MiSU-BOTTINEAU

Course Outline

Name of instructor: Russ Gagnon


Course Title and Number: Introduction to Computers CSCI 101


Credits: 3 


Prerequisite: none
	Course Description: This course provides an overview of microcomputer applications including computer concepts and hardware, Microsoft Windows XP, Microsoft Office XP including Microsoft Word, Microsoft Excel, Microsoft Access, Microsoft PowerPoint, Microsoft Outlook, OLE, creating Web pages, and integration of the applications.


	Required Text: Microsoft Office 2003: Introductory Concepts and Techniques, Windows XP Edition Shelly Cashman Vermaat  (ISBN: 0-619-20024-3) 

Two 3 ½” floppy disks 



	Course Objectives: As stated in Content, MSU-B General Ed goals 1,2,3,4, and 9 apply throughout these objectives.


	Course Content: Windows XP and Office 2003

Project 1: An Introduction to Microsoft Windows XP and Office 2003

Word 2003

Project 1: Creating and Editing a Word Document

Project 2: Creating a Research Paper

Project 3: Creating a Resume Using a Wizard and a Cover Letter with a Table

Web Feature: Creating Web Pages Using Word

Excel 2003

Project 1: Creating a Worksheet and an Embedded Chart

Project 2: Formulas, Functions, Formatting, and Web Queries

Project 3: What-If Analysis, Charting, and Working with Large Worksheets 

Web Feature: Creating Static and Dynamic Web Pages Using Excel

Access 2003

Project 1: Creating and Using a Database

Project 2: Querying a Database Using the Select Query Window

Project 3: Maintaining a Database Using the Design and Update Features of Access

Integration Feature: Sharing Data Among Applications

PowerPoint 2003

Project 1: Using a Design Template and Text Slide Layout to Create a Presentation

Project 2: Using the Outline Tab and Clip Art to Create a Slide Show

Web Feature: Creating a Presentation on the Web Using PowerPoint

Outlook 2003

Project 1: E-mail and Contact Management with Outlook

Office 2003 Integration

Project 1: Integrating Office 2003 Applications and the World Wide Web



	Course Requirements and Evaluation: 
GRADING:  Assignments, quizzes, and tests are computed for total points.

90-100= A     80-89=B     75-79=C     65-74=D     below 65=F






