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2 Credit Individualized Graduate Continuing Education for Professional
Educators Syllabus

School of Education
University of St. Thomas
Minneapolis, Minnesota

Mission Statement
School of Education

Inspired by Catholic intellectual tradition, the mission of the School of Education is to educate
practitioners to be morally responsible leaders who think critically, act wisely and work
skillfully to advance the common good.

Course Title: Microsoft Office Part 1, A Video Course

CTED956

Instructor
Jim Ruid
E-Mail: CTR@JimRuid.com
Phone: (763) 439-7007

Snail Mail:  Jim Ruid, 5737 Post Rd, Anoka, MN 55303
Web Page:  www.jimruid.com

What you will need:
A personal computer with the Microsoft Office loaded.

What is provided in the course Kit:
Registration and Evaluation materials.
Article reprints
Window Users: Training CDs for Office

What needs to be returned: (Return to: Jim Ruid, 5737 Post Rd, Anoka, MN 55303)
Registration from each person in your group.
The training CDs
Article reprints
Completed Activities
Return to St. Thomas
Evaluation materials follow direction on form.

Course Description




2 Credit Individualized Course Syllabus
p. 2

Microsoft Office has been the standard office Software since its inception. Learn the basics of
Word, PowerPoint, Excel, and how they all work together. The CDs are intended to be step-
by-step learning tools, and you should view them in their entirety before attempting the
activities. This course is 2 semester or 3 quarter credits.

Goals and Objectives

Upon completion of the course participants will be able to navigate toolbars and menus with
ease and use the following features:

1.

Learn how to setup and format a newsletter using a variety of the following techniques:

AutoFormat, Secondary Menu, Background, Display Modes, Borders & Shading, Page
Borders, AutoCorrect & AutoText, Tables, Draw Table, Calculations, Newspaper
Columns, Find & Replace

Headers & Footers, Comments, Fields, Go To & Browse Button, Page Breaks,
Symbols, Sections, Footnotes, Endnotes, Table of Contents, Index, Tab Leaders

Table of Figures, Table of Authorities, Bookmarks, Outlining, Bullets & Numbering,
Style Sheets, Themes, Document Map, Change Case & Drop Caps, Charts,
Organization Charts, Diagrams)

Page Setup, Drawing Tools, Inserting Graphics, Text Wrap, WordArt, Basic Mail
Merge, Interactive Mail Merge, Envelopes & Labels, Hyperlinks, Comparing Versions,
AutoSummarize,

Settings, Macros, Interactive Macros, Toolbars, Customize Menus, Customize
Keyboard, Templates, Master Documents, Smart Tags, Forms, OLE, Voice Command

Design a spreadsheet using what you learned while watching the Excel video including
the following topics:

Window Components Enter Data, Saving Your Work, Basic Edits, Help Options,
Formulas, and Functions, Move Information, Formatting Cells, Cell Height & Width,
Print Preview, and Printing.

Advanced Formatting, Automatic Formatting, Worksheet Options, Insert & Delete,
AutoCorrect, Fill Commands, Custom List, Go To, Find & Replace, Spell Checking,
Absolute References, Advanced Functions

Headers & Footers, Arrange Excel Windows, Zoom, Custom Views, Navigation &
Selection, Linking, 3D Functions, Range Names, Drawing Tools, Basic Charting,
Advanced Charting, Hyperlinks

Outlining, Sorting, Data Validation, Subtotals, Filtering Data, Pivot Tables,
Consolidate, Importing, Add-Ins, Analysis Tools, Paste Special, Analyze Database
Share Workbooks, Track Changes, Troubleshoot Errors, Protection, Web Documents,
Wizard Tools, Changing Options, Style Sheets, Toolbars, Menus, Other Spreadsheets,
Smart Tags
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IF Statement, Lookup Statement, Text Functions, Microsoft Equation, Templates,
Defaults, Record Modules, Edit Modules, Interactive Modules, Module Functions, Set
Print Areas, Insert Comments

Create a PowerPoint presentation while incorporating some the following formatting
options:

Create slides and presentation.

Enter and format text.

Create and format drawn objects, auto shapes, clip art, word art, headers & footers and
organizational charts.

Rearrange slides, and understand different printing options.

Develop slide masters, speaker notes, handouts, backgrounds, templates, hyperlinks,
reminders & options, linking.

Upload presentations to the Internet.
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Texts/Readings

The required reading/viewing is found in a set of 3 cd-roms and a series of article reprints
(enclosed with syllabus):

Mastering Excel Made Easy. (2003). Deluxe Edition). [CD-ROM]. TeachUcomp, INC
Mastering PowerPoint Made Easy. (2003). Deluxe Edition). [CD-ROM]. TeachUcomp, INC

Mastering Word Made Easy. (2003). Deluxe Edition). [CD-ROM]. TeachUcomp, INC

Cunningham, J. (2003, July 1). Between Technology and Teacher Effectiveness: Professional
Development. Retrieved July 1, 2006, from
http://www.techlearning.com/story/showArticle.jhtm?articlelD=10810511

Czapla, B. P. (2002, June 1). Technology Professional Development for Life Long Learners.
Retrieved July 1, 2006, from
http://www.techlearning.com/db_area/archives/WCE/archives/czapla.htm

Jakes, D. (2006, may 15). Staff Development 2.0. Retrived July 1, 2006 from
http://www.techlearning.com/shared/printableArticle.jhtml?articlelD=187002843

Participants will complete the readings and independent activities described below to achieve
the course objectives.

Schedule of Readings, Topics, and Assignments

Reading Material Packet 1 Topics & Assignments
Read the enclosed Topics: Technology challenges, paradigms, strategies and uses.
articles

Assignment 1 (Optional “A” Paper):
Read the three articles; then discuss the opinions as it relates to your current
school. Research an additional three sources and cite. In your discussion
include:
e The current state of technology; what is working and what is not
e  Future plans for technology
e How technology impacts student learning
e |stechnology worth the cost?
Outline your paper and label outline
Label the paper “A Technology.” Paper is three pages in length, double
spaced, size 12 font and Times New Roman. References are required.
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Reading Material

Packet 2 Topics & Assignments

Watch Word video
through lesson 18

Topics: Getting Acquainted with Word, Creating Basic Documents, Basic
Editing Skills, Using Text Tools, Setting Document Layout, Using Wizards
and Templates, Printing Documents, Help Menus.

Assignment 2: Create a four-page Newsletter on any topic (one that you can
use within your classroom). Save the document as Newsletter and print out a
copy, when it is complete. Be sure to check the document on screen for
errors and misspellings before you print. Start in the left-hand column.
Your newsletter should contain the following:

e Front page with a headline
Two and three columns
Correct spelling.
Justified paragraphs or other eye appealing design
Appropriate character formatting. The titles should be
bold and in a larger point size. Titles of books,
magazines, songs, etc. should be italicized
e Abulleted list
e  Clipart or other graphics with text wrap
e Atextbox
e Return a hard copy to the instructor

Reading Material

Packet 3 Topics & Assignments

Watch PowerPoint video
through lesson 16

Topics: Getting Acquainted with PowerPoint, Creating a Presentation,
Presentation Basics, Introducing Presentation Views, Normal View,
Modifying Text Placeholders, Modifying Text, Text Tools, Using Clip Art,
Using Diagrams, Inserting Movies and Sound, Using Slide Sorter View,
Creating Custom Shows, Using Slide Show View, Print Your Presentation.

Assignment 3: Create a PowerPoint presentation that introduces a club,
activity, organization or event with which you are associated. Save the
presentation as Club. Include the following:

e 15-20sslides in length
Text box formatting
Clip art
Diagrams
Sound and/or movies
Return an electronic copy and a hard copy, printed in handout
form, 3 slides per page
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Reading Material

Packet 4 Topics & Assignments

Watch Excel video
through lesson 23

Topics: Getting Acquainted with Excel, Basic Spreadsheets, Ranges,
Formulas, Columns & Rows, Formatting, Layout, Printing, 3D Formulas,
Workspaces, Auditing, Outlining, Consolidating, Charts, Pivot Tables.

Assignment 4: Create a spreadsheet that is also a grade book. Save the file
as Gradebook. Include the following:
e At least five students, and five assignments
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e Use formatting to make the grade book easy to read
e  Each student should include point totals and percentages
e Class should include averages, highs and lows
e  Conditional formatting (if statements)
e Create a graph showing one student’s assignments and percentages
e Include a pivot table
e Incorporate two other topics
Assignments and Projects
Percent of grade | Assignment Title
10% Assignment One “A” Technology paper*
30% Assignment Two Word
30% Assignment Three PowerPoint
30% Assignment Four Excel

*This is an optional assignment. Competition of this assignment does not guarantee an
“A.” If you do not complete this assignment, the highest grade you can obtain is a “B.”

Evaluation and Grading

(Course specific assessment description)

All assignments, regardless of length, must be typed and incorporate APA style references

when appropriate. Written assignments will be evaluated on accuracy of information,

completeness of assignment, clarity of writing/presentation, organization of information and

material, and accomplishment of the goals for each assignment.

A = 94-100 points
A- = 90-93 points
B+ = 87-89 points
B = 84-86 points
B- = 80-83 points

C = 75-79 points

F = less than 75 points

I = Incomplete Work
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American Disabilities Act

Accommodations will be provided for individuals with documented disabilities or special
learning needs. Please contact the instructor for accommodations prior to the beginning of the
course.

Registration Requirement

Students must hold a baccalaureate degree and may not schedule more than nine (9) semester
credits for fall, and spring semesters or more than twelve (12) semester credits for summer
term.

Request for Transcript

Do not request an official transcript from the University of St. Thomas until you receive an
official grade report for this course or all courses you are taking in a term. Download an
Official Transcript Request Form at www.stthomas.edu/registrar/forms/transcript.htm.

Tax Receipt:

A receipt for tax purposes is not provided by the University of St. Thomas. If you wish to
receive a receipt for tax purposes, please request this with your registration confirmation
packet.
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Standards of Effective Practice for Teachers (Minnesota Rule, CH.8710, Sec.2000) to be
addressed in this course. Does not apply to courses offered in states other than Minnesota.

(See http://lwww.revisor.leg.state.mn.us/arule/8710/2000.html). Licensure Competencies:
Key:

Knowledge and understanding of the standard = K

Practice in applying the standard = P

Assessment/demonstration of attainment of the standard = A

Standard 4, Instructional Strategies

A teacher must understand and use a variety of instructional strategies to encourage student development of
critical thinking, problem solving, and performance skills. The teacher must:

A. understand Minnesota's graduation standards and how to implement them; (K)

B. understand the cognitive processes associated with various kinds of learning and how these processes
can be stimulated; (K)

C. understand principles and techniques, along with advantages and limitations, associated with various
instructional strategies; (K)

D. enhance learning through the use of a wide variety of materials and human and technological resources;
(K, P)

E. nurture the development of student critical thinking, independent problem solving, and performance
capabilities; (K, P, A)

F. demonstrate flexibility and reciprocity in the teaching process as necessary for adapting instruction to
student responses, ideas, and needs; (K, P, A)

G. design teaching strategies and materials to achieve different instructional purposes and to meet student
needs including developmental stages, prior knowledge, learning styles, and interests; (K P, A)

H. use multiple teaching and learning strategies to engage students in active learning opportunities that
promote the development of critical thinking, problem solving, and performance capabilities and that help
students assume responsibility for identifying and using learning resources; (K P, A)

I. monitor and adjust strategies in response to learner feedback; (K P, A)

J. vary the instructional process to address the content and purposes of instruction and the needs of students;
(KP,A)

K. develop a variety of clear, accurate presentations and representations of concepts, using alternative
explanations to assist students' understanding and present varied perspectives to encourage critical thinking;
and (KP, A)

L. use educational technology to broaden student knowledge about technology, to deliver instruction to
students at different levels and paces, and to stimulate advanced levels of learning. (K, A)
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Knowledge Base
The knowledge base for the course, in part, is affirmed in the writing and research of these
references.
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Assignments and Materials are due by June 30"
(This is not a flexible deadline!)



