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Professors 

Name Phone number Office Email 
Course Captain 
Scott Overland 

250-762-5445 
ext. 3241 

 soverland@okanagan.bc.ca 

Danielle Robinson 
250-762-5445 

ext. 4172 
 drobinson@okanagan.bc.ca 

Jacob Cruise 
250-762-5445 

ext. 4744 
 jcruise@okanagan.bc.ca 

Pam Nelson 
250-762-5445 

ext. 4177 
 pnelson@okanagan.bc.ca 

Rishi Bhardwaj 
250-762-5445 

ext.4988 
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Course Objectives 

This course will cover the following content: 

Performance Skills for Microsoft Word 

 Format a document using character, paragraph, and document styles and templates 

 Add headers and footers, citations, footnotes, and endnotes to a document 

 Add a cover page, table of contents, and bibliography/references page 

 Create and use sections, columns, and outlining features to structure a document 

 Insert and format pictures, SmartArt graphics, and other drawing objects 

 Perform a mail-merge operation with 
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Course Objectives (continued) 

Performance Skills for Microsoft PowerPoint 

 Create a presentation using slide view, outline view, and templates 

 Insert, modify, and format text, graphics, audio, and video on slides 

 Work with Slide Masters, templates, themes, and sections 

 Apply built-in and custom animation, transition, and other special effects 

 Prepare presentation materials for delivery and export, including notes pages and handouts 

 Present a professional PowerPoint presentation 

Evaluation Procedure 

Weekly Assignments 15% 

Application Exams 
25% - Word  

20% - Excel Level 1 

15% - Excel Level 2 

15% - PowerPoint 

75% 

PowerPoint Project 10% 

Total 100% 

Required Texts and Resources 

 

This course uses the following eBook resources, available online from the college bookstore. 
 

• Title: Exploring Office 2016 eText with MyITLab Access Code 
• Author: Poatsy, Series Editor (multiple authors per application textbook) 
• Publisher: Pearson Education, Canada 
• ISBN-13: 978-0-13-445587-7 (Access Code only) 

 
• Your instructor may provide additional information for purchasing the MyITLab 

Registration Code online from Pearson. (Note: If you purchase the physical textbooks, 
you may still need to purchase the online MyITLab Access Code separately from 
http://www.myitlab.com/.) 
 

• To purchase the eBook and MyITLab Access Code, visit the following URL: 
http://www.okanagan.bc.ca/Student_Services/students/campus-
stores/ebook_access_links.html  

 
• The individual application tutorials are also available as physical textbooks:  

o Microsoft Word 2016 (ISBN: 978-0-13-447946-0) 
o Microsoft Excel 2016 (ISBN: 978-0-13-447944-6) 
o Microsoft PowerPoint 2016 (ISBN: 978-0-13-447948-4) 

Storage: As this course makes use of data files for hands-on exercises, students are 
encouraged to use a USB data drive for storing, transferring, and backing up their files.  

http://www.myitlab.com/
http://www.okanagan.bc.ca/Student_Services/students/campus-stores/ebook_access_links.html
http://www.okanagan.bc.ca/Student_Services/students/campus-stores/ebook_access_links.html
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Course Schedule 

Date Topic Textbook 

Week of: 

Wednesday, Sept 4 - Classes Start 
Monday, October 14 – Thanksgiving (no classes) 
Monday, November 11 – Remembrance Day (no classes) 
Wednesday, December 4 – Last Day of Regular Classes 

 

1 
Sept 4-
6 

Course Introduction & Pearson MyItLab 
Microsoft Word 

WD-01 

2 
Sept 9-
13 

Microsoft Word 
WD-02 
WD-03 

3 
Sept 
16-20 

Microsoft Word 
WD
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SKILLS ACROSS THE BUSINESS CURRICULUM 

 
The Okanagan School of Business promotes core skills across the curriculum. These skills include reading, written and oral 
communications, computers, small business, and academic standards of ethics, honesty and integrity. 
 
STUDENT CONDUCT AND ACADEMIC HONESTY 

http://www.okanagan.bc.ca/

