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COURSE

DESCRIPTION:  Covers core application concepts required to use the fundamental features
of Office 97; Microsoft Excel 97, Microsoft Access 97, Microsoft
PowerPoint 97, Microsoft Outlook 97,

Note: Word 97 is not covered as it is dealt with exclusively in OA2620,

COURSE OBJECTIVES:

I, Use the features of Exce! 97 to complete the following: create a Worksheet and
embedded chart; use formulas; format; create charts: use what-if analysis; and
work with large worksheets

2. Use the features of Access %7 to complete the following: create a database; query
a database; and maintain a databasze

- Use the features of PowerPoint 97 to complete the following: create a
presentation; create and electronic slide show; import clip art from the Microsoft
Clip Gallery live web site.

4. Use the features of Microsoft Outlook 97 1o complete the following: create a
schedule; enter ong-time and recurring appointment and cvents; print and save a
calender; generating a list of contacts: and adding a note to an appointment.
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GRADING:

\ssi Final Tests/Projest
Excel 97 10%% 20%
Access 97 10% 20%%
PowerPoint 97 10% 20%
Cutlook 97 %% 3%

FALL 1997
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