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101/09/10~
101/09/16

Orientation

101/09/17~
101/09/23

Using the Common Features of Microsoft Office 2010

101/09/24~
101/09/30

Getting Started with Word 2010

101/10/701~
101/10707

Editing Documents and Using Tables

101/10/708~
101/10/14

Creating Reports and Newsletters

Homeworkl

101/10/15~
101/10/21

Learning More about Mail Merge

101/10/22~
101/10/28

Word and the World Wide Web

101/10/29~
101/11/04

Getting Started with Excel 2010

101/11/05~
101/11/11

Working with Functions, Formulas, and Charts

10

101/11/12~
101/11/18

A E A

11

101/11/19~
101/11/25

Guest speaker: How do write a Succussful Cover
Letter and Resume

12

101/11/26~
101/12/02

Advanced Functions, PivotCharts, and PivotTables




101/12/03~
13 Advanced Printing, Formatting, and Editing
101/12/09
101/12/10~ . ) .
14 L01/12/16 Getting Started with PowerPoint
101/12/17~ ) .
15 101/12/23 Enhancing a Presentation
101/12/24~| . . . )
16 101/12/30 Finalizing a Presentation
101/12/31~ )
7 o208 | REVIEW
102/01/07~ Sy
81 02/01/13 HARA AL
Participation: (20%). All students are expected to participate actively in
3‘7@: class discussion, This includes evidence of thorough prior preparation of
i ?,i course materials, engaging in exercises, etc, Attendance at all session is
required except in previously arranged cases/emergencies.
Group Case Presentation (20%6). In groups of 4-7, you will present one of
the companies in our text, as assigned, Presentations should be 15-20
minutes maximum,
rEXH | B, BHBHE
Learning Microsoft Office 2010 Deluxe, Student Edition, Pearson(2010)
ELS T X

Teaching and Learning with Microsoft Office 2010 and Office 2011 for Mac,
Pearson(2011)
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