Instructor Guide

INSTITUTION: 		Linn Benton Community College

COURSE TITLE:		Digital Literacy	

COURSE NUMBER: 	CS 120 – Credit Unit 3 (4 Modules)			 

TEXTBOOK: 	No textbook required	

		
	CONTENT:
	INSTRUCTOR NOTES:

	Credit Unit 3 Introduction
	Whew! Who knew one application could do so much? Now that you're a MS Word pro, it's time to master some more! This Credit Unit will cover the MS Excel, spreadsheet, and MS PowerPoint, presentation, applications.
Course Outcomes:
· Demonstrate the proper use of basic word processing, spreadsheet and presentation software features.



Module 1: 
	CONTENT:
	INSTRUCTOR NOTES:

	Module 1 Introduction: (CU3 M1) 
	So you've learned how to create word documents. But what if your information doesn't lend itself to being delivered in that format? Luckily, MS Office 2013 has other options! This Module will introduce you to MS Excel, a program for creating spreadsheets, tables, and charts.
Module Outcomes:
· Demonstrate the proper use of basic word processing, spreadsheet and presentation software features.
· Learn MS Excel basics.

	Reading: (CU3 M1) MS Excel 2013
	Read the following: 
Excel 2013: Getting Started with Excel
Excel 2013: Saving and Sharing Workbooks
Excel 2013: Modifying Columns, Rows, and Cells
Excel 2013: Worksheets Basics
Excel 2013: Printing Workbooks
Excel 2013: Creating and Opening Workbooks
Excel 2013: Cell Basics
Excel 2013: Formatting Cells
Excel 2013: Page Layout


	Self-check: (CU3 M1) MS Excel 2013
	See Document: Self-check CU3M1 MS Excel 2013

	Competency Assessment: (CU3 M1) MS Excel Basics
	This assessment will allow you the opportunity to practice different functions in Excel. Complete the document below and submit it.
See Document: Competency Assessment CU3M1 MS Excel Basics
For a preview of what your finished, complete document should look like, open the following document:
See Document: Competency Assessment CU3M1 Preview

	Competency Assessment: (CU3 M1) MS Excel Basics Answer Key
	See Document: Competency Assessment CU3M1 Answer Key



Module 2: 
	CONTENT:
	INSTRUCTOR NOTES:

	Module 2 Introduction: (CU3 M2)
	MS Excel can be a little daunting, but it can be extremely helpful do some amazing things, such as simple and complex math calculations, data analysis, and graphical data presentation. This Module will expand your knowledge of MS Excel, putting you on the path of becoming a MS Excel master.
Module Outcomes:
· Demonstrate the proper use of basic word processing, spreadsheet and presentation software features.
· MS Excel formulas, functions, working with data, and charts.

	Reading: (CU3 M2) MS Excel Cont. 
	Read the following: 
Excel 2013: Simple Formulas
Excel 2013: Complex Formulas
Excel 2013: Relative and Absolute Cell References
Excel 2013: Functions
Excel 2013: Freezing Panes and View Options
Excel 2013: Sorting Data
Excel 2013: Filtering Data
Excel 2013: Groups and Subtotals
Excel 2013: Tables
Excel 2013: Charts
Excel 2013: Sparklines
Excel 2013: Conditional Formatting


	Self-check: (CU3 M2) MS Excel Cont.
	See Document: Self-check CU3M2 MS Excel Cont

	Competency Assessment: (CU3 M2) MS Excel Cont
	This is another opportunity for you to practice different functions within Excel. The document below will provide instructions to edit a file using Excel.
See Document: Competency Assessment CU3M2 MS Excel Cont
Below is the file you will edit. Complete and submit.
See Document: Competency Assessment CU3M2 File
For a preview of what your finished, correct assessment should look like, open the following document:
See Document: Competency Assessment CU3M2 Preview

	Competency Assessment: (CU3 M2) MS Excel Cont. Answer Key
	See Document: Competency Assessment CU3M2 Answer Key



Module 3: 
	CONTENT:
	INSTRUCTOR NOTES:

	Module 3 Introduction: (CU3 M3) 
	Two applications down, one to go! Next up is MS PowerPoint, a simple and versatile presentation software. Presentations can be used in school, business, or entertainment. This Module will familiarize you with what MS PowerPoint can do.
Module Outcomes:
· Demonstrate the proper use of basic word processing, spreadsheet and presentation software features.
· Learn MS PowerPoint basics.

	Reading: (CU3 M3) MS PowerPoint 2013
	Read the following: 
PowerPoint 2013: Getting to Know PowerPoint
PowerPoint 2013: Saving and Sharing
PowerPoint 2013: Applying Themes
PowerPoint 2013: Presenting Your Slide Show
PowerPoint 2013: Creating and Opening Presentations
PowerPoint 2013: Text Basics
PowerPoint 2013: Printing
PowerPoint 2013: Slide Basics
PowerPoint 2013: Managing Slides
PowerPoint 2013: Applying Transitions


	Self-check: (CU3 M3) MS PowerPoint 2013
	See Document: Self-check CU3M3 MS PowerPoint 2013

	Competency Assessment: (CU3 M3) MS PowerPoint Basics
	This assessment will allow you to practice creating PowerPoint presentations using the skills you have learned. Complete the document below and submit.
See Document: Competency Assessment CU3M3 MS PowerPoint Basics
For a preview of what your finished, correct assessment should look like, open the following document:
See Document: Competency Assessment CU3M3 Preview

	Competency Assessment: (CU3 M3) MS PowerPoint Basics Answer Key
	See Document: Competency Assessment CU3M3 Answer Key



Module 4: 
	CONTENT:
	INSTRUCTOR NOTES:

	Module 4 Introduction: (CU3 M4)
	One of the best features of MS PowerPoint is that it is easy to customize. No matter the occasion, MS PowerPoint has something to offer. This Module will expand your knowledge of MS PowerPoint, showing you the true depth it has to offer.
Module Outcomes:
· Demonstrate the proper use of basic word processing, spreadsheet and presentation software features.
· MS PowerPoint inserting text, objects, linking, and embedding.

	Reading: (CU3 M4) MS PowerPoint Cont.
	Read the following: 
PowerPoint 2013: Modifying Themes
PowerPoint 2013: Slide Master View
PowerPoint 2013: Lists
PowerPoint 2013: Indents and Line Spacing
PowerPoint 2013: Formatting Pictures
PowerPoint 2013: Inserting Pictures
PowerPoint 2013: Shapes and WordArt
PowerPoint 2013: Hyperlinks and Action Buttons
PowerPoint 2013: Charts
PowerPoint 2013: Embedding an Excel Chart
PowerPoint 2013: Arranging Objects
PowerPoint 2013: Inserting Audio
PowerPoint 2013: Inserting Videos
PowerPoint 2013: Tables
PowerPoint 2013: Animating Text and Objects
PowerPoint 2013: SmartArt Graphics
PowerPoint 2013: Advanced Presentation Options

	Self-check: (CU3 M4) MS PowerPoint Cont. 
	See Document: Self-check CU3M4 MS PowerPoint Cont

	Competency Assessment: (CU3 M4) MS PowerPoint Cont. 
	The document below will walk you through a series of formatting tools found in PowerPoint. You will follow these steps to edit a file using PowerPoint.
See Document: Competency Assessment CU3M4 MS PowerPoint Cont
Below is the file you will edit.
See Document: Competency Assessment CU3M4 File
For a preview of what your finished, correct assessment should look like, open the following document:
See Document: Competency Assessment CU3M4 Preview

	Competency Assessment: (CU3 M4) MS PowerPoint Cont Answer Key
	See Document: Competency Assessment CU3M4 Answer Key

	CS 120 Credit Unit Assessment: (CU3) 
	Quiz banks also taken from Module Self-checks.
See Document: CS 120 CUA CU3 P1
See Document: CS 120 CUA CU3 P1 File
See Document: CS 120 CUA CU3 P1 Preview
See Document: CS 120 CUA CU3 P2
See Document: CS 120 CUA CU3 P2 File
See Document: CS 120 CUA CU3 P2 Preview

	Credit Unit Assessment: (CU3) Answer Key
	See Document: CS 120 CUA CU3 P1 Answer Key
See Document: CS 120 CUA CU3 P2 Answer Key
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