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Course Outcome Summary

Course Information

Description This course is designed to build student skills at both a basic and advanced level in
Microsoft Word. It begins with the introduction of concepts such as file
management, entering text, editing, terminology, spelling, and printing. It continues
with the basic skills students need to use the application proficiently. Once students
are proficient at the basic level, the course moves on to the advanced concepts and
features such as macros, merging, and tables. (Prerequisites: None)

Total Credits 4
Total Hours 64

Types of Instruction
Instruction Type Credits/Hours
Lecture 4/64

Pre/Corequisites
None

Institutional Core Competencies

Communication - Students will be able to demonstrate appropriate and effective interactions with others to
achieve their personal, academic, and professional objectives.

Critical and Creative Thinking - Students will be able to demonstrate purposeful thinking with the goal of using a
creative process for developing and building upon ideas and/or the goal of using a critical process for the
analyzing and evaluating of ideas.

Course Competencies

1. Create file management system.

Learning Objectives
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Learning Objectives

Create, save, hame, print, open, and close a Word document
Check spelling as you type

Format paragraphs and text

Use the undo and redo command

Change theme colors

Format and
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Save Word documents as PDF files and edit the PDF
Run the compatibility checker

Send Word documents using email

Save Word documents as webpages

Format text as hyperlinks

Change style s:  %o¢ %0%0%0 T d
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Insert an€featablertaiyglg fapes
Add bookmarks to documents

11. Create templates to use as online forms

Learning Objectives

Save documents as templates

Change paper size and page colors

Insert borderless tables in forms

Insert plain text, drop-down lists, check boxes, rich text, combo boxes, and the date picker content controls
Edit placeholder text

Change properties of content controls
Insert and format rectangle shapes
Customize themes

Protect forms

Open new documents based on templates
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