Computer Application 1

Course Outline

I. Word 2000

A. Defining Word Processing Software

B. Starting Word 2000

C. Viewing the Word Program Window

D. Restoring Default Toolbars and Menus in Word 2000

E. Creating a Document

F. Working with AutoCorrect

G.  Saving a Document
H. Using the Auto Recover feature

I. Previewing and Printing a Document

J. Getting Help

K. Using the Contents, Index, and Answer Wizard tab to get Help

L. Closing a Document and Exiting Word

M. Concepts Review

N. Skills Review

O. Independent Challenges

P. Visual Workshop

Q. Planning a Document

R. Creating New Document Using Wizards and Templates

S. Opening and Saving a New Document

T. Save Command vs. Save As command

U. Selecting and Replacing Text

V. Reversing and Repeating Changes

W. Understanding the Office Clipboard

X. Moving Text

Y. Working with Multiple documents

Z. Copying Text

AA. Checking Spelling and Grammar
AB. Using the Thesaurus

AC. Creating and Using AutoCorrect Entries

AD. Creating AutoCorrect Exceptions

AE. Finding and Replacing Text

AF. Replacing Text in Overtype Mode

AG. Concepts Review

AH. Skills Review

AI. Independent Challenges

AJ. Visual Workshop

AK. Changing Fonts and Font Sizes

AL. Scrolling a Document

AM. Applying Font Effects

AN. Adding Color to Text

AO. Serif vs. Sans Serif

AP. Changing Paragraph Alignment

AQ. Using the Format Painter to Copy formatting

AR. Changing Line Spacing

AS. Changing Paragraph Spacing

AT. Aligning Text with Tabs

AU. Creating Bulleted and Numbered Lists

AV. Creating outline style numbered lists

AW. Applying Borders and Shading

AX. Creating Borders with the Borders and Shading Command

AY. Concepts Review

AZ. Skills Review

BA. Independent Challenges

BB. Visual Workshop

BC. Creating a Table

BD. Converting Text to a Table

BE. Adjusting Table Rows and Columns

BF. Coping and Moving Columns and Rows

BG. Formatting a Table

BH. Changing Borders and Shading in a Table Calculating Data in a Table

BI. Sorting a Table

BJ. Drawing a Table

BK. Rotating Text in a Table

BL. Splitting and Merging Cells

BM. Concepts Review

BN. Skills Review

BO. Independent Challenges

BP. Visual Workshop

II. Excel

A. Defining Spreadsheet Software

B. Starting Excel 2000

C. Viewing the Excel Window

D. Restoring Default Toolbars and Menus in Excel 2000

E. Opening and Saving a Workbook

F. Entering Labels and Values

G. Navigating a Worksheet

H. Previewing and Printing a Worksheet

I. Using Zoom in Print Preview

J. Getting Help
K. Changing the Office Assistant

L. Closing a Workbook and Exiting Excel

M. Concepts Review

N. Skills Review

O. Independent Challenges

P. Visual Workshop

Q. Planning and Designing a Worksheet

R. Editing Cell Entries and Working with Ranges

S. Using Range Names in a Workbook

T. Entering Formulas

U. Order of Precedence in Excel Formulas

V. Introducing Excel Functions

W. Using the MIN and MAX Functions

X. Copying and Moving Cell Entries

Y. Using the Office Clipboard

Z. Understanding Relative and Absolute Cell References

AA. Using a Mixed Reference

AB. Copying Formulas with Relative Cell References

AC. Filling Cells with Sequential Text or Values

AD. Copying Formulas with Absolute Cell References

AE. Copying and Moving Using Named Ranges

AF. Naming and Moving a Sheet

AG. Moving and Copying Worksheets
AH. Concepts Review

AI. Skills Review

AJ. Independent Challenges

AK. Visual Workshop

AL. Formatting Values

AM. Using the Format Painter

AN. Using Fonts and Font Sizes

AO. Using the Formatting toolbar to Change Fonts and Font Sizes

AP. Changing Attributes and Alignment of Labels

AQ. Using AutoFormat

AR. Adjusting Column Widths

AS. Specifying Row Height

AT. Inserting and Deleting Rows and Columns

AU. Using Dummy Columns and Rows

AV. Applying Colors, Patterns, and Borders

AW. Using Color to Organize a Worksheet

AX. Using Conditional Formatting

AY. Deleting Conditional Formatting

AZ. Checking Spelling

BA. Modifying the Spell Checker

BB. Concepts Review

BC. Skills Review

BD. Independent Challenges

BE. Visual Workshop

BF. Planning and Designing a Chart

BG. Creating a Chart

BH. Moving and Resizing a Chart

BI. Identifying Chart Objects

BJ. Editing a Chart

BK. Rotating A Chart

BL. Formatting a Chart

BM. Enhancing a Chart

BN. Changing Text Font and Alignment in Charts

BO. Annotating and Drawing on a Chart

BP. Exploding a Pie Slice

BQ. Previewing and Printing a Chart

BR. Using the Page Setup Dialog Box for a Chart

BS. Concepts Review

BT. Skills Review Independent Challenges
BU. Visual Workshop

III. Access

A. Defining Database Software

B. Learning Database Terminology

C. Starting Access and Opening a Database

D. Toolbars and Menus in Office 2000

E. Viewing the Database Window

F. Viewing Objects

G. Navigating Records

H. Changing to Edit Mode

I. Entering Records

J. Moving Datasheet Columns

K. Editing Records

L. Resizing Datasheet Columns

M. Previewing and Printing a Datasheet

N. Hiding Fields

O. Getting Help and Exiting Access

P. Shutting Down Your Computer Concepts Review

Q. Skills Review

R. Independent Challenges

S. Visual Workshop

T. Planning a Database
U. Choosing between the text and number data type

V. Creating a Table 

W. Using Table design View

X. Learning about field properties

Y. Formatting Datasheet

Z. Understanding Sorting, Filtering and Finding 

AA. Using Wildcards in find

AB. Sorting records and finding data

AC. Sorting on more than one field

AD. Filtering Records

AE. Searching for blank fields

AF. Creating a Query 

AG. Using a Query Design View

AH. Understanding And and OR criteria

AI. Concepts review

AJ. Skills review

AK. Independent Challenges

AL. Visual Workshop

AM. Planning Form

AN. Creating a form

AO. Using auto form

AP. Moving and Resizing Controls

AQ. Modifying Labels

AR. Modifying Text Boxes

AS. Modifying Tab Orders

AT. Entering  and Editing Records

AU. Inserting an Image

AV. Concepts review

AW. Skill Review

AX. Independent Challenges

AY. Visual Workshop

AZ. Planning a Report

BA. Creating a Report

BB. Why reports should be based on queries

BC. Grouping Records
BD. Adding a field to a report

BE. Changing the Sort Order

BF. Modifying an Expression

BG. Aligning Controls

BH. Formatting Controls

BI. Creating Mailing Labels

BJ. Concepts Review

BK. Skill Review

BL. Independent Challenge

BM. Visual Workshop

