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Two major exams


15% each


Final exam



30%

Quizzes



10% (4 quizzes, each 2.5%) (One Quiz for each 2 Chapters 

Homeworks



3% ( 1 homework every 4 weeks ) (HW submission with 2 weeks)
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3%


Class participation


4%

Lab assignments


5% (Groups up to 3 students)
Lab Exercises



15% (at least the first two excercises for ecah LAB)





Total
100%

Instructor Name: 
Room:

Email:

Website:

The student will learn the most important topics of Microsoft Office 2003 spreadsheet and database applications by completing hands-on assignments in Microsoft Excel and Microsoft Access.  

Course Objectives

This course teaches the use of spreadsheet and database software.

Course Outcomes

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

· Create spreadsheets using Microsoft Excel.

· Create databases using Microsoft Access.

Syllabus & Weekly Breakdown:
	Week
	CA 141  Lecture Topics

	1
	Microsoft Excel

Chap 1   Creating and Editing a Worksheet
Enter, edit, and clear all entries
Adjust column widths.
Spell-check a worksheet.

Use the thesaurus

Specify ranges

	2
	Copy and Move cell entries
Enter formulas and functions
Insert rows and change cell alignment
Format cells 

Enter and format a date
Preview and print a worksheet.

	3
	Hands on Creating and Editing a Worksheet
Hands on Exercise : Formatting a Spreadsheet


	4
	Chap 2  Charting Worksheet Data 

Use styles
Insert and size a graphic

Create a chart using chart wizard

Move, size and format a chart.

Change the type of chart.

Create, explode and rotate a pie chart.

Add predefined headers and footers
Hands on Exercise : Charting Worksheet Data

	5
	Chap 3   Managing and analyzing a Workbook
Correct worksheet errors.
Use absolute reference
Use Auto fill
Reference multiple sheets.

	6
	Use find and replace
Zoom the worksheet.
Split windows and freeze panes
Use what if analysis and Goal seek
Statistical Functions, IF Functions,  VLOOKUP Functions
Control Page break.
Print selected sheets and areas.

Hands on Exercise: Managing and analyzing a Workbook

	7
	Chap 4  Working together : Linking , Embedding, and E-Mailing
Hands on Exercise : Linking , Embedding, and E-Mailing



	8
	Microsoft Access

Chap 1 : Creating a Database
Plan and create a database.

Create and save a table structure.
Define a field names, data types, field properties and primary key field. 
           Hands on Exercise: Creating a Database

	9
	            Change views 
              Enter and edit data in datasheet view and data entry
Insert a picture
Adjust column widths.
Use the best fit feature.
Delete records
Preview and print a table
Hands on Exercise: Creating a Database

	10
	Chap 2 : Modifying a table and creating a form.
Navigate a large table.
Change field format properties.
Set default field value.

Insert a field.

Define validation rules .
Hands-on-Practice: Modifying a table

	11
	              Hide and redisplay fields.
              Find and replace data
Sort Records.
Format a datasheet.
Create a form to simplify data entry

Identify object dependencies.

Add file and object documentation.
Hands-on-Practice: Creating a Form

	12
	Chap 3:  Analyzing Data and Creating Reports
Filter Table records.
Create and modify a query.

Move columns

Query two tables

Hands-on-Practice: creating Queries.

	13
	Creates reports from tables and queries.
Modify a report design.

Select, move, and size Controls.
Preview and print a report
Hands-on-Practice: Creating different types of Queries.

	14
	 Chap 4:  Working Together : Linking Access and Word
Hands-on Exercise : Importing and exporting Access Objects

	15
	 Hands-on Exercise : Total Queries and Charts

Switchboard Manager

Other Access Utilities

Review for final Exam

	16
	Final Exam Period
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