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v~ NON-ASSOCIATE DEGREE CREDIT COURSE OUTLINE





Non-Associate Degree Credit Course Outline

	Term Effective:
	 FORMDROPDOWN 

	 FORMDROPDOWN 


	
	Semester
	Year

	Title:
	Microsoft Outlook
	Course Number:
	BOT 82

	
	(limit to 50 characters including spaces)

	Initiator:
	Terri Robertson
	Date Submitted:
	2/6/2008


	Units Min:
	0.50
	Variable unit courses may be proposed when the course outline clearly reflects how the different unit values will be granted in terms of the course scope, objectives, and content.

	Units Max:
	0.50
	

	Lecture Hours:
	0.50  to  0.50
	Lab Hours:
	0.00  to  0.00
	Activity Hours:
	0.00  to  0.00

	A lecture/lab/activity combination course may be proposed when the course outline clearly reflects how the course scope objectives and content varies for the lecture, lab, and activity portions. Calculate hours using the relationship that 1 Lecture hour = 1 unit; 1 Lab hour = 1/3 unit; and 1 Activity hour = 1/2 unit.

	Repeatable for Credit:
	Yes
	 FORMCHECKBOX 

	No
	 FORMCHECKBOX 

	If yes, number of repeats
	 FORMDROPDOWN 

	for 
	 FORMDROPDOWN 

	Total enrollments

	If yes, explain how the content will differ and/or how the student will gain an expanded educational experience:

	     


	Recommended Preparation Course(s):

	None.

	Prerequisite(s):

	None.

	Corequisite(s):

	None.

	Catalog Description:
Guidelines for catalog description: keep terminology accessible; no more than 100 words; tone should be clear and concise; use complete sentences; begin with “This course will”; include a description of major topics, finish with an overview of outcomes. 

	This course will cover Microsoft Outlook's functions including: composing, sending and reponding to e-mail messages, scheduling meetings, maintaining monthly calndars, managing contacts information, and coordinating the data with e-mail and scheduling functions.


COURSE CONTENT

	Topics/Scope: (Enter the Topics/Scope in an outline format.  Use the Ctrl + Tab keys to indent for subtopics.)

	1.
Creating and Sending E-mail Messages

2.
Opening, Printing,  Replying to, and Forwarding Messages

3.
Attaching Files to Messages

4.
Using the Outlook Address Book

5.
Flagging Messages for Follow-up

6.
Creating a Signature

7.
Finding, arranging, and filtering messages

8.
Managing Folders

9.
Scheduling Appointments and Events

10.
Changing the Calendar View

11.
Scheduling Meetings

12.
Working with More Than One Calendar

13.
Managing Contacts

14.
Creating Tasks and Notes

15.
Customizing, Integrating, and Archiving Outlook Components



	Outcomes/Objectives: (Enter the Outcomes/Objectives in an outline format.  Use the Ctrl + Tab keys to indent for subtopics.)

	1.
Compose, send and respond to e-mail messages, including attachments.

2.
Schedule meetings and appointments and maintain monthly calendars

3.
Manage contacts information and coordinate the data with e-mail and scheduling functions

4.
Use Outlook's Task feature to track information about jobs

5.
Customize Outlook tools to meet individual information management needs





ASSIGNMENTS & EVALUATION:

	Reading Assignments:

	1. Handouts, Microsoft Outlook's Help feature

	Writing Assignments:

	1. Writing assignments will include e-mail composition and use. 

	Outside Assignments:

	1. Because of the nature of the class, all work will be done in class.

	Methods of Instruction:

	1. Lecture and demonstration

	Methods of Evaluation:

	1. Completion of in-class exercises.

	Basis for Grading:

	1. The assignment of a grade is based on the level of achievement of the outcomes and objectives of the course outline and is reflected in quantifiable terms in the course syllabus.

	Representative Textbook(s):

	1. None


All categories of the course outline must be completed to comply with Title 5, Section 55002(a), Course Standards Criteria.

SIGNATURES / APPROVALS:
	Course Initiator
	
	
	

	
	Signature
	
	Date
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