Northwest Pennsylvania

Collegiate Academy
Syllabus

Course Name:  Advanced Computer Applications – 9th, 10th, 11th & 12th grade

Text(s):  MS Office 2007 Advanced Concepts

Course materials:  All materials supplied in the lab

Course Description:  Advanced Office extends the students’ basic knowledge of the Microsoft Office Suite software.  Students will be acquainted with the proper procedure to create more advanced documents, workbooks, databases, and presentations suitable for course work, professional purposes, and personal use.  This class is taught with an exercise-oriented approach that allows students to learn by example.  Successfully completing this course prepares students for the Microsoft Office User Specialist (MOUS) Certification exams.

Course Evaluation:  Students will be evaluated on class assignments prepared with the instructor and performance assignments (projects) where students will be required to complete assigned work on their own demonstrating learned Microsoft Office features.

Course Outline:

Week 1 - 8-30 to 9-2
Documents: MS Office 2007 Advanced Concepts “SUPER SOUNDS” (Project Packet #4) (Teacher/Student assignment).
Week 2 - 9-7 to 9-10
Documents: MS Office 2007 Advanced Concepts “SUPER SOUNDS” (Project Packet #4),   “In the Lab #1.
Week 3 - 9-13 to 9-17
Documents: MS Office 2007 Advanced Concepts (Project Packet #4),  “In the Lab #2” “In the Lab #3”.  

Week 4 - 9-20 to 9-24
 Documents: MS Office 2007 Advanced Concepts (Project Packet #4), “Cases & Places #1”, “Cases & Places 2, 3,4,5 or 6” (Students may choice their case).
Week 5 - 9-27 to 10-1
Documents: MS Office 2007 Advanced Concepts (“Project #5”), Mail Merge Unit, (Teacher/Student assignment).
Week 6 - 10-4 to 10-8
Documents: MS Office 2007 Advanced Concepts (“Project #5”), In the Lab #1, #2 & #3 (Student Production Projects).
Week 7 - 10-11 to 10-15
Documents: MS Office 2007 Advanced Concepts (“Project #5”), “Cases & Places (Students Production Assignment), Students will prepare a merge letter to prospective universities.
Week 8 - 10-18 to 10-22
Documents: MS Office 2007 Advanced Concepts (“Project #6), (Teacher/Student Assignment), Professional Newsletter.
Week 9 - 10-25 to 10-29
Documents: MS Office 2007 Advanced Concepts (“Project #6), In the Lab #1, #2 & #3 (Student Production Projects).
Note:  The date of the document assignments may be adjusted due to changes in our weekly 

schedules…i.e. assemblies and/or early dismissals.   
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