting Cells
Making Changes to the Contents
Managing Worksheets
Summary

Review Questions

Lesson 16: Working with Formulas
Objectives

Creating Simple Formulas

Proper Use of Formulas
Summary

Review Questions

Lesson 17: Formatting a Worksheet
Objectives

What Does Formatting Mean?
Summary

Review Questions

Lesson 18: Using Miscellaneous Tools
Objectives

Using the Spell Checker

Sorting Data

Filtering Information
Summary

Review Questions

Lesson 19: Working with Charts
Objectives

Understanding Charts
Summary

Review Questions

Lesson 20: Getting Ready to Print
Objectives

Previewing the Worksheet

Adding Page Breaks

Customizing the Printout

Printing the Worksheet
Summary

Review Questions


Unit  4: Using Microsoft PowerPoint 2010
Lesson 21: Getting Started
Objectives

What is PowerPoint?

Working with Presentations

Displaying Information in the Presentation

Summary

Review Questions

Lesson 22: Setting up the Presentation
Objectives

Creating a Master Slide

Managing the Slides

Summary

Review Questions

Lesson 23: Working with Text
Objectives

Selecting Text Objects

Manipulating Text

Formatting Text

Summary

Review Questions

Lesson 24: Working with Objects
Objectives

Inserting Images
Creating and Using Tables
Creating a Chart
Creating Drawing Objects
Inserting Multimedia Objects
Summary

Review Questions

Lesson 25: Enhancing the Presentation
Objectives

Animating Objects

Applying Slide Transitions
Summary

Review Questions

Lesson 26: Bringing It All Together
Objectives

Previewing the Presentation

Running the Slide Show
Summary

Review Questions
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