GRANDE PRAIRIE REGIONAL COLLEGE "i"};v
OFFICE ADMINISTRATION “a,
COURSE OUTLINE 5

OAZ2610M2 - INTRODUCTION TO MICROSOFT OFFICE 2000
Text: Micrasoft Office 2000 Nita Hulkosky
FPrereguisite: Mone

Iinstructors: Gall Sherman
AZT3A
5359-2876 (Office)
513-5675 (Home)
sherman@aprc ab ca

Course Description: This course leaches you the fundameantals of using Windows 98
Windows Explorer, Microsoft Excel 2000, Microsoft Access 2000,

Microsoft Qutleok 2000 and PowerPoint 2000.

Course Objactives: Student will obtain a proficeent level of knowladge Windows 98
including:

Using the Windows 98 Deskiop as a work area
Lising the maouse

Using the keyboard and keyboard shorcuts
Using the contexi-sensitive menus

Sizing and scrolling window,

alarting an applications program.

Saving a document.

Printing a documant.

Closing a program,

Using Windows 98 Help

Shutting down VWindows.
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Students will be proficient in the use of Windows Explorer. Topics
ingiude,

Displaying the contents of & folder
Expanding and collapsing & folder
Creating, ranaming and deleting a folder
Changing the view

Selecting and copying a group of files
Copying and moving a file and folder

Students will leam and praciice effective slectronic file managemeant
inéluding.

1 Coding files

2, Selecting and moving files
X | Formatting a disk

4 Making backups
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