Date: February 2006

Course Name: Office Automation
Course Prefix and Number: OFT 213
Credit Hours and Contact Hours: 3 credit hours - 4 contact hours

Catalog Description:
This course provides comprehensive, hands-on training in the integration
features of the Microsoft Office Suite. Students will learn the integration of
Microsoft Word, Excel, and Access. Prerequisite: OFT 210 or permission of
instructor.

II. Course Outcomes and Objectives

The primary objective of this course is for students to develop basic computer
operations and to use Windows®. and the foremost word processing,
spreadsheet, and database softwares in order to attain the necessary skills to
be successful in today’s office.

Learning Outcomes:

Upon completion of this course students will be knowledgeable in the
foremost word processing, spreadsheet, and database softwares. Students
will be able to create, edit, format, and integrate files from these three
applications.

Relationship to Academic programs and curriculum:

This course provides the students with knowledge in the foremost word
processing, spreadsheet, and database software along with the integration of
these softwares. Intoday’s business world administrative assistant students
must have this knowledge in order to be prepared for an entry level position.
This is a required course for Administrative Assistant degree.

College competencies addressed by the course:
Reading

Mathematics

Computer Literacy

Problem Solving

Global Concerns

Ethics/Values

Professional Competency

Methods of Instruction

Types of Course materials:

Text: Office 2003 Specialist; Benchmark Series; Nita Rutkosky, EMC
Paradigm Publishing Co.

Supplies: Disks and printer paper

Methods of instruction:
e Lecture
e Demonstration
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Individualized Instruction
Written Assignments
Discussions

Projects

Assessment measures:
Faculty may use a variety of assessment measures including, but not limited
to: informal writing, non graded quizzes, and discussions.

Methods of Evaluation:
Projects

Tests

Concept Checks

Both projects and tests are graded on the following basis: For each
occurrence of an error, two (2) points is deducted; four (4) points are
deducted for format and software errors.

Concept Checks are graded upon the percentage of correct answers.

IV. General Outline of Topics covered

l. Learning Access
Creating a Database Table
Creating Relationships between Database Tables
Creating a Database Table Using Wizards
Performing Queries and Filtering Records
Creating Forms
Creating Reports, Mailing Labels, and Charts
Importing and Exporting Data
Creating Web Pages and Using Database Wizards
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Il.  Learning Excel

Preparing an Worksheet

Formatting an Worksheet

Inserting Formulas in a Worksheet
Enhancing a Worksheet

Moving Data within and between Workbooks
Maintaining Workbooks

Creating a Chart in Excel

Enhancing the Display of Workbooks
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