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	BEGINNING COURSE:

	
	1. Describe office computer applications and common elements.
	
	 
	

	
	2. Start, close and get help in office computer applications.
	
	
	

	
	3. Describe the Internet and the World Wide Web.
	
	
	

	
	4. Connect to the Internet and use a Web browser.
	
	
	

	
	5. Describe elements of successful online learning.
	
	
	

	
	6. Participate in a Web discussion.
	
	
	

	
	7. Schedule an online meeting.
	
	
	

	
	8. Compose, save, preview and print a document.
	
	
	

	
	9. Create and send a document via email.
	
	
	

	
	10. Locate, open and edit a document.
	
	
	

	
	11. Create a business letter using the margin setting and date insertion features.
	
	
	

	
	12. Edit a document with the cut, copy, paste, insert, overtype, move, delete, undo, redo and repeat features.
	
	
	

	
	13. Proof a document with the spell check, grammar, thesaurus, automatic text correction, formatting and completion tools.
	
	
	

	
	14. Format a document using font typefaces, point sizes, styles, bullets, numbering, symbols and special character effects.
	
	
	

	
	15. Preview and print a document.
	
	
	

	
	16. Prepare and print envelopes.
	
	
	

	
	17. Prepare and print labels.
	
	
	

	
	INTERMEDIATE COURSE:
	
	
	

	
	1. Describe elements of successful online learning.
	
	
	

	
	2. Participate in a Web discussion.
	
	
	

	
	3. Schedule an online meeting.
	
	
	

	
	4. Create and edit reports including find text, replace text, page breaks, section breaks, headers, footers and hyphenation features.
	
	
	

	
	5. Create, format and revise a table to organize information and perform calculations.
	
	
	

	
	6. Create, apply and edit styles.
	
	
	

	
	7. Use templates and wizards to create documents.
	
	
	

	
	8. Generate and modify an outline.
	
	
	

	
	9. Create, save and test a Web page.
	
	
	

	
	10. Create multiple letters with mail merge.
	
	
	

	
	11. Create multiple envelopes, labels and catalogs with mail merge.
	
	
	

	
	12. Modify and query data records.
	
	
	

	
	13. Sort lists, paragraphs, tables and records to be merged, alphabetically, numerically and chronologically.
	
	
	

	
	14. Create, edit and apply macros.
	
	
	

	
	Advanced Level:
	
	
	

	
	ADVANCED COURSE:
	
	
	

	
	1. Describe elements of successful online learning.
	
	
	

	
	2. Participate in a Web discussion.
	
	
	

	
	3. Schedule an online meeting.
	
	
	

	
	4. Create and edit reports using footnotes, endnotes, comments, bookmarks and a document map.
	
	
	

	
	5. Create and modify newsletters and brochures using desktop publishing features including borders, shading, widows, orphans, line spacing, character nonbreaking spaces.
	
	
	

	
	6. Create and modify newsletters and brochures using graphics, art, special text effects, text boxes, drop-cap effects and watermarks.
	
	
	

	
	7. Create and modify reports using a table of contents and index.
	
	
	

	
	8. Create a master document, subdocument and multiple versions of a document
	
	
	

	
	9. Work with a large document including summarizing, formatting and routing the document
	
	
	

	
	10. Create, modify and protect a form template and online form.
	
	
	

	
	11. Create, modify and import data into a chart.
	
	
	

	
	12. Create and modify an organizational chart.
	
	
	

	
	13. Create and modify equations.
	
	
	

	
	14. Manage files including searching for files, protecting documents and adding comments to the file properties
	
	
	

	
	15. Integrate spreadsheet data with word processing documents
	
	
	

	
	16. Integrate presentations with word processing documents
	
	
	

	
	17. Integrate database information with word processing documents
	
	
	

	
	18. Use hyperlinks to connect office documents
	
	
	


