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Prerequisites:

BUS-113, CIS-160

Catalog Description: (40 Word

Students manage office activities using computer software and equipment in simulated office environment. Students use word-processing,

Limit) electronic mail and calendaring and other specialized software.
Contact L
List the Major Course Segments (Units) Lecture Contact Lab Clln.lcal Work-b.ased
Hours Practicum Learning
Hours
Electronic Mail 12
Records and Mail 5
Office Software and Equipment Applications 20
Communicate with Technology 2
Workplace Mail and Copying 6
TOTAL 45 0 0 0
EVALUATION
QUIZZES|[] EXAMS| -] ORAL PRES| [ PAPERS| |
LAB WORK| | PROJECTS| [ COMP FINAL| [] OTHER| _|
COURSE MATERIALS
TITLE:|Microsoft Outlook 365 Outlook 2021 Comprehensive
AUTHOR:|Hosington
PUBLISHER:|Cengage
VOLUME/EDITION/URL:
COPYRIGHT DATE:|2023

TITLE: [ Administrative Professionals Technology and Procedure
AUTHOR:|Rankin and Shumack
PUBLISHER:|Cengage Learning
VOLUME/EDITION/URL:[15th Edition
COPYRIGHT DATE:|2017
MAJOR COURSE SEGMENT HOURS LEARNING OUTCOMES
The student will be able to:
1. Compose, send, open, print, delete, reply, and
forward messages.
2. Attach a file.
3. Create a signature.
4. Assign importance, sensitivity, and tracking
options to a message.
5. Schedule, edit, move, delete, and filter
Electronic Mail 12 appointments, recurring appointments, and events.
6. View and modify calendars.
7. Schedule, accept, decline, and update meeting
requests.
8. Add, edit, delete, sort, filter, and find contacts.
9. Create and use a contact group.
10. Create and track tasks and recurring tasks.
11. Archive Outlook.
1. Identify reasons that records are valuable.
. 2. Apply filing procedures for physical records.
Records and Mail 5 K .
3. Prepare outgoing effectively.
4. Calculate postage.




Office Software and Equipment Applications

20

1. Use specialized software or equipment found in
office settings such as a label maker, laminator,
binder, and typewriter cloud computing to complete
specialized projects.

2. Use pre-employment software to determine and
improve skill level in areas such as proofreading,
data entry, and other specialized areas.

3. Use a digital phone system to record a greeting.

4. Leave, listen, and delete a voicemail.

Communicate with Technology

1. Describe the tools and methods used for
collaborating in the workplace.

2. Describe effective techniques for telephone
communication.

Workplace Mail and Copying

1. Understand terminology and features of a
multifunction printer.

2. Use a multifunction printer’s features such as scan
to email, copy multiple up, edge erase, and ID card
copy.

45

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

¢ Use an electronic mail software program'’s (Outlook) calendar feature for scheduling appointments and meetings.

¢ Use a multifunction printer features.

¢ Demonstrate proficiency using specialized office software and equipment.

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




