 

ITSUP-109  Microsoft Office for IT Professionals
Course Design
Course Information
	
	Description
	This course prepares students to effectively utilize Microsoft Office in IT Organization. Students will learn features of latest version of Microsoft Excel, Microsoft Word, Microsoft Access, OneNote and PowerPoint through hands on labs, comprehensive projects and business scenarios.

	
	Career Cluster
	Information Technology

	
	Instructional Level
	Associate Degree

	
	Total Credits
	3.00

	
	Total Hours
	48.00


Types of Instruction
	Instruction Type
	Credits/Hours

	Lecture
	3/48


Pre/Corequisites
	Prerequisite
	None


Learner Supplies
	CBT Nuggets access. Access will be emailed to the student by the second week of the course


Course Competencies
	1.
	Demonstrate business professionalism in an IT environment 

	
	Assessment Strategies

	
	1.1.
	Performance

	
	1.2.
	Reflection

	
	1.3.
	Self Assessment

	
	Criteria

	
	1.1.
	Learner communicates effectively with instructor and peers.

	
	1.2.
	Learner participates in discussions and learning activities.

	
	1.3.
	Learner meets course requirements in terms of deadlines, instructions, and technology with 75% accuracy.

	
	Learning Objectives

	
	1.a.
	Review course/project/assignment requirements, expectations, and timetables.

	
	1.b.
	Track progress on tasks for project completion.

	
	1.c.
	Meet scheduled deadlines on projects/assignments.

	
	1.d.
	Demonstrate professional courtesy and respect to others.

	
	1.e.
	Attend scheduled meetings (face-to-face and/or virtual).

	2.
	Use Microsoft Office applications

	
	Assessment Strategies

	
	2.1.
	Demonstration

	
	2.2.
	Paper

	
	2.3.
	Project

	
	Criteria

	
	2.1.
	Learner identifies Microsoft Office applications.

	
	2.2.
	Learner applies security to Microsoft Office documents

	
	2.3.
	Learner identifies capabilities of Microsoft Office applications.

	
	2.4.
	Learner achieves at least 75% on the competency assessment

	
	Learning Objectives

	
	2.a.
	Create new blank Microsoft Office document.

	
	2.b.
	Create new Microsoft Office document from Template.

	
	2.c.
	Create Microsoft Office document from existing file.

	3.
	Design Microsoft Office document

	
	Assessment Strategies

	
	3.1.
	Demonstration

	
	3.2.
	Paper

	
	3.3.
	Presentation

	
	Criteria

	
	3.1.
	Learner uses tools and  features of Microsoft Office to communicate business ideas.

	
	3.2.
	Learner selects relevant design template for given business objective 

	
	3.3.
	Learner identifies relevant data to create business proposals and ideas.

	
	3.4.
	Learner achieves at least 75% on the competency assessment

	
	Learning Objectives

	
	3.a.
	Create professionally appearing Microsoft Office document based on the business goals.

	
	3.b.
	Design document to present business ideas based on the data from the enterprise warehouse.

	
	3.c.
	Organize content inside Microsoft Office document to communicate business objectives.

	4.
	Apply formatting to Microsoft Office document

	
	Assessment Strategies

	
	4.1.
	Demonstration

	
	4.2.
	Presentation

	
	4.3.
	Project

	
	Criteria

	
	4.1.
	Learner applies size, color and text effects to the fonts

	
	4.2.
	Learner changes style, color, indentation of the paragraph.

	
	4.3.
	Learner creates a basic Microsoft Office document that uses tables.

	
	4.4.
	Learner achieves at least 75% on the competency assessment

	
	Learning Objectives

	
	4.a.
	Design professionally looking Microsoft Office document for business presentations.

	
	4.b.
	Design professionally looking Microsoft Office document for data analysis.

	
	4.c.
	Design professionally looking Microsoft Office document for information gathering session.

	5.
	Convert business data using Microsoft Office applications

	
	Assessment Strategies

	
	5.1.
	Demonstration

	
	5.2.
	Project

	
	5.3.
	Presentation

	
	Criteria

	
	5.1.
	Learner exports data to allow data analysis in external applications.

	
	5.2.
	Learner imports and exports large volumes of data between different applications. 

	
	5.3.
	Learner changes the format of the data, by applying business rules 

	
	5.4.
	Learner achieves at least 75% on the competency assessment

	
	Learning Objectives

	
	5.a.
	Analyze business data using from Microsoft Office applications.

	
	5.b.
	Convert business data into another format, using Microsoft Office applications.

	
	5.c.
	Exchange business data between Microsoft Office applications to support business data analysis activities.

	6.
	Organize Microsoft Office documents

	
	Assessment Strategies

	
	6.1.
	Demonstration

	
	6.2.
	Project

	
	6.3.
	Presentation

	
	Criteria

	
	6.1.
	Learner designs local folders on the desktop using organizational standards to support business needs.

	
	6.2.
	Learner uses windows libraries to organize Microsoft Office documents.

	
	6.3.
	Learner creates a cloud based folder structure to store documents using Microsoft OneDrive

	
	6.4.
	Learner creates a folder structure on the network drive 

	
	6.5.
	Learner achieves at least 75% on the competency assessment

	
	Learning Objectives

	
	6.a.
	Create easy to navigate folder structure to support business document hierarchy requirements

	
	6.b.
	Group folders into libraries based on the organizational objectives.

	7.
	Share Microsoft Office document in business environment

	
	Assessment Strategies

	
	7.1.
	Demonstration

	
	7.2.
	Project

	
	7.3.
	Presentation

	
	Criteria

	
	7.1.
	Learner uses Cloud based office tools to share Microsoft Office documents.

	
	7.2.
	Learner uses email to share Microsoft Office document 

	
	7.3.
	Learner selects WordPress blog to share Microsoft Office document.

	
	7.4.
	Learner achieves at least 75% on the competency assessment

	
	Learning Objectives

	
	7.a.
	Share Microsoft Office document using Cloud technologies and Microsoft OneDrive.

	
	7.b.
	Share Microsoft Office document using email.

	
	7.c.
	Share Microsoft Office document using blog.

	8.
	Exchange Microsoft Office documents between  the desktop, Office 365 and Mobile devices 

	
	Assessment Strategies

	
	8.1.
	Demonstration

	
	8.2.
	Paper

	
	8.3.
	Presentation

	
	Criteria

	
	8.1.
	Learner edits Microsoft Office documents on the desktop .

	
	8.2.
	Learner updates Microsoft Office documents using Office 365 and mobile devices 

	
	8.3.
	Learner achieves at least 75% on the competency assessment

	
	Learning Objectives

	
	8.a.
	Modify Microsoft Office documents on every supported platform.

	
	8.b.
	Exchange Microsoft office documents between different platforms and devices.

	9.
	Troubleshoot issues with Microsoft Office documents for other users

	
	Assessment Strategies

	
	9.1.
	Demonstration

	
	9.2.
	Project

	
	9.3.
	Presentation

	
	Criteria

	
	9.1.
	Learner resolves issues other users experience with Microsoft Office software.

	
	9.2.
	Learner documents the issue another user is experiencing in Microsoft Office software.

	
	9.3.
	Learner finds a solution by searching Microsoft Knowledge base 

	
	9.4.
	Learner achieves at least 75% on the competency assessment

	
	Learning Objectives

	
	9.a.
	Resolve issues with Microsoft Office in the workplace.

	
	9.b.
	Find solutions in incident management system to resolve user issues with Microsoft Office applications.

	
	9.c.
	Find effective solutions to issues experienced by office users of Microsoft Office in Microsoft Knowledge base.



	Meta Tags

	Microsoft office, Excel, Word, Access OneNote, PowerPoint


Course Learning Plans and Performance Assessment Tasks
	Type
	Title

	LP
	Use Microsoft Office to communicate business ideas

	PAT
	Classroom Project: Create an APA style paper using Microsoft Word.

	PAT
	Paper/Presentation: New Features of the Latest Microsoft Office Applications

	LP
	Format Microsoft Office document to match organizational style.

	PAT
	Classroom Project: Present Monthly Support Metrics using Microsoft PowerPoint

	LP
	Analyze business trends using Microsoft Office Applications.

	PAT
	Classroom Project: Create a Small Business Budget using Microsoft Excel

	LP
	Organize Microsoft Office documents in business environment

	PAT
	Classroom Project: Resolving User Issues with Microsoft Office Applications

	LP
	Collaborate and share Microsoft Office documents in business environment.

	LP
	Exchange Microsoft Office documents between environments and platforms.

	PAT
	Final Project: Create support guide for end user and publish it in WordPress

	PAT
	Homework project: Create a Presentation on a Topic Assigned by your Instructor



Use Microsoft Office to communicate business ideas
Overview/Purpose
Analyze business trends and create professional looking Microsoft Office document, based on the business reports and data, provided by instructor. The document should use one of the templates provided, apply themes, contain images, charts and another visual content.

Target Competencies
	1.
	Demonstrate business professionalism in an IT environment 

	
	Assessment Strategies

	
	1.1.
	Performance

	
	1.2.
	Reflection

	
	1.3.
	Self Assessment

	
	Criteria

	
	1.1.
	Learner communicates effectively with instructor and peers.

	
	1.2.
	Learner participates in discussions and learning activities.

	
	1.3.
	Learner meets course requirements in terms of deadlines, instructions, and technology with 75% accuracy.

	
	Learning Objectives

	
	1.a.
	Review course/project/assignment requirements, expectations, and timetables.

	
	1.b.
	Track progress on tasks for project completion.

	
	1.c.
	Meet scheduled deadlines on projects/assignments.

	
	1.d.
	Demonstrate professional courtesy and respect to others.

	
	1.e.
	Attend scheduled meetings (face-to-face and/or virtual).

	2.
	Use Microsoft Office applications

	
	Assessment Strategies

	
	2.1.
	Demonstration

	
	2.2.
	Paper

	
	2.3.
	Project

	
	Criteria

	
	2.1.
	Learner identifies Microsoft Office applications.

	
	2.2.
	Learner applies security to Microsoft Office documents

	
	2.3.
	Learner identifies capabilities of Microsoft Office applications.

	
	2.4.
	Learner achieves at least 75% on the competency assessment

	
	Learning Objectives

	
	2.a.
	Create new blank Microsoft Office document.

	
	2.b.
	Create new Microsoft Office document from Template.

	
	2.c.
	Create Microsoft Office document from existing file.

	3.
	Design Microsoft Office document

	
	Assessment Strategies

	
	3.1.
	Demonstration

	
	3.2.
	Paper

	
	3.3.
	Presentation

	
	Criteria

	
	3.1.
	Learner uses tools and  features of Microsoft Office to communicate business ideas.

	
	3.2.
	Learner selects relevant design template for given business objective 

	
	3.3.
	Learner identifies relevant data to create business proposals and ideas.

	
	3.4.
	Learner achieves at least 75% on the competency assessment

	
	Learning Objectives

	
	3.a.
	Create professionally appearing Microsoft Office document based on the business goals.

	
	3.b.
	Design document to present business ideas based on the data from the enterprise warehouse.

	
	3.c.
	Organize content inside Microsoft Office document to communicate business objectives.

	4.
	Apply formatting to Microsoft Office document

	
	Assessment Strategies

	
	4.1.
	Demonstration

	
	4.2.
	Presentation

	
	4.3.
	Project

	
	Criteria

	
	4.1.
	Learner applies size, color and text effects to the fonts

	
	4.2.
	Learner changes style, color, indentation of the paragraph.

	
	4.3.
	Learner creates a basic Microsoft Office document that uses tables.

	
	4.4.
	Learner achieves at least 75% on the competency assessment

	
	Learning Objectives

	
	4.a.
	Design professionally looking Microsoft Office document for business presentations.

	
	4.b.
	Design professionally looking Microsoft Office document for data analysis.

	
	4.c.
	Design professionally looking Microsoft Office document for information gathering session.

	5.
	Exchange Microsoft Office documents between  the desktop, Office 365 and Mobile devices 

	
	Assessment Strategies

	
	5.1.
	Demonstration

	
	5.2.
	Paper

	
	5.3.
	Presentation

	
	Criteria

	
	5.1.
	Learner edits Microsoft Office documents on the desktop .

	
	5.2.
	Learner updates Microsoft Office documents using Office 365 and mobile devices 

	
	5.3.
	Learner achieves at least 75% on the competency assessment

	
	Learning Objectives

	
	5.a.
	Modify Microsoft Office documents on every supported platform.

	
	5.b.
	Exchange Microsoft office documents between different platforms and devices.


Learning Activities
	1.
	Complete required homework reading assignments as assigned by instructor.

	
	Learning Materials

	
	Microsoft Office 2013 Paperback
	http://www.amazon.com/Microsoft-Office-Official-Academic-Course/dp/0470133066/ref=sr_1_1?ie=UTF8&qid=1435780575&sr=8-1&keywords=9780470133064

	2.
	Using source files downloaded from the publisher follow the steps in the lab to accomplish the goals and objectives for the exercise.

	
	Learning Materials

	
	Student Resource files from the publisher:
	http://bcs.wiley.com/he-bcs/Books?action=index&itemId=0470133066&bcsId=8643

	3.
	Read article [Best Creative Presentation Ideas to make your slideshow pop]. Write an essay on how you can create engaging presentation with the audience using Microsoft PowerPoint.

	
	Learning Materials

	
	Best Creative Presentation Ideas to make your slideshow pop
	http://www.customshow.com/best-creative-presentation-ideas/

	
	37 Ways for new product ideas
	http://www.slideshare.net/marcnewshoestoday/37-ways-new-product-ideas-presentation

	4.
	Watch required CBT Nuggets videos assigned by instructor.

	
	Learning Materials

	
	CBT Nuggets Training Course: Microsoft Office Word 2013 77-418
	https://www.cbtnuggets.com/it-training/microsoft-word-2013-77-418

	
	CBT Nuggets Training Course: Microsoft Excel 2013 77-420
	https://www.cbtnuggets.com/it-training/microsoft-excel-2013-77-420 

	
	CBT Nuggets Training Course: Microsoft PowerPoint 2013 77-422
	https://www.cbtnuggets.com/it-training/microsoft-powerpoint-2013-77-422 


Assessment Activities
	1.
	Complete the Classroom Project: Create an APA style paper using Microsoft Word.

	2.
	Work on the paper “New features of the latest Microsoft Office applications.”

	3.
	Complete step by step labs from the text and submit for evaluation.

	
	Teaching Notes

	
	Assign related textbook labs.

	4.
	Complete a quiz as assigned by instructor.



Classroom Project: Create an APA style paper using Microsoft Word.
Directions
Write a paper, based on the topic provided by instructor. Design and format Microsoft Word document, as required, to meet APA guidelines. Create new APA Style in Microsoft Word to allow quick formatting of the document. Create another style, using different fonts and specifications, based on directions provided by instructor. Switch between APA style and new style created and capture the differences between documents, formatted with different styles.
Target Course Competencies
	1.
	Demonstrate business professionalism in an IT environment 

	2.
	Use Microsoft Office applications

	3.
	Design Microsoft Office document

	4.
	Apply formatting to Microsoft Office document

	5.
	Organize Microsoft Office documents


Scoring
Rating Scale
	Value
	Description

	0
	Work does not meet criterion- Submission has two or more requirements missing, incorrect, or incomplete.

	4 
	Work is missing, incorrect, or incomplete- Submission has one requirement missing, incorrect, or incomplete.

	6
	Work meets criterion minimally- Submission meets the bare minimum requirements of the activity. 

	8 
	Work meets criterion adequately- Submission meets the requirements adequately; and shows a grasp of the learning, critical thinking skills, or attention to detail. 

	10 
	Work exceeds criterion- Submission meets the requirements adequately; and shows a grasp of the learning, critical thinking skills, and attention to detail. 


Scoring Standard
You must receive a rating of "Work meets criterion minimally" on each criterion in order to successfully meet the requirements of the learning activity.
Scoring Guide
	
	Criteria
	Ratings

	1.
	Learner communicates effectively with instructor and peers.
	10  9  8  7  6  5  4  3  2  1

	2.
	Learner participates in discussions and learning activities.
	10  9  8  7  6  5  4  3  2  1

	3.
	Learner meets course requirements in terms of deadlines, instructions, and technology with 75% accuracy.
	10  9  8  7  6  5  4  3  2  1

	4.
	Learner identifies Microsoft Office applications.
	10  9  8  7  6  5  4  3  2  1

	5.
	Learner applies security to Microsoft Office documents
	10  9  8  7  6  5  4  3  2  1

	6.
	Learner identifies capabilities of Microsoft Office applications.
	10  9  8  7  6  5  4  3  2  1

	7.
	Learner uses tools and  features of Microsoft Office to communicate business ideas.
	10  9  8  7  6  5  4  3  2  1

	8.
	Learner selects relevant design template for given business objective 
	10  9  8  7  6  5  4  3  2  1

	9.
	Learner applies size, color and text effects to the fonts
	10  9  8  7  6  5  4  3  2  1

	10.
	Learner changes style, color, indentation of the paragraph.
	10  9  8  7  6  5  4  3  2  1

	11.
	Learner creates a basic Microsoft Office document that uses tables.
	10  9  8  7  6  5  4  3  2  1

	12.
	Learner designs local folders on the desktop using organizational standards to support business needs.
	10  9  8  7  6  5  4  3  2  1

	13.
	Learner uses windows libraries to organize Microsoft Office documents.
	10  9  8  7  6  5  4  3  2  1



Paper/Presentation: New Features of the Latest Microsoft Office Applications
Directions
Write a paper that explains new features of latest release of Microsoft Office applications, related to use of Microsoft Office in business environment. Document use cases on how new features will help organizations in Milwaukee area to reach their business goals. Complete exercises to practice the new features and capture the screen prints from the exercises: crop, format and insert images into the final submission, as required.
	Environment
	Classroom


Target Course Competencies
	1.
	Demonstrate business professionalism in an IT environment 

	2.
	Use Microsoft Office applications

	3.
	Design Microsoft Office document

	4.
	Apply formatting to Microsoft Office document


Scoring
Rating Scale
	Value
	Description

	0
	Work does not meet criterion- Submission has two or more requirements missing, incorrect, or incomplete.

	4
	Work is missing, incorrect, or incomplete- Submission has one requirement missing, incorrect, or incomplete.

	6
	Work meets criterion minimally- Submission meets the bare minimum requirements of the activity. 

	8 
	Work meets criterion adequately- Submission meets the requirements adequately; and shows a grasp of the learning, critical thinking skills, or attention to detail. 

	10 
	Work exceeds criterion- Submission meets the requirements adequately; and shows a grasp of the learning, critical thinking skills, and attention to detail. 


Scoring Standard
You must receive a rating of "Work meets criterion minimally" on each criterion in order to successfully meet the requirements of the learning activity.
Scoring Guide
	
	Criteria
	Ratings

	1.
	Learner communicates effectively with instructor and peers.
	10  9  8  7  6  5  4  3  2  1

	2.
	Learner participates in discussions and learning activities.
	10  9  8  7  6  5  4  3  2  1

	3.
	Learner meets course requirements in terms of deadlines, instructions, and technology with 75% accuracy.
	10  9  8  7  6  5  4  3  2  1

	4.
	Learner identifies Microsoft Office applications.
	10  9  8  7  6  5  4  3  2  1

	5.
	Learner applies security to Microsoft Office documents
	10  9  8  7  6  5  4  3  2  1

	6.
	Learner identifies capabilities of Microsoft Office applications.
	10  9  8  7  6  5  4  3  2  1

	7.
	Learner uses tools and  features of Microsoft Office to communicate business ideas.
	10  9  8  7  6  5  4  3  2  1

	8.
	Learner selects relevant design template for given business objective 
	10  9  8  7  6  5  4  3  2  1

	9.
	Learner applies size, color and text effects to the fonts
	10  9  8  7  6  5  4  3  2  1

	10.
	Learner changes style, color, indentation of the paragraph.
	10  9  8  7  6  5  4  3  2  1

	11.
	Learner creates a basic Microsoft Office document that uses tables.
	10  9  8  7  6  5  4  3  2  1



Format Microsoft Office document to match organizational style.
Overview/Purpose
In this learning plan, students will learn how to prepare Microsoft Office documents to match business templates and organizational styles. Students will learn how to create and design Microsoft Office document, apply formatting to the document and organize documents, based on the business requirements and guidelines within specific organization. 
Target Competencies
	1.
	Design Microsoft Office document

	
	Assessment Strategies

	
	1.1.
	Demonstration

	
	1.2.
	Paper

	
	1.3.
	Presentation

	
	Criteria

	
	1.1.
	Learner uses tools and  features of Microsoft Office to communicate business ideas.

	
	1.2.
	Learner selects relevant design template for given business objective 

	
	1.3.
	Learner identifies relevant data to create business proposals and ideas.

	
	1.4.
	Learner achieves at least 75% on the competency assessment

	
	Learning Objectives

	
	1.a.
	Create professionally appearing Microsoft Office document based on the business goals.

	
	1.b.
	Design document to present business ideas based on the data from the enterprise warehouse.

	
	1.c.
	Organize content inside Microsoft Office document to communicate business objectives.

	2.
	Apply formatting to Microsoft Office document

	
	Assessment Strategies

	
	2.1.
	Demonstration

	
	2.2.
	Presentation

	
	2.3.
	Project

	
	Criteria

	
	2.1.
	Learner applies size, color and text effects to the fonts

	
	2.2.
	Learner changes style, color, indentation of the paragraph.

	
	2.3.
	Learner creates a basic Microsoft Office document that uses tables.

	
	2.4.
	Learner achieves at least 75% on the competency assessment

	
	Learning Objectives

	
	2.a.
	Design professionally looking Microsoft Office document for business presentations.

	
	2.b.
	Design professionally looking Microsoft Office document for data analysis.

	
	2.c.
	Design professionally looking Microsoft Office document for information gathering session.

	3.
	Organize Microsoft Office documents

	
	Assessment Strategies

	
	3.1.
	Demonstration

	
	3.2.
	Project

	
	3.3.
	Presentation

	
	Criteria

	
	3.1.
	Learner designs local folders on the desktop using organizational standards to support business needs.

	
	3.2.
	Learner uses windows libraries to organize Microsoft Office documents.

	
	3.3.
	Learner creates a cloud based folder structure to store documents using Microsoft OneDrive

	
	3.4.
	Learner creates a folder structure on the network drive 

	
	3.5.
	Learner achieves at least 75% on the competency assessment

	
	Learning Objectives

	
	3.a.
	Create easy to navigate folder structure to support business document hierarchy requirements

	
	3.b.
	Group folders into libraries based on the organizational objectives.

	4.
	Share Microsoft Office document in business environment

	
	Assessment Strategies

	
	4.1.
	Demonstration

	
	4.2.
	Project

	
	4.3.
	Presentation

	
	Criteria

	
	4.1.
	Learner uses Cloud based office tools to share Microsoft Office documents.

	
	4.2.
	Learner uses email to share Microsoft Office document 

	
	4.3.
	Learner selects WordPress blog to share Microsoft Office document.

	
	4.4.
	Learner achieves at least 75% on the competency assessment

	
	Learning Objectives

	
	4.a.
	Share Microsoft Office document using Cloud technologies and Microsoft OneDrive.

	
	4.b.
	Share Microsoft Office document using email.

	
	4.c.
	Share Microsoft Office document using blog.

	5.
	Exchange Microsoft Office documents between  the desktop, Office 365 and Mobile devices 

	
	Assessment Strategies

	
	5.1.
	Demonstration

	
	5.2.
	Paper

	
	5.3.
	Presentation

	
	Criteria

	
	5.1.
	Learner edits Microsoft Office documents on the desktop .

	
	5.2.
	Learner updates Microsoft Office documents using Office 365 and mobile devices 

	
	5.3.
	Learner achieves at least 75% on the competency assessment

	
	Learning Objectives

	
	5.a.
	Modify Microsoft Office documents on every supported platform.

	
	5.b.
	Exchange Microsoft office documents between different platforms and devices.


Learning Activities
	1.
	Complete required homework reading assignments as assigned by instructor

	
	Learning Materials

	
	Microsoft Office 2013 Paperback
	http://www.amazon.com/Microsoft-Office-Official-Academic-Course/dp/0470133066/ref=sr_1_1?ie=UTF8&qid=1435780575&sr=8-1&keywords=9780470133064 

	2.
	Using source files downloaded from the publisher follow the steps in the lab to accomplish the goals and objectives for the exercise.

	
	Learning Materials

	
	Student Resource files from the publisher:
	http://bcs.wiley.com/he-bcs/Books?action=index&itemId=0470133066&bcsId=8643

	3.
	Read article [How To Create Professional Reports & Docs on Word]. Write an essay on how you can create a professional report, emphasizing the sequence, structure and making decisions on which elements of the report should get a priority.

	
	Learning Materials

	
	How To Create Professional Reports & Docs on Word
	http://www.makeuseof.com/tag/writing-professional-reports-documents/ 

	4.
	Watch required CBT Nuggets videos assigned by instructor.

	
	Learning Materials

	
	CBT Nuggets Training Course: Microsoft Office Word 2013 77-418
	https://www.cbtnuggets.com/it-training/microsoft-word-2013-77-418 

	
	CBT Nuggets Training Course: Microsoft Excel 2013 77-420
	https://www.cbtnuggets.com/it-training/microsoft-excel-2013-77-420 

	
	CBT Nuggets Training Course: Microsoft PowerPoint 2013 77-422
	https://www.cbtnuggets.com/it-training/microsoft-powerpoint-2013-77-422  


Assessment Activities
	1.
	Complete the Classroom Project: Present monthly Support Metrics using Microsoft PowerPoint.

	2.
	Work on the Paper: New features of the latest Microsoft Office applications.

	3.
	Complete step by step labs from the text and submit for evaluation.

	
	Teaching Notes

	
	Assign related labs from the textbook.

	4.
	Complete a quiz as assigned by instructor.



Classroom Project: Present Monthly Support Metrics using Microsoft PowerPoint
Directions
Students will learn common Support Center telephony metrics and their purpose: Average Speed to Answer, Hold Time, Abandon before Answer, Average Handle Time, Availability and First Call Resolution. Students will create a presentation for management to show change in effectiveness of the support center, by analyzing the data and preparing a presentation.
Target Course Competencies
	1.
	Demonstrate business professionalism in an IT environment 

	2.
	Design Microsoft Office document

	3.
	Apply formatting to Microsoft Office document

	4.
	Exchange Microsoft Office documents between  the desktop, Office 365 and Mobile devices 

	5.
	Troubleshoot issues with Microsoft Office documents for other users


Scoring
Rating Scale
	Value
	Description

	0
	Work does not meet criterion- Submission has two or more requirements missing, incorrect, or incomplete.

	4
	Work is missing, incorrect, or incomplete- Submission has one requirement missing, incorrect, or incomplete.

	6
	Work meets criterion minimally- Submission meets the bare minimum requirements of the activity. 

	8
	Work meets criterion adequately- Submission meets the requirements adequately; and shows a grasp of the learning, critical thinking skills, or attention to detail. 

	10 
	Work exceeds criterion- Submission meets the requirements adequately; and shows a grasp of the learning, critical thinking skills, and attention to detail. 


Scoring Standard
You must receive a rating of "Work meets criterion minimally" on each criterion in order to successfully meet the requirements of the learning activity.
Scoring Guide
	
	Criteria
	Ratings

	1.
	Demonstrate business professionalism in an IT environment 
	

	2.
	Learner communicates effectively with instructor and peers.
	10  9  8  7  6  5  4  3  2  1

	3.
	Learner participates in discussions and learning activities.
	10  9  8  7  6  5  4  3  2  1

	4.
	Learner meets course requirements in terms of deadlines, instructions, and technology with 75% accuracy.
	10  9  8  7  6  5  4  3  2  1

	5.
	Design Microsoft Office document
	

	6.
	Learner uses tools and  features of Microsoft Office to communicate business ideas.
	10  9  8  7  6  5  4  3  2  1

	7.
	Learner selects relevant design template for given business objective 
	10  9  8  7  6  5  4  3  2  1

	8.
	Apply formatting to Microsoft Office document
	

	9.
	Learner applies size, color and text effects to the fonts
	10  9  8  7  6  5  4  3  2  1

	10.
	Learner changes style, color, indentation of the paragraph.
	10  9  8  7  6  5  4  3  2  1

	11.
	Learner creates a basic Microsoft Office document that uses tables.
	10  9  8  7  6  5  4  3  2  1

	12.
	Exchange Microsoft Office documents between  the desktop, Office 365 and Mobile devices 
	

	13.
	Learner edits Microsoft Office documents on the desktop .
	10  9  8  7  6  5  4  3  2  1

	14.
	Learner updates Microsoft Office documents using Office 365 and mobile devices 
	10  9  8  7  6  5  4  3  2  1



Analyze business trends using Microsoft Office Applications.
Overview/Purpose
In this learning plan students will learn how to analyze business trend using Microsoft Excel to help stakeholders make sound business decisions. Students will learn how to present and analyze trends in Microsoft Excel and how to visualize business data to help make decisions.
Target Competencies
	1.
	Demonstrate business professionalism in an IT environment 

	
	Assessment Strategies

	
	1.1.
	Performance

	
	1.2.
	Reflection

	
	1.3.
	Self Assessment

	
	Criteria

	
	1.1.
	Learner communicates effectively with instructor and peers.

	
	1.2.
	Learner participates in discussions and learning activities.

	
	1.3.
	Learner meets course requirements in terms of deadlines, instructions, and technology with 75% accuracy.

	
	Learning Objectives

	
	1.a.
	Review course/project/assignment requirements, expectations, and timetables.

	
	1.b.
	Track progress on tasks for project completion.

	
	1.c.
	Meet scheduled deadlines on projects/assignments.

	
	1.d.
	Demonstrate professional courtesy and respect to others.

	
	1.e.
	Attend scheduled meetings (face-to-face and/or virtual).

	2.
	Use Microsoft Office applications

	
	Assessment Strategies

	
	2.1.
	Demonstration

	
	2.2.
	Paper

	
	2.3.
	Project

	
	Criteria

	
	2.1.
	Learner identifies Microsoft Office applications.

	
	2.2.
	Learner applies security to Microsoft Office documents

	
	2.3.
	Learner identifies capabilities of Microsoft Office applications.

	
	2.4.
	Learner achieves at least 75% on the competency assessment

	
	Learning Objectives

	
	2.a.
	Create new blank Microsoft Office document.

	
	2.b.
	Create new Microsoft Office document from Template.

	
	2.c.
	Create Microsoft Office document from existing file.

	3.
	Design Microsoft Office document

	
	Assessment Strategies

	
	3.1.
	Demonstration

	
	3.2.
	Paper

	
	3.3.
	Presentation

	
	Criteria

	
	3.1.
	Learner uses tools and  features of Microsoft Office to communicate business ideas.

	
	3.2.
	Learner selects relevant design template for given business objective 

	
	3.3.
	Learner identifies relevant data to create business proposals and ideas.

	
	3.4.
	Learner achieves at least 75% on the competency assessment

	
	Learning Objectives

	
	3.a.
	Create professionally appearing Microsoft Office document based on the business goals.

	
	3.b.
	Design document to present business ideas based on the data from the enterprise warehouse.

	
	3.c.
	Organize content inside Microsoft Office document to communicate business objectives.

	4.
	Apply formatting to Microsoft Office document

	
	Assessment Strategies

	
	4.1.
	Demonstration

	
	4.2.
	Presentation

	
	4.3.
	Project

	
	Criteria

	
	4.1.
	Learner applies size, color and text effects to the fonts

	
	4.2.
	Learner changes style, color, indentation of the paragraph.

	
	4.3.
	Learner creates a basic Microsoft Office document that uses tables.

	
	4.4.
	Learner achieves at least 75% on the competency assessment

	
	Learning Objectives

	
	4.a.
	Design professionally looking Microsoft Office document for business presentations.

	
	4.b.
	Design professionally looking Microsoft Office document for data analysis.

	
	4.c.
	Design professionally looking Microsoft Office document for information gathering session.

	5.
	Organize Microsoft Office documents

	
	Assessment Strategies

	
	5.1.
	Demonstration

	
	5.2.
	Project

	
	5.3.
	Presentation

	
	Criteria

	
	5.1.
	Learner designs local folders on the desktop using organizational standards to support business needs.

	
	5.2.
	Learner uses windows libraries to organize Microsoft Office documents.

	
	5.3.
	Learner creates a cloud based folder structure to store documents using Microsoft OneDrive

	
	5.4.
	Learner creates a folder structure on the network drive 

	
	5.5.
	Learner achieves at least 75% on the competency assessment

	
	Learning Objectives

	
	5.a.
	Create easy to navigate folder structure to support business document hierarchy requirements

	
	5.b.
	Group folders into libraries based on the organizational objectives.

	6.
	Share Microsoft Office document in business environment

	
	Assessment Strategies

	
	6.1.
	Demonstration

	
	6.2.
	Project

	
	6.3.
	Presentation

	
	Criteria

	
	6.1.
	Learner uses Cloud based office tools to share Microsoft Office documents.

	
	6.2.
	Learner uses email to share Microsoft Office document 

	
	6.3.
	Learner selects WordPress blog to share Microsoft Office document.

	
	6.4.
	Learner achieves at least 75% on the competency assessment

	
	Learning Objectives

	
	6.a.
	Share Microsoft Office document using Cloud technologies and Microsoft OneDrive.

	
	6.b.
	Share Microsoft Office document using email.

	
	6.c.
	Share Microsoft Office document using blog.

	7.
	Exchange Microsoft Office documents between  the desktop, Office 365 and Mobile devices 

	
	Assessment Strategies

	
	7.1.
	Demonstration

	
	7.2.
	Paper

	
	7.3.
	Presentation

	
	Criteria

	
	7.1.
	Learner edits Microsoft Office documents on the desktop .

	
	7.2.
	Learner updates Microsoft Office documents using Office 365 and mobile devices 

	
	7.3.
	Learner achieves at least 75% on the competency assessment

	
	Learning Objectives

	
	7.a.
	Modify Microsoft Office documents on every supported platform.

	
	7.b.
	Exchange Microsoft office documents between different platforms and devices.

	8.
	Troubleshoot issues with Microsoft Office documents for other users

	
	Assessment Strategies

	
	8.1.
	Demonstration

	
	8.2.
	Project

	
	8.3.
	Presentation

	
	Criteria

	
	8.1.
	Learner resolves issues other users experience with Microsoft Office software.

	
	8.2.
	Learner documents the issue another user is experiencing in Microsoft Office software.

	
	8.3.
	Learner finds a solution by searching Microsoft Knowledge base 

	
	8.4.
	Learner achieves at least 75% on the competency assessment

	
	Learning Objectives

	
	8.a.
	Resolve issues with Microsoft Office in the workplace.

	
	8.b.
	Find solutions in incident management system to resolve user issues with Microsoft Office applications.

	
	8.c.
	Find effective solutions to issues experienced by office users of Microsoft Office in Microsoft Knowledge base.


Learning Activities
	1.
	Complete required homework reading assignments as assigned by instructor.

	
	Learning Materials

	
	Microsoft Office 2013 Paperback
	http://www.amazon.com/Microsoft-Office-Official-Academic-Course/dp/0470133066/ref=sr_1_1?ie=UTF8&qid=1435780575&sr=8-1&keywords=9780470133064

	2.
	Using source files downloaded from the publisher follow the steps in the lab to accomplish the goals and objectives for the exercise.

	
	Learning Materials

	
	Student Resource files from the publisher:
	http://bcs.wiley.com/he-bcs/Books?action=index&itemId=0470133066&bcsId=8643

	3.
	Read article [How to Present and Analyze Trends in Microsoft Excel]. Based on the data provide by instructor create a graph and report using Microsoft Excel.

	
	Learning Materials

	
	How to Present and Analyze Trends in Microsoft Excel
	http://blog.cometdocs.com/how-to-present-and-analyze-trends-in-ms-excel 

	4.
	Watch required CBT Nuggets videos assigned by instructor.

	
	Learning Materials

	
	CBT Nuggets Training Course: Microsoft Office Word 2013 77-418
	https://www.cbtnuggets.com/it-training/microsoft-word-2013-77-418

	
	CBT Nuggets Training Course: Microsoft Excel 2013 77-420
	https://www.cbtnuggets.com/it-training/microsoft-excel-2013-77-420 

	
	CBT Nuggets Training Course: Microsoft PowerPoint 2013 77-422
	https://www.cbtnuggets.com/it-training/microsoft-powerpoint-2013-77-422 


Assessment Activities
	1.
	Complete the Classroom Project: Create a small business budget Using Microsoft Excel.

	2.
	Work on the Paper: New features of the latest Microsoft Office applications.

	3.
	Complete step by step labs from the text and submit for evaluation.

	
	Teaching Notes

	
	Assign related labs from the textbook.

	4.
	Complete a quiz as assigned by instructor.



Classroom Project: Create a Small Business Budget using Microsoft Excel
Directions
Based on the budgets from the previous years and goals for the next year, provided by instructor, build small business budget, using Microsoft Excel. Categorize the data, create graphs and charts. Design, format and present the information to other students in the class.
Target Course Competencies
	1.
	Demonstrate business professionalism in an IT environment 

	2.
	Use Microsoft Office applications

	3.
	Design Microsoft Office document

	4.
	Organize Microsoft Office documents

	5.
	Share Microsoft Office document in business environment

	6.
	Troubleshoot issues with Microsoft Office documents for other users


Scoring
Rating Scale
	Value
	Description

	0
	Work does not meet criterion- Submission has two or more requirements missing, incorrect, or incomplete.

	4 
	Work is missing, incorrect, or incomplete- Submission has one requirement missing, incorrect, or incomplete.

	6
	Work meets criterion minimally- Submission meets the bare minimum requirements of the activity. 

	8
	Work meets criterion adequately- Submission meets the requirements adequately; and shows a grasp of the learning, critical thinking skills, or attention to detail. 

	10
	Work exceeds criterion- Submission meets the requirements adequately; and shows a grasp of the learning, critical thinking skills, and attention to detail. 


Scoring Standard
You must receive a rating of "Work meets criterion minimally" on each criterion in order to successfully meet the requirements of the learning activity.

Scoring Guide
	
	Criteria
	Ratings

	1.
	Learner communicates effectively with instructor and peers.
	10  9  8  7  6  5  4  3  2  1

	2.
	Learner participates in discussions and learning activities.
	10  9  8  7  6  5  4  3  2  1

	3.
	Learner meets course requirements in terms of deadlines, instructions, and technology with 75% accuracy.
	10  9  8  7  6  5  4  3  2  1

	4.
	Learner identifies Microsoft Office applications.
	10  9  8  7  6  5  4  3  2  1

	5.
	Learner applies security to Microsoft Office documents
	10  9  8  7  6  5  4  3  2  1

	6.
	Learner identifies capabilities of Microsoft Office applications.
	10  9  8  7  6  5  4  3  2  1

	7.
	Learner uses tools and  features of Microsoft Office to communicate business ideas.
	10  9  8  7  6  5  4  3  2  1

	8.
	Learner selects relevant design template for given business objective 
	10  9  8  7  6  5  4  3  2  1

	9.
	Learner designs local folders on the desktop using organizational standards to support business needs.
	10  9  8  7  6  5  4  3  2  1

	10.
	Learner uses windows libraries to organize Microsoft Office documents.
	10  9  8  7  6  5  4  3  2  1

	11.
	Learner uses Cloud based office tools to share Microsoft Office documents.
	10  9  8  7  6  5  4  3  2  1

	12.
	Learner uses email to share Microsoft Office document 
	10  9  8  7  6  5  4  3  2  1

	13.
	Learner selects WordPress blog to share Microsoft Office document.
	10  9  8  7  6  5  4  3  2  1

	14.
	Learner resolves issues other users experience with Microsoft Office software.
	10  9  8  7  6  5  4  3  2  1

	15.
	Learner documents the issue another user is experiencing in Microsoft Office software.
	10  9  8  7  6  5  4  3  2  1



Organize Microsoft Office documents in business environment
Overview/Purpose
In this learning plan students will learn how to support other users, experiencing issues with Microsoft Office applications. Students will learn how to demonstrate business professionalism in IT environment, use Microsoft Office Documentation and troubleshoot issues with Microsoft Office applications and documents.
Target Competencies
	1.
	Demonstrate business professionalism in an IT environment 

	
	Assessment Strategies

	
	1.1.
	Performance

	
	1.2.
	Reflection

	
	1.3.
	Self Assessment

	
	Criteria

	
	1.1.
	Learner communicates effectively with instructor and peers.

	
	1.2.
	Learner participates in discussions and learning activities.

	
	1.3.
	Learner meets course requirements in terms of deadlines, instructions, and technology with 75% accuracy.

	
	Learning Objectives

	
	1.a.
	Review course/project/assignment requirements, expectations, and timetables.

	
	1.b.
	Track progress on tasks for project completion.

	
	1.c.
	Meet scheduled deadlines on projects/assignments.

	
	1.d.
	Demonstrate professional courtesy and respect to others.

	
	1.e.
	Attend scheduled meetings (face-to-face and/or virtual).

	2.
	Exchange Microsoft Office documents between  the desktop, Office 365 and Mobile devices 

	
	Assessment Strategies

	
	2.1.
	Demonstration

	
	2.2.
	Paper

	
	2.3.
	Presentation

	
	Criteria

	
	2.1.
	Learner edits Microsoft Office documents on the desktop .

	
	2.2.
	Learner updates Microsoft Office documents using Office 365 and mobile devices 

	
	2.3.
	Learner achieves at least 75% on the competency assessment

	
	Learning Objectives

	
	2.a.
	Modify Microsoft Office documents on every supported platform.

	
	2.b.
	Exchange Microsoft office documents between different platforms and devices.

	3.
	Troubleshoot issues with Microsoft Office documents for other users

	
	Assessment Strategies

	
	3.1.
	Demonstration

	
	3.2.
	Project

	
	3.3.
	Presentation

	
	Criteria

	
	3.1.
	Learner resolves issues other users experience with Microsoft Office software.

	
	3.2.
	Learner documents the issue another user is experiencing in Microsoft Office software.

	
	3.3.
	Learner finds a solution by searching Microsoft Knowledge base 

	
	3.4.
	Learner achieves at least 75% on the competency assessment

	
	Learning Objectives

	
	3.a.
	Resolve issues with Microsoft Office in the workplace.

	
	3.b.
	Find solutions in incident management system to resolve user issues with Microsoft Office applications.

	
	3.c.
	Find effective solutions to issues experienced by office users of Microsoft Office in Microsoft Knowledge base.


Learning Activities
	1.
	Complete required homework reading assignments as assigned by instructor

	
	Learning Materials

	
	Microsoft Office 2013 Paperback
	http://www.amazon.com/Microsoft-Office-Official-Academic-Course/dp/0470133066/ref=sr_1_1?ie=UTF8&qid=1435780575&sr=8-1&keywords=9780470133064

	2.
	Using source files downloaded from the publisher follow the steps in the lab to accomplish the goals and objectives for the exercise.

	
	Learning Materials

	
	Student Resource files from the publisher:
	http://bcs.wiley.com/he-bcs/Books?action=index&itemId=0470133066&bcsId=8643

	3.
	Read article [Organize files in a library]. Based on the files provided by instructor create a folder and library structure easy to use in business environment, supporting multiple users that will be using these documents in the shared environment.

	
	Learning Materials

	
	Organize files in a library
	https://support.office.com/en-us/article/Organize-files-in-a-library-f8f3612b-82c1-4f97-bfe1-411e20926a2b

	4.
	Watch required CBT Nuggets videos assigned by instructor.

	
	Learning Materials

	
	CBT Nuggets Training Course: Microsoft Office Word 2013 77-418
	https://www.cbtnuggets.com/it-training/microsoft-word-2013-77-418

	
	CBT Nuggets Training Course: Microsoft Excel 2013 77-420
	https://www.cbtnuggets.com/it-training/microsoft-excel-2013-77-420 

	
	CBT Nuggets Training Course: Microsoft PowerPoint 2013 77-422
	https://www.cbtnuggets.com/it-training/microsoft-powerpoint-2013-77-422 


Assessment Activities
	1.
	Begin the Classroom Project: Resolving user issues with Microsoft Office applications.

	2.
	Work on the Paper: New features of the latest Microsoft Office applications.

	
	Teaching Notes

	
	See performance assessment task for assignment and grading rubric.

	3.
	Complete step by step labs from the text and submit for evaluation.

	
	Teaching Notes

	
	Assign related labs from the textbook.

	4.
	Complete a quiz as assigned by instructor.



Classroom Project: Resolving User Issues with Microsoft Office Applications
Directions
Based on the list of issues with Microsoft Office applications, that user is experiencing, troubleshoot and resolve problems reported by the user. Document the solutions using support center template provided by instructor.
Target Course Competencies
	1.
	Demonstrate business professionalism in an IT environment 

	2.
	Exchange Microsoft Office documents between  the desktop, Office 365 and Mobile devices 

	3.
	Troubleshoot issues with Microsoft Office documents for other users


Scoring
Rating Scale
	Value
	Description

	0
	Work does not meet criterion- Submission has two or more requirements missing, incorrect, or incomplete.

	4
	Work is missing, incorrect, or incomplete- Submission has one requirement missing, incorrect, or incomplete.

	6
	Work meets criterion minimally- Submission meets the bare minimum requirements of the activity. 

	8 
	Work meets criterion adequately- Submission meets the requirements adequately; and shows a grasp of the learning, critical thinking skills, or attention to detail. 

	10 
	Work exceeds criterion- Submission meets the requirements adequately; and shows a grasp of the learning, critical thinking skills, and attention to detail. 


Scoring Standard
You must receive a rating of "Work meets criterion minimally" on each criterion in order to successfully meet the requirements of the learning activity.
Scoring Guide
	
	Criteria
	Ratings

	1.
	Learner communicates effectively with instructor and peers.
	10  9  8  7  6  5  4  3  2  1

	2.
	Learner participates in discussions and learning activities.
	10  9  8  7  6  5  4  3  2  1

	3.
	Learner meets course requirements in terms of deadlines, instructions, and technology with 75% accuracy.
	10  9  8  7  6  5  4  3  2  1

	4.
	Learner edits Microsoft Office documents on the desktop .
	10  9  8  7  6  5  4  3  2  1

	5.
	Learner updates Microsoft Office documents using Office 365 and mobile devices 
	10  9  8  7  6  5  4  3  2  1

	6.
	Learner resolves issues other users experience with Microsoft Office software.
	10  9  8  7  6  5  4  3  2  1

	7.
	Learner documents the issue another user is experiencing in Microsoft Office software.
	10  9  8  7  6  5  4  3  2  1



Collaborate and share Microsoft Office documents in business environment.
Overview/Purpose
In this learning plan students will learn how to collaborate with others using Microsoft Office applications. Students will learn how to collaborate with users inside and outside business organization by sharing Microsoft Office documents in the cloud environment.
Target Competencies
	1.
	Demonstrate business professionalism in an IT environment 

	
	Assessment Strategies

	
	1.1.
	Performance

	
	1.2.
	Reflection

	
	1.3.
	Self Assessment

	
	Criteria

	
	1.1.
	Learner communicates effectively with instructor and peers.

	
	1.2.
	Learner participates in discussions and learning activities.

	
	1.3.
	Learner meets course requirements in terms of deadlines, instructions, and technology with 75% accuracy.

	
	Learning Objectives

	
	1.a.
	Review course/project/assignment requirements, expectations, and timetables.

	
	1.b.
	Track progress on tasks for project completion.

	
	1.c.
	Meet scheduled deadlines on projects/assignments.

	
	1.d.
	Demonstrate professional courtesy and respect to others.

	
	1.e.
	Attend scheduled meetings (face-to-face and/or virtual).

	2.
	Design Microsoft Office document

	
	Assessment Strategies

	
	2.1.
	Demonstration

	
	2.2.
	Paper

	
	2.3.
	Presentation

	
	Criteria

	
	2.1.
	Learner uses tools and  features of Microsoft Office to communicate business ideas.

	
	2.2.
	Learner selects relevant design template for given business objective 

	
	2.3.
	Learner identifies relevant data to create business proposals and ideas.

	
	2.4.
	Learner achieves at least 75% on the competency assessment

	
	Learning Objectives

	
	2.a.
	Create professionally appearing Microsoft Office document based on the business goals.

	
	2.b.
	Design document to present business ideas based on the data from the enterprise warehouse.

	
	2.c.
	Organize content inside Microsoft Office document to communicate business objectives.

	3.
	Apply formatting to Microsoft Office document

	
	Assessment Strategies

	
	3.1.
	Demonstration

	
	3.2.
	Presentation

	
	3.3.
	Project

	
	Criteria

	
	3.1.
	Learner applies size, color and text effects to the fonts

	
	3.2.
	Learner changes style, color, indentation of the paragraph.

	
	3.3.
	Learner creates a basic Microsoft Office document that uses tables.

	
	3.4.
	Learner achieves at least 75% on the competency assessment

	
	Learning Objectives

	
	3.a.
	Design professionally looking Microsoft Office document for business presentations.

	
	3.b.
	Design professionally looking Microsoft Office document for data analysis.

	
	3.c.
	Design professionally looking Microsoft Office document for information gathering session.

	4.
	Convert business data using Microsoft Office applications

	
	Assessment Strategies

	
	4.1.
	Demonstration

	
	4.2.
	Project

	
	4.3.
	Presentation

	
	Criteria

	
	4.1.
	Learner exports data to allow data analysis in external applications.

	
	4.2.
	Learner imports and exports large volumes of data between different applications. 

	
	4.3.
	Learner changes the format of the data, by applying business rules 

	
	4.4.
	Learner achieves at least 75% on the competency assessment

	
	Learning Objectives

	
	4.a.
	Analyze business data using from Microsoft Office applications.

	
	4.b.
	Convert business data into another format, using Microsoft Office applications.

	
	4.c.
	Exchange business data between Microsoft Office applications to support business data analysis activities.

	5.
	Organize Microsoft Office documents

	
	Assessment Strategies

	
	5.1.
	Demonstration

	
	5.2.
	Project

	
	5.3.
	Presentation

	
	Criteria

	
	5.1.
	Learner designs local folders on the desktop using organizational standards to support business needs.

	
	5.2.
	Learner uses windows libraries to organize Microsoft Office documents.

	
	5.3.
	Learner creates a cloud based folder structure to store documents using Microsoft OneDrive

	
	5.4.
	Learner creates a folder structure on the network drive 

	
	5.5.
	Learner achieves at least 75% on the competency assessment

	
	Learning Objectives

	
	5.a.
	Create easy to navigate folder structure to support business document hierarchy requirements

	
	5.b.
	Group folders into libraries based on the organizational objectives.

	6.
	Share Microsoft Office document in business environment

	
	Assessment Strategies

	
	6.1.
	Demonstration

	
	6.2.
	Project

	
	6.3.
	Presentation

	
	Criteria

	
	6.1.
	Learner uses Cloud based office tools to share Microsoft Office documents.

	
	6.2.
	Learner uses email to share Microsoft Office document 

	
	6.3.
	Learner selects WordPress blog to share Microsoft Office document.

	
	6.4.
	Learner achieves at least 75% on the competency assessment

	
	Learning Objectives

	
	6.a.
	Share Microsoft Office document using Cloud technologies and Microsoft OneDrive.

	
	6.b.
	Share Microsoft Office document using email.

	
	6.c.
	Share Microsoft Office document using blog.

	7.
	Exchange Microsoft Office documents between  the desktop, Office 365 and Mobile devices 

	
	Assessment Strategies

	
	7.1.
	Demonstration

	
	7.2.
	Paper

	
	7.3.
	Presentation

	
	Criteria

	
	7.1.
	Learner edits Microsoft Office documents on the desktop .

	
	7.2.
	Learner updates Microsoft Office documents using Office 365 and mobile devices 

	
	7.3.
	Learner achieves at least 75% on the competency assessment

	
	Learning Objectives

	
	7.a.
	Modify Microsoft Office documents on every supported platform.

	
	7.b.
	Exchange Microsoft office documents between different platforms and devices.


Learning Activities
	1.
	Complete required homework reading assignments as assigned by instructor

	
	Learning Materials

	
	Microsoft Office 2013 Paperback
	http://www.amazon.com/Microsoft-Office-Official-Academic-Course/dp/0470133066/ref=sr_1_1?ie=UTF8&qid=1435780575&sr=8-1&keywords=9780470133064

	2.
	Using source files downloaded from the publisher follow the steps in the lab to accomplish the goals and objectives for the exercise.

	
	Learning Materials

	
	Student Resource files from the publisher:
	http://bcs.wiley.com/he-bcs/Books?action=index&itemId=0470133066&bcsId=8643 

	3.
	Read article [Share sites or documents with people outside your organization]. Following step by step instructions and files, provided by instructor and share documents with internal and external users, using Office 365 environment.

	
	Learning Materials

	
	Share sites or documents with people outside your organization
	https://support.office.com/en-us/article/Share-sites-or-documents-with-people-outside-your-organization-80e49744-e30f-44db-8d51-16661b1d4232 

	4.
	Watch required CBT Nuggets videos assigned by instructor.

	
	Learning Materials

	
	CBT Nuggets Training Course: Microsoft Office Word 2013 77-418
	https://www.cbtnuggets.com/it-training/microsoft-word-2013-77-418 

	
	CBT Nuggets Training Course: Microsoft Excel 2013 77-420
	https://www.cbtnuggets.com/it-training/microsoft-excel-2013-77-420  

	
	CBT Nuggets Training Course: Microsoft PowerPoint 2013 77-422
	https://www.cbtnuggets.com/it-training/microsoft-powerpoint-2013-77-422  


Assessment Activities
	1.
	Complete the Classroom Project: Resolving user issues with Microsoft Office Applications.

	2.
	Complete the Paper: New features of the latest Microsoft Office applications.

	3.
	Complete step by step labs from the text and submit for evaluation.

	
	Teaching Notes

	
	Assign related labs from the textbook.

	4.
	Complete a quiz as assigned by instructor.



Exchange Microsoft Office documents between environments and platforms.
Overview/Purpose
In this learning plan students will learn how to prepare Microsoft Office documents for presentations and share the document between desktops, laptops, tablets and phones. Students will learn how create document on each platform, share them across the platforms as well as edit and delete documents.
Target Competencies
	1.
	Design Microsoft Office document

	
	Assessment Strategies

	
	1.1.
	Demonstration

	
	1.2.
	Paper

	
	1.3.
	Presentation

	
	Criteria

	
	1.1.
	Learner uses tools and  features of Microsoft Office to communicate business ideas.

	
	1.2.
	Learner selects relevant design template for given business objective 

	
	1.3.
	Learner identifies relevant data to create business proposals and ideas.

	
	1.4.
	Learner achieves at least 75% on the competency assessment

	
	Learning Objectives

	
	1.a.
	Create professionally appearing Microsoft Office document based on the business goals.

	
	1.b.
	Design document to present business ideas based on the data from the enterprise warehouse.

	
	1.c.
	Organize content inside Microsoft Office document to communicate business objectives.

	2.
	Apply formatting to Microsoft Office document

	
	Assessment Strategies

	
	2.1.
	Demonstration

	
	2.2.
	Presentation

	
	2.3.
	Project

	
	Criteria

	
	2.1.
	Learner applies size, color and text effects to the fonts

	
	2.2.
	Learner changes style, color, indentation of the paragraph.

	
	2.3.
	Learner creates a basic Microsoft Office document that uses tables.

	
	2.4.
	Learner achieves at least 75% on the competency assessment

	
	Learning Objectives

	
	2.a.
	Design professionally looking Microsoft Office document for business presentations.

	
	2.b.
	Design professionally looking Microsoft Office document for data analysis.

	
	2.c.
	Design professionally looking Microsoft Office document for information gathering session.

	3.
	Convert business data using Microsoft Office applications

	
	Assessment Strategies

	
	3.1.
	Demonstration

	
	3.2.
	Project

	
	3.3.
	Presentation

	
	Criteria

	
	3.1.
	Learner exports data to allow data analysis in external applications.

	
	3.2.
	Learner imports and exports large volumes of data between different applications. 

	
	3.3.
	Learner changes the format of the data, by applying business rules 

	
	3.4.
	Learner achieves at least 75% on the competency assessment

	
	Learning Objectives

	
	3.a.
	Analyze business data using from Microsoft Office applications.

	
	3.b.
	Convert business data into another format, using Microsoft Office applications.

	
	3.c.
	Exchange business data between Microsoft Office applications to support business data analysis activities.

	4.
	Organize Microsoft Office documents

	
	Assessment Strategies

	
	4.1.
	Demonstration

	
	4.2.
	Project

	
	4.3.
	Presentation

	
	Criteria

	
	4.1.
	Learner designs local folders on the desktop using organizational standards to support business needs.

	
	4.2.
	Learner uses windows libraries to organize Microsoft Office documents.

	
	4.3.
	Learner creates a cloud based folder structure to store documents using Microsoft OneDrive

	
	4.4.
	Learner creates a folder structure on the network drive 

	
	4.5.
	Learner achieves at least 75% on the competency assessment

	
	Learning Objectives

	
	4.a.
	Create easy to navigate folder structure to support business document hierarchy requirements

	
	4.b.
	Group folders into libraries based on the organizational objectives.


Learning Activities
	1.
	Complete required homework reading assignments as assigned by instructor

	
	Learning Materials

	
	Microsoft Office 2013 Paperback
	http://www.amazon.com/Microsoft-Office-Official-Academic-Course/dp/0470133066/ref=sr_1_1?ie=UTF8&qid=1435780575&sr=8-1&keywords=9780470133064

	2.
	Using source files downloaded from the publisher follow the steps in the lab to accomplish the goals and objectives for the exercise.

	
	Learning Materials

	
	Student Resource files from the publisher:
	http://bcs.wiley.com/he-bcs/Books?action=index&itemId=0470133066&bcsId=8643

	3.
	Read article [Office and Dropbox to work together on phones, tablets and web]. Following step by step instructions and files, provided by instructor and create, edit and share Microsoft Office documents for devices on the different platforms.

	
	Learning Materials

	
	Office and Dropbox to work together on phones, tablets and web
	https://blogs.office.com/2014/11/04/office-dropbox-work-together-phones-tablets-web/

	4.
	Watch required CBT Nuggets videos assigned by instructor.

	
	Learning Materials

	
	CBT Nuggets Training Course: Microsoft Office Word 2013 77-418
	https://www.cbtnuggets.com/it-training/microsoft-word-2013-77-418

	
	CBT Nuggets Training Course: Microsoft Excel 2013 77-420
	https://www.cbtnuggets.com/it-training/microsoft-excel-2013-77-420 

	
	CBT Nuggets Training Course: Microsoft PowerPoint 2013 77-422
	https://www.cbtnuggets.com/it-training/microsoft-powerpoint-2013-77-422 


Assessment Activities
	1.
	Complete the Final Project: Create Support Guide for End User and publish it in WordPress.

	2.
	Deliver a presentation: New features of the latest Microsoft Office applications.

	3.
	Complete step by step labs from the text and submit for evaluation.

	
	Teaching Notes

	
	Assign related labs from the textbook.

	4.
	Complete a quiz as assigned by instructor.



Final Project: Create support guide for end user and publish it in WordPress
Directions
Based on the topic and directions provided by instructor write, design format Microsoft Word document. Capture screen prints from the office management software, crop, format and insert images, as required. Connect Microsoft Word application to WordPress environment, based on credentials provided by instructor. Publish final document online.
Target Course Competencies
	1.
	Demonstrate business professionalism in an IT environment 

	2.
	Use Microsoft Office applications

	3.
	Design Microsoft Office document

	4.
	Apply formatting to Microsoft Office document

	5.
	Exchange Microsoft Office documents between  the desktop, Office 365 and Mobile devices 

	6.
	Troubleshoot issues with Microsoft Office documents for other users


Scoring
Rating Scale
	Value
	Description

	0
	Work does not meet criterion- Submission has two or more requirements missing, incorrect, or incomplete.

	4
	Work is missing, incorrect, or incomplete- Submission has one requirement missing, incorrect, or incomplete.

	6 
	Work meets criterion minimally- Submission meets the bare minimum requirements of the activity. 

	8 
	Work meets criterion adequately- Submission meets the requirements adequately; and shows a grasp of the learning, critical thinking skills, or attention to detail. 

	10 
	Work exceeds criterion- Submission meets the requirements adequately; and shows a grasp of the learning, critical thinking skills, and attention to detail. 


Scoring Standard
You must receive a rating of "Work meets criterion minimally" on each criterion in order to successfully meet the requirements of the learning activity.
Scoring Guide
	
	Criteria
	Ratings

	1.
	Demonstrate business professionalism in an IT environment 
	

	2.
	Learner communicates effectively with instructor and peers.
	10  9  8  7  6  5  4  3  2  1

	3.
	Learner participates in discussions and learning activities.
	10  9  8  7  6  5  4  3  2  1

	4.
	Learner meets course requirements in terms of deadlines, instructions, and technology with 75% accuracy.
	10  9  8  7  6  5  4  3  2  1

	5.
	Use Microsoft Office applications
	

	6.
	Learner identifies Microsoft Office applications.
	10  9  8  7  6  5  4  3  2  1

	7.
	Learner applies security to Microsoft Office documents
	10  9  8  7  6  5  4  3  2  1

	8.
	Learner identifies capabilities of Microsoft Office applications.
	10  9  8  7  6  5  4  3  2  1

	9.
	Design Microsoft Office document
	

	10.
	Learner uses tools and  features of Microsoft Office to communicate business ideas.
	10  9  8  7  6  5  4  3  2  1

	11.
	Learner selects relevant design template for given business objective 
	10  9  8  7  6  5  4  3  2  1

	12.
	Apply formatting to Microsoft Office document
	

	13.
	Learner applies size, color and text effects to the fonts
	10  9  8  7  6  5  4  3  2  1

	14.
	Learner changes style, color, indentation of the paragraph.
	10  9  8  7  6  5  4  3  2  1

	15.
	Learner creates a basic Microsoft Office document that uses tables.
	10  9  8  7  6  5  4  3  2  1

	16.
	Exchange Microsoft Office documents between  the desktop, Office 365 and Mobile devices 
	

	17.
	Learner edits Microsoft Office documents on the desktop .
	10  9  8  7  6  5  4  3  2  1

	18.
	Learner updates Microsoft Office documents using Office 365 and mobile devices 
	10  9  8  7  6  5  4  3  2  1

	19.
	Troubleshoot issues with Microsoft Office documents for other users
	

	20.
	Learner resolves issues other users experience with Microsoft Office software.
	10  9  8  7  6  5  4  3  2  1

	21.
	Learner documents the issue another user is experiencing in Microsoft Office software.
	10  9  8  7  6  5  4  3  2  1



Homework project: Create a Presentation on a Topic Assigned by your Instructor
Directions
Create a presentation based on the topic, assigned to you by instructor. Build visual representations of these graphs, in the form of charts and create a power point presentation. Design, format and present the information to other students in the class.
Target Course Competencies
	1.
	Demonstrate business professionalism in an IT environment 

	2.
	Design Microsoft Office document

	3.
	Apply formatting to Microsoft Office document

	4.
	Organize Microsoft Office documents

	5.
	Share Microsoft Office document in business environment


Scoring
Rating Scale
	Value
	Description

	0
	Work does not meet criterion- Submission has two or more requirements missing, incorrect, or incomplete.

	4 
	Work is missing, incorrect, or incomplete- Submission has one requirement missing, incorrect, or incomplete.

	6 
	Work meets criterion minimally- Submission meets the bare minimum requirements of the activity. 

	8 
	Work meets criterion adequately- Submission meets the requirements adequately; and shows a grasp of the learning, critical thinking skills, or attention to detail. 

	10 
	Work exceeds criterion- Submission meets the requirements adequately; and shows a grasp of the learning, critical thinking skills, and attention to detail. 


Scoring Standard
You must receive a rating of "Work meets criterion minimally" on each criterion in order to successfully meet the requirements of the learning activity.
Scoring Guide
	
	Criteria
	Ratings

	1.
	Learner communicates effectively with instructor and peers.
	10  9  8  7  6  5  4  3  2  1

	2.
	Learner participates in discussions and learning activities.
	10  9  8  7  6  5  4  3  2  1

	3.
	Learner meets course requirements in terms of deadlines, instructions, and technology with 75% accuracy.
	10  9  8  7  6  5  4  3  2  1

	4.
	Learner uses tools and  features of Microsoft Office to communicate business ideas.
	10  9  8  7  6  5  4  3  2  1

	5.
	Learner selects relevant design template for given business objective 
	10  9  8  7  6  5  4  3  2  1

	6.
	Learner applies size, color and text effects to the fonts
	10  9  8  7  6  5  4  3  2  1

	7.
	Learner changes style, color, indentation of the paragraph.
	10  9  8  7  6  5  4  3  2  1

	8.
	Learner creates a basic Microsoft Office document that uses tables.
	10  9  8  7  6  5  4  3  2  1

	9.
	Learner uses Cloud based office tools to share Microsoft Office documents.
	10  9  8  7  6  5  4  3  2  1
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