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	Institutional Mission & Goals
	Course Intended Outcomes
	Means of Assessment and Criteria for Success
	Summary of Data Collected
	Use of Results

	
	1. Organize documents using file folders
	
	
	

	
	2. Save documents in appropriate formats for different uses
	
	
	

	
	2. (Word) Insert and edit text, symbols, special characters, hyperlinks, frequently used and pre-defined text.
	
	 
	

	
	3. (Word) Navigate to specific content.
	
	
	

	
	4. (Word) Insert, position and size graphics, diagrams and charts.
	
	
	

	
	5. (Word) Locate, select and insert footers and footnotes.
	
	
	

	
	6. (Word) Insert and modify tables
	
	
	

	
	7. (Word) Create bulleted lists, numbered lists and outlines
	
	
	

	
	8. (Word) Format text, paragraphs, and columns.
	
	
	

	
	9. (Word) Insert and modify content in headers and footers
	
	
	

	
	10. (Word) Modify document layout and page setup
	
	
	

	
	11. (Word) Circulate documents for review and track, accept and reject proposed changes
	
	
	

	
	12. (Word) Compare and merge documents
	
	
	

	
	13. (Word) Insert, view and edit comments
	
	
	

	
	14. (Word) Create new documents using templates
	
	
	

	
	15. (Word) Review and modify document properties
	
	
	

	
	17. (Word) Preview and print documents, web pages, envelopes and labels
	
	
	

	
	18. (Word)  Change and organize document views and windows
	
	
	

	
	19. (Excel) Enter, insert and edit cell content
	
	
	

	
	20. (Excel) Navigate to specific cell content
	
	
	

	
	21. (Excel) Insert, position, and size graphics
	
	
	

	
	22.  (Excel) Filter and sort lists. 
	
	
	

	
	23. (Excel) Insert and modify formulas and functions (statistical, date and time, financial and logical).
	
	
	

	
	24. (Excel) Create, modify, and position diagrams and charts based on worksheet data
	
	
	

	
	25. (Excel) Apply and modify cell formats
	
	
	

	
	(11) Apply and modify cell styles
	
	
	

	
	(12) Modify row, column and worksheet formats
	
	
	

	
	(14) Insert, view and edit comments for collaboration
	
	
	

	
	(15) Create new workbooks from templates
	
	
	

	
	(16) Insert, delete and move cells
	
	
	

	
	(17) Create and modify hyperlinks
	
	
	

	
	(18) Organize worksheets
	
	
	

	
	(19) Preview data in other views
	
	
	

	
	(20) Customize Window layout
	
	
	

	
	(21) Setup pages for printing and print data.
	
	
	

	
	(23) Organize workbooks using file folders
	
	
	

	
	(24) Save data in appropriate formats for different uses
	
	
	

	
	Powerpoint (1) Create new presentations from templates
	
	
	

	
	(2) Insert and edit text-based content
	
	
	

	
	(3) Insert tables, charts and diagrams
	
	
	

	
	(4) Insert pictures, shapes and graphics
	
	
	

	
	(5) Insert objects
	
	
	

	
	(6) Format text-based content
	
	
	

	
	(7) Format pictures, shapes and graphics
	
	
	

	
	(8) Format slides
	
	
	

	
	(9) Apply animation schemes
	
	
	

	
	(10) Apply slide transitions
	
	
	

	
	(11) Customize slide templates
	
	
	

	
	(12) Work with masters
	
	
	

	
	(13) Track, accept and reject changes in a presentation
	
	
	

	
	(14) Add, edit and delete comments in a presentation
	
	
	

	
	(15) Compare and merge presentations
	
	
	

	
	(16) Organize a presentation
	
	
	

	
	(17) Set up slide shows for delivery
	
	
	

	
	(18) Rehearse timing
	
	
	

	
	(19) Deliver presentations
	
	
	

	
	(20) Prepare presentations for remote delivery
	
	
	

	
	(21) Save and publish presentations
	
	
	

	
	(22) Print slides, outlines, handouts, and speaker notes
	
	
	

	
	(23) Export a presentation to another Microsoft Office program
	
	
	

	
	Access (1) Create Access databases
	
	
	

	
	(2) Create and modify tables
	
	
	

	
	(3) Define and modify field types
	
	
	

	
	(4) Modify field properties
	
	
	

	
	(5) Create and modify one-to-many relationships
	
	
	

	
	(6) Enforce referential integrity
	
	
	

	
	(7) Create and modify queries
	
	
	

	
	(8) Create forms
	
	
	

	
	(9) Add and modify form controls and properties
	
	
	

	
	(10) Create reports
	
	
	

	
	(11) Add and modify report control properties
	
	
	

	
	(12) Enter, edit and delete records
	
	
	

	
	(13) Find and move among records
	
	
	

	
	(14) Create and modify calculated fields and aggregate functions
	
	
	

	
	(15) Modify form layout
	
	
	

	
	(16) Modify report layout and page setup
	
	
	

	
	(17) Format datasheets
	
	
	

	
	(18) Sort and Filter records
	
	
	

	
	(19) Print database objects and data
	
	
	


