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BUSINESS COMPUTER INFORMATION SYSTEMS II

PROJECTED SCHEDULE FOR 2002-03

	1st Semester

	Weeks 1-5

(5 wks)
	Classroom Orientation 

Review of Microsoft Word 2000

Introduction of new Word Processing Skills in Word 2000
Complete word processing projects, including, fliers, business cards, mail merge letters, etc.
Create a portfolio folder



	Weeks 6– 9

(4 wks)
	Review of spreadsheet and graphics skills in Excel 2000
Introduction of new spreadsheet skills in Excel 2000

Complete spreadsheet projects including mortgage ammoritization schedule, etc.

Play stock market game

	Weeks  10 – 13

(4 wks)
	Presentation Production with MS PowerPoint 2000

	Week  14-16

(3 wks)


	Review of database skills using Access 2000

	Week 18

(1 wk)


	Review & Final Exam

	2nd Semester

	Weeks 1 – 5

(5 wks)
	Creating web pages using Microsoft Front Page



	Weeks 6 – 12

(7 wks)


	Creating desktop publishing documents using Microsoft Publisher

	Weeks 
	Creating word processing documents using Word Perfect

	Weeks 13 – 17

(5 wks)
	Creating spreadsheet documents using Lotus

	Week 18

(1 wk)


	Review and Final Exams
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Grading


60%       Tests, Quizzes, Projects





40%       Daily Work, Terminology, 


  Journals,  Homework








