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Course Description: 
To effectively use the Microsoft Office integrated software of Word, Excel, Access, and PowerPoint in solving a variety of computer-related problems and in conjunction with the Internet.  

Course Objectives:  

This course is intended to:
1.
Introduce beginning-level features in Word, Excel, Access, and PowerPoint to create documents that could be representative of those used in the business environment.

2.
Enable the student to use the software programs as a tool for creating and managing documents and presentations for this class as well as other courses and interests.

Student Learning Outcomes: 
Upon successful completion of this course, the student will be able to:

1.
Effectively use, with care, the computer equipment, peripherals, and printer in the classroom.
2.
Search for information on the Internet.  Open, save, and print a URL Web page.

3.
Copy, download, or revise information from the Internet to create or enhance documents for Word, Excel, Access, and PowerPoint.

4.
Create, edit, save, and print a variety of word processing documents using formatting, formulas, graphics, and wizards.

5.
Create, design, and enhance a worksheet with charts utilizing features such as formatting, formulas, conditional formatting, and functions.

6.
Create, query, and maintain a database in designing records, tables, forms, reports, and labels.

7.
Build a slide presentation using wizards, graphs, tables, animation, and transition features.  Create and print handouts, notes pages, and slides in black and white.

8.
Apply several methods to integrate documents in multiple programs, such as copying, paste link, exporting, merging, and embedding features.

9.
Develop and customize a variety of project assignments at the end of each new learning activity.

10.
Define and use all features learned in the Microsoft suite package in creating an oral and/or Web-based PowerPoint presentation.

Length of Course: 
44 hours 

Grading Method: 
Letter Grade (A-F) or Pass/No Pass
Prerequisites: 
BT-120 or beginning level keyboarding course. 

MAJOR TOPIC OUTLINE
1.
Orientation

2.
Word 

3.
Excel

4.
Access

5.
PowerPoint

CCC GENERAL EDUCATION OUTCOMES
Course Title and Number: BA-131
OUTLINE/SYLLABUS MAPPING CHART
Introduction to Business Computing
 Mark competencies addressed by this course.

· Mark “C” if this course completes the criteria/competency

· Mark“S” if a substantial portion of the criteria is met in this course

·  Mark “P” if the criteria/competency is  partially met in this course

 As a result of completing the AAOT /ASOT, students will be able to:
	1. OUTCOME: Writing
	

	A. Write fluently and appropriately for a variety of audiences, situations, and academic disciplines.

B. Revise effectively.

C. Use technology to prepare manuscripts and pursue research.

D. Respond to and defend positions on complex ideas, issues, and texts, using sources effectively and ethically.
	

	E. 
	

	F. 
	

	G. 
	

	2. OUTCOME: Speech and Communications
	

	A. Use knowledge of various influences on the communication process to create and interpret messages.

B. Organize and deliver effective verbal and nonverbal messages.
	

	C. 
	P-10

	3. OUTCOME: Mathematics
	

	A. Use college level mathematics to analyze and solve problems.

B. Recognize mathematics applications and apply appropriate techniques to arrive at solutions.

C. Accurately interpret and communicate results.
	P-5

	D. 
	

	E. 
	

	4. OUTCOME: Humanities, Arts and Letters
	

	A. Analyze and form critical responses in subjects such as literature, music, the visual and performing arts.

B. Make use of the creative process to enrich their quality of life; critically analyze their values and ethics within the stream of human experience.

C. Engage more fully in local and global issues.
	

	D. 
	

	E. 
	

	5. OUTCOME: Social Sciences
	

	A. Apply analytical skills to historical and contemporary social phenomena so as to explain, evaluate, and predict human behavior.

B. Apply knowledge and experience to achieve an informed sense of self, family, community, and society.
	

	C. 
	

	6. OUTCOME: Science
	

	A. Demonstrate basic knowledge in science.

B. Apply scientific knowledge in the process of understanding and analyzing relevant issues.

C. Understand, analyze, and critically evaluate scientific data.

D. Explain how science investigates and develops explanations of physical phenomena.
	

	E. 
	

	F. 
	

	G. 
	

	7. AAOT  EMBEDDED FOUNDATIONAL CONTENT:
	

	A. Demonstrate information literacy and critical analytical activity.

B. Demonstrate an awareness of culture and community issues, values, resources and diversity.

C. Express growing awareness of physical activity as part of a healthy lifestyle.
	

	D. 
	

	E. 
	

	8. ASOT OUTCOMES: 
	

	A. Understand and apply micro- and macroeconomic theories and models to individual, group, and societal behavior and choices.

B. Recognize and apply business statistical methods and explain how they affect business decision making.

C. Prepare letters, reports and memos related to business topics using technology.


	

	D. 
	

	E. 
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