
COURSE OUTLINE 

PC Office Applications 
Course Title 

I. COURSE DESCRIPTION

IT 105 
Dept. & Course No. 

This course provides software skills used in business-related applications. It will provide
advanced word processing and spreadsheets and introduce database and presentation software.

II. SEMESTER CREDITS: ___ �---

III. CONTACT HOURS PER WEEK: 2
Lecture 

3 

Lab 

5 
Total 

IV. 

V. 

__ _ PREREQUISITE.� : ---�C�S�l�0�0 _ 

STUDENT LEARNING OUTCOMES: 

Upon completion of this course the student 
will be able, with 65% level of accuracy, to: 

1. Create a word processing document.

2. Create and design tables.

3. Work with text boxes and other objects.

VI. COURSE CONTENT:

A. Creating a document using Microsoft Word.
1. Opening the software.
2. Saving/ Saving As.
3. Retrieving existing files.
4. Inserting files and graphics.
5. Closing/ Exiting the program.

B. Creating and designing tables.
1. Inserting tables.
2. Adding columns and rows.
3. Modifying table borders and shading.
4. Inserting content.
5. Adjusting cell alignment.
6. Inserting table caption.
7. Sorting table values.
8. Performing mathematical calculations.

C. Working with text boxes and other objects.
1. Inserting ClipArt and other graphics in to a

document.
2. Drawing objects using the drawing

toolbar.
3. Modifying the shape of an object.
4. Changing the border weight.
5. Adding fill color.
6. Applying shadow effect and 3D settings.
7. Inserting text into the object.
8. Resizing the object.
9. Modifying the layout settings.






















