Course Outline (in HTML format below or as a downloadable Word doc)
· Section 1:  Windows 

· Section 2:  Hardware (Hardware photos) 

· Sections 3-6:  Access 2002 

· Sections 7-11:  Excel 2002 

· Sections 12-13:  Word 2002 

 

Lab Assignments
· Lab 1: Introducing Penn State Computing and Microsoft Windows 

· Lab 2: File Management with Windows Explorer

  

· Lab A1: Creating a Database Using Design and Datasheet Views 

· Lab A2: Querying a Database Using the Select Query Window 

· Lab A3: Maintaining a Database Using the Design and Update Features of Access 

· Lab A4: Creating a Report with Grouping and Subtotals 

· Lab A5: Access, Putting it all Together

 HYPERLINK "http://www.personal.psu.edu/faculty/d/r/drb21/mis103/labs/labA4.htm" 

  

· Lab E1:  Getting Started with Excel, Creating a Spreadsheet and Chart 

· Lab E2:  Formulas, Functions and Formatting with Spreadsheets 

· Lab E3:  What-If Analysis, Charting, and Working with Large Worksheets 

· Lab E4:  If Statements, Tips and Tricks with Excel

  

· Lab W1:  Beginning Word, Creating an Announcement with Clip Art 

· Lab W2:  Basic Formatting and Preparing a Research Paper 

  

Supplemental Materials 

· Extra Excel exercises:  For more practice with Excel IF statements take a look at these exercises and answers. 

· More Excel exam preparation exercises:  Here you will find some particularly worthwhile exam questions from previous Excel exams.  While it is not the whole thing, it does stress some critical topics. 

· For Word Project 2 Lecture, this file contains text that may be copied and pasted into Word so that you don't have to type as much.  The text for your lab can be found here. 

 
