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Word processing 14

1. Start and save a document.
2. Select text.
3. Navigate a document.
4. Use cut, copy, paste, find and replace features.
5. Check spelling and grammar.
6. Add hyperlinks.
7. Use format painter.
8. Change line and paragraph spacing.
9. Align paragraphs.
10. Use tabs and indents.
11. Add bullets, numbering, borders and shading.
12. Set margins.
13. Create sections and columns.
14. Insert page breaks, page numbers, tables and 
citations.
15. Add headers, footers, footnotes and endnotes.
16. Use mail merge.

The student will be able to:

File management
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Beskeen, Cram, Duffy, Friedrichson and Wermers
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1. Navigate desktop.
2. Use and manage windows.
3. Use buttons, menus and dialog boxes.
4. Navigate files and folders.
5. Open, edit, save, copy, move, rename, search, 
delete and restore files.
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Outcome Title

File Management

Word Functions

Excel Functions

*Course and program outcomes will be used in the software for outcomes assessment and should include at least 1 primary and 1 secondary Laker Learning Competency. 
Limit to 3-5. 

At the successful completion of this course, students will be able to:

Perform basic file management techniques

Course Outcome 2 Perform basic Microsoft Word functions.

Course Outcome 3 Perform basic Microsoft Excel functions.

Primary Laker Learning Competency Information & Technology Literacy: Students evaluate information effectively using the appropriate technological tools.

Secondary Laker Learning 
Competency Critical Thinking: Students connect knowledge from various disciplines to formulate logical conclusions.

30

Spreadsheet 14

1. Perform formulas and what-if analysis.
2. Enter labels and values.
3. Enter and edit simple formulas.
4. Switch worksheet views.
5. Choose print options.
6. Create a complex formula.
7. Insert and type a function.
8. Use relative and absolute cell references.
9. Round a value with a function.
10. Format values.
11. Change font, font size and alignment.
12. Adjust column width.
13. Insert and delete rows and columns.
14. Apply colors, patterns, borders and conditional 
formatting.
15. Rename and move worksheet.
16. Plan, create, move and resize chart.
17. Change chart design and format.
18. Annotate and chart.
19. Create a pie chart.
20. Use PivotTables.
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