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Prerequisites:

Catalog Description: (40 Word
Limit)

Covers the effective use of keyboard, manipulating agriculture files, using word processors, spreadsheets, database and presentation
software, and discovering available agriculture software for accounting, budgeting, record keeping, and market analysis.

Contact -
List the Major Course Segments (Units) Lecture (Sl Clln.lcal Work-b.ased
Hours Practicum Learning
Hours
Introduction and Keyboarding 4
Disk Operating Systems / File Manipulation 4
Hardware Description and Use 3
Peripheral Applications 2
Word Processing Applications 6
Spreadsheet Applications 8
Database Applications in Agriculture 8
Electronic Presentations 5
Evaluating Agriculture Software 5
TOTAL 45 0 0 0
EVALUATION
QUIZZES||-] EXAMS| | ORAL PRES| | PAPERS| _
LAB WORK| | PROJECTS| ~| COMP FINAL| || OTHER| _I
COURSE MATERIALS
TITLE:|Marquee Series: Microsoft Office 2013
AUTHOR:|Nita Rutkosky
PUBLISHER: (EMC Paradigm
VOLUME/EDITION/URL:
COPYRIGHT DATE:|2014
MAJOR COURSE SEGMENT HOURS LEARNING OUTCOMES
The student will be able to:
. . Explain computer operation and processing; using
Introduction and Keyboarding 4 the keyboard effectively.
Practice using DOS commands; retrieving loaded
Disk Operating Systems/File Manipulation/Windows 4 software and storage files, manipulating files within
Windows.
Identify available hardware and their function;
Hardware Description and Use 3 demonstrate an understanding of input, processing,
output, and storage devices.
. L Use peripheral devices to enhance your output;
Peripheral Applications 2 understand peripheral limitations.
Explain how to move, edit, delete and restore within
Word Processing Applications 6 a document; utilizing spell check, tables and linking
documents.




Discuss agricultural uses of spreadsheets; working

Spreadsheet Applications 8 with copy, move, prmt, windows, save and_ retrieve
commands; developing templates for use in
agriculture.

o ’ Identif; ting, adding, editing, deleti d

Database Applications in Agriculture 8 entily creating, adding, editing, deleting an

query features; viewing Ag data by linking files.

Electronic Presentations 5 Use and apply Power Point as presentation software.

. . Demonstrate loading, performing data entry and
Evaluating Agriculture Software 5 9. P g Y
develop output for common agriculture software.

Insert New Line Above this Line

45

[ COURSE OUTCOMES* [ At the successful completion of this course, students will be able to:

 Evaluate hardware differences and their functions and describe input, output, processing, and data storage systems.

¢ Demonstrate Word Processing understanding of move, edit, and delete functions within a document and use spellcheck, setting margins and tabs, and use of borders and
shading.

* Demonstrate proficiency of Excel changing column widths, format data, mathematical functions, screen splitting, textboxes, and headers and footers.

® Evaluate the use of Access through database management.

 Evaluate agriculture software explaining data entry and output from common agriculture software programs.

* Course Outcomes will be used in the Assessment Software for Outcomes Assessment. Limit to 3 - 5.




