IOWA COMPREHENSIVE HUMAN SERVICES
OFFICE CERTIFICATION

SYLLABUS

	WEEK
	ACTIVITIES

	1
	Word 2007 Chapter 1: Creating and Editing a Word Document

	2
	Word 2007 Chapter 2: Creating a Research Paper

	3
	Word 2007 Chapter 3: Creating a Cover Letter and a Resume

Creating a Web Page Using Word

	
	Exam Number 11

Student must come to campus to take the exam.

	4
	Excel 2007- Chapter 1: Creating a Worksheet and an Embedded Chart

	5
	Excel 2007- Chapter 2: Formulas, Functions, Formatting and Web Queries

	6
	Excel 2007- Chapter 3: What-If Analysis, Charting and Working with Large Worksheets

	
	Mid-Term – Exam Number 22

Student must come to campus to take the exam. 

	7
	Access 2007- Chapter 1: Creating and Using a Database

	8
	Access 2007- Chapter 2: Querying a Database

	9
	Access 2007- Chapter 3: Maintaining a Database

	10
	PowerPoint 2007- Chapter 1: Creating and Editing a Presentation

	11
	PowerPoint 2007- Chapter 2: Creating a Presentation with Illustrations and Shapes

	
	Final Exam      Exam Number 33


