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Objective:

· To develop effective skills in developing and organizing formal essays and laboratory reports.

· To learn techniques to aide with editing formal documents using Microsoft Word.

· To learn basic math operations and chart formation in Microsoft Excel.

· To learn proper techniques to developing presentations using Microsoft Powerpoint.

· To develop skills necessary to understand Word Problems.

Course Requirements:

· Computer Access

· Calculator

· USB Flash Drive

· Pen/Pencil and Paper

Course Policies:

· No cell phone usage during class

· No food or beverages in the classroom

· Attendance is mandatory.

· NO PLAGIARIZING
Grading Scale

· A:  90-100%

· B:  80-89%

· C:   70-79%

· D:  60-69%

· F:   59% and below

Tentative Schedule


Week One  6/21-6/25

· Introduction to Class/Pre-Test

· Review of Standard 5-Paragraph Essay

· Resume`/CV and Cover Letter

· MLA/APA Formatting


Week Two  6/28-7/2

· Format of Lab Reports

· Abstract

· Introduction

· Procedures/Methods

· Results and Discussion

· Conclusion


Week Three  7/5-7/9

· Editing in Microsoft Word

· Line Spacing

· Track Changes

· Charts/Tables

· Embedding Pictures/Tables


Week Four  7/12-7/16

· Operations in Microsoft Excel

· Basic Math Operations

· Charts

· Matrices


Week Five  7/19-7/23

· Making Presentations in Powerpoint

· Do’s and Don’ts to making professional presentations

· Poster Presentations


Week Six  7/26-7/30

· Understanding Word Problems

· Mathematical Word Problems

· Chemistry Word Problems

· Physics Word Problems

· Biology Word Problems

· Post Test

