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This course covers application concepts required to use the fundamental

features of Microsoft Office 97; Microsoft Access, Microsoft Excel,

Microsoft PowerPoint, and Microsoft Outlook.

Note: Word 97 is not covered as it is dealt with exclusively in OA2620,
Integrations are dealt with in OA2630.

1. Use the feature of Excel 97 to complete the following: create a
worksheet and an embedded chart, use formulas, format, create
charts, use what-if and goal seek analysis, and work with large
worksheets.

. Use the feature of Access 97 to complete the following: create a
database; query a database; maintain a database, create reports,
edit reports, and integrate a databasefreport with Excel 97,

. Use the features of PowerPoint 97 to complete the following:
create a presentation, create an electronic slide show, and import
clip art from Microsofi Clip Art Gallery live web site,
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GRADING:

Preamble

Assignments Test
Excel 97 % 15%
Acpess 97 5% 15%
PowerPoim 97 10% !
Final Exam 0%

OAZ10MI MICROSOFT OFFICE 97
Course Qutline Addendum
Learning Qutecomes
in accordance with

Canada Council's Critical Employability Skills

A review of Canada Council's Critical Employability Skills has produced a set of 22 learning
outcomes. [n order to enhance the probability that employability skills will be given the emphasis
they deserve in this course, these learning outcomes are being included as part of the course

outline.
Learning OQutcome Evidence for C = the skill is Assessment
Portfolio learned in content
Submission P = the skill is practiced
A = the skill is assessed
Compose messages, | Samples of Microsoft | P Microsofi Office
memos, letters, and Office 97 application | A 97 assignments
short report, assignments and and tested work.
correctly applying the | tested work.
fundamental
principles of spelling,
grammar, and
punctuation
Seclect, apply, and Samples of projects | C Microsoft Office
adapt computer imvolving MS Office | P 97 assignments
software tools such | 97. A and tested work.

as word processing,
spreadsheets, data
bases, accounting .
presentalion, and
desktop publshing (o
related tasks.
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Transfer skills and Samples of projects | C Microsoll Office

knowledpe of involving M8 Office | P 97 Assignments -

suflwane, technobogy, | 97 - Ciases wnl Plaves | A Cuses and Phives

and busingss systems

from one situation to

another,

Define and solve Microsoft Office 97 P Microsoft Office

problems both assignments - Cases | A 97 assignments

independently and in | and Places and tested

tearms, using a variery materals - Cases

of creative problem - and Places

salving approaches.

Keyboard proficiently | Timed / tested P

and accurately. materials

Apply standard Disk Log Samples P Disk Log

records management A

systems to classify, Electronie Records Electrome

organize, store, and | Management Records

retrieve hard copy Activities Management

and electronic files. Activities
Coded work

Apply computational | Excel Spreadsheets C Assignments and

skills to business involhving formulas, P testexd work.

related tasks and what-if and goal seek | A

assess the logic of the | analysis.

results.
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