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	Course Title


	Certificate in Microsoft Office Applications

	Objectives
	This modular certificate course provides an ideal means of developing your skills in using a range of Microsoft Office applications.  The course may be studied as individual modules or as a comprehensive single course.  Each module provides detailed instructions in the use of leading computer software and develops the skills to use software to the full.

	Student Profile
	This programme is designed for people who wish to gain an understanding of how use a variety of common software applications whether for home or business interest.



	Study Method
	The course is designed for study by distance learning at work or at home.  Students receive course manual, assignments and studyguide plus tutor support.



	Qualification
	Successful students will receive a Certificate in Microsoft Office Applications.  



	Assessment
	Assessment takes the form of a series of tutor marked assignments 



	Entry Requirements
	There are no entry requirements

	Timescale
	The programme takes place over a timescale to suit the student.  Once registered, tutor support is available for up to one year or until completion whichever is the soonest.



	Location
	The programme is home or work-based enabling students to complete the course without having to attend scheduled college teaching sessions.



	Tutor Support
	Throughout the course, students will receive tutor support by telephone and by post.



	Modules available
	The course has five modules each of which can be studied separately as a short course, or students may complete the full range as a single course:

Unit 1
Introduction to Word

Unit 2
Introduction to Excel

Unit 3
Introduction to PowerPoint

Unit 4   Introduction to Access

Unit 5
Introduction to Front Page

For each module chosen a comprehensive glossary is also provided

Detailed descriptions are given overleaf




	
	Unit 1
Introduction to Word
Introduction

Getting started

Dealing with a document

Navigating & editing text

Formatting text

Formatting paragraphs

Formatting pages

Using tabs & tables

Creating footnotes & edit notes

Creating a bibliography

Using the spell & grammar checker

Printing your document & closing word

Formatting an equation

Unit 2
Introduction to Excel

Introduction

Getting started

Working with Excel

Creating a workbook

Introduction to functions

Editing a worksheet

Formatting a worksheet

Formatting cells

Working with worksheets

Page set-up

Printing your workbook

Exiting Excel

Unit 3
Introduction to PowerPoint

Introduction

Getting started

Creating a presentation

Text

Graphics

Tables

Word art

Animation

Formatting slides

Other PowerPoint features

PowerPoint views

Presenting slide shows

Printing presentations

Closing PowerPoint
	Unit 4
Introduction to Access

Introduction

Defining database technology

Seven classes of database objects

Designing a database

Launching Microsoft Access & creating a new database

Identifying Microsoft access screen elements

Closing the database

The challenge

Creating tables

Naming fields and determining data type

Creating a table using design view

Adding records using datasheet view

Editing field requirements

Create an Autoform

Opening the relationship window

Using the relationship window

Printing relationships

Creating a query in design view

Creating a report

Exporting the table to Word

Unit 5
Introduction to Front Page

Getting started with FrontPage

What is HTML

Starting a web page

Formatting pages

Hyperlinks

Images

Inserting text from other sources

Tables

Shared boarders

Previewing in browser

Publishing your web site

Unit 6
Glossary of computer terms
Each unit allows you to work practically through from start to finish using your Microsoft programmes in conjunction with your home or office computer.

Please note if you do not have any of the above programmes on your computer you will need to purchase and install them before starting with this course.
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