BB4 AREE FEEFF-FH =R~ iR BREELE
Class Admission Year | School Year, Semester Credit Instructor
ESHRAVINEREE I Hi@ 2K RBE 2B | 3R EN E—
BEOTRE N @ MOSERDEFICEMMNHD L, Q BRITV—EEONBTEZEMRLTLSIL,
Z0IRITER @ 28R TN T RETHE, @ HERA/YILDOSHWindows T, Office2016 TH DI &,

IZEME (Course Outline)

@ Microsoft Office SpecialistiXER (D HEEFHZ . EE MBEICRVMAAGHSME T HLLELIC.ESRAVILD
ML REM EZBIELET . GEERNZEA :MOS SpecialistL AN )L Word, Excel, PowerPoint, Access)

@ EVHRARY—UIZHIT50ffice2016 D iEAZE M E L T1=Mission (GERB) [CHRYMA . EC R RV TRD MG D ORIRE
RRNEBNET . /\VIAVDIREICBEIKTEIAO—%T 5D T, BEEXHYFEE A,

REFAELTEHTESS (Competency Goals)

M- BEOES 23t - E3EICBAT 25D EAE  Multiple Culture / Different Culture

Knowledge and Understanding | A\SBD XL -#1 =L BRICEAT 55O IR Human Culture / Society / Nature

A2 =4 —33> XX )L Reading / Writing / Speaking / Listening

MERAFTIL Mathematics

RRAMEEOSRR

Generic Skills 1E#R') T — Information Literacy

SRIEMIEE D Logical Thinking / Creative Thinking

RIREfRR 71 Problem Solving

B OFE M University Founding Philosophy

BCE®E A Self-management

00|00 O

F—LT—% Teamwork

REE-E = RN
B - SR O® IJ—&—w7 Leadership

Personal Qualities
fHI2% Ethical Sense

TRELTOHEMEME Social Responsibility

HEFE AN Lifelong Learning

ZE|;ZEB4E (Objectives)

T BEE: ERMNLEEKRTHY . MSHEMEEE I BMicrosoft Office Specialist[ Master JEDEEBEELET .
(MOS MasterME (X, 4R B DERELGYFET , XEMIIZEDRTHENLET )
ZMOF B TIE. D Word2016 Specialist @) Excel2016 Specialist @ PowerPoint2016 SpecialistDEGZ BIELE T,

RERRFOERASICAFTOARAMKELZERIS-OIC. CORMBTREDRRL—UITEITEHYTFIITD

ERAAZRERV, RETEDRIITLHHILERELET,

E2EORE MOSTM'EﬁOI, HEO=EFTEHREEIEC TR
BEETT R ECE TN EE D —

ERFEOAE 7?7;: ECRRAYILDFGERIZOVWTEELEHER. KOEPRRELEEABREFREL T
=X\

BEFMNEE[T7I9T4IT5—=2J1DAZA (Active Learning)

CECRRL—UIZBITERYINEREREEL-—EDMission GERE) (X, FAD B ETHLERELRYET,
ESRRAVINERENEREBELTI R TODMissionZzarT1)—kLTLEEELY,

g0, LT (BEEER)FEMLTIEEOELYICEIRLET,
EFRKREPCEEBRYDa—IL EBKRE. B BEDEEICEH TS,

HEEDEREE-FT1ATIT— (Office Hour)

HEEH FEPOKER

ZDfth (Others) - S EFFRERE D BYE - 2B DHEE (R— I+ A DIEREIRH) 12DV T

S EREHER : Microsoft Office Specialist 2016

HAER B BERFEAER XHAALHREIGICESH . BIZEHEIERELTLS,

HEREIS EETGER X/\VaAUEELEERBERN21HFT TEHE

2ER%L:7,800M (Fith) XFEEAE ZERIC(X, FETNCZEBREDDEZNVLELLYET,
MOS/A T HP : http://mos.odyssey—com.co jp/index.html




12 ZSTE (Course Schedule)

T—~ Theme
F=1H AVIT—30 (BEEMOSHEBOBME, EPRAYINERAEFIVITHEETETVET,)
Excel Specialist @ (T7—9 —k 0TV IDEREERE)

20 Word Specialist D (XENDEFEEHE) [Mission]Word IR R % —]
e Excel Specialist @ (EILPEILEFHRDT—FDEE)

Word Specialist @ (3XF. &%, 29 a v DERXERTE) [Mission]Excel [{EZ |
_ne Excel Specialist @ (T—7IILDYERL)

Word Specialist @ (F&RRDYER) [Mission]Word TE R AXE |
=5E Excel Specialist @ (B CREHKEFERLI-EEDET)

Word Specialist @ (BZEROERLEEE) [Mission)Excel TE8%%1 J
=6 Excel Specialist ® (¥ Z57%A 7oz HDER)

Word Specialist ® (57009 BZDBALERETE) [ Mission)Word 87~
=@ Excel Specialist ® (MOS Excel &4 EREIRE)

[Mission)Excel T5'571]
o Word Specialist ® (MOS Word & #t st E&RRE)

[Mission]Word TZERIX |
=om PowerPoint Specialist ) (FLELT—Ia>DEREEE)

Access Specialist D (T—2X—ZADEREEE) [Mission]Excel (4572 )
=10m PowerPoint Specialist @ (TF XL, H¥. BHEDIBALERXETE)

Access Specialist @ (F—JILD{ERL) [Mission]PowerPoint I BE#f |
=11E PowerPoint Specialist @ (F.%7 57, SmartArt, AT 47 DEA)

Access Specialist @ (2T DIERK) [Mission]PowerPoint [ [5%5 |
=108 PowerPoint Specialist @ (BIEYIYEZ LT -A— 3> NDEA)

Access Specialist @ (TA+—LDYERL) [Mission]PowerPoint [A—K&7R
= 13E PowerPoint Specialist ® (BHODILELT—3>DEE)

Access Specialist ® (LR—FDYER) [Mission]Excel [EE3KE1 ]
5140 PowerPoint Specialist ® (MOS PowerPoint 1R #:EXRRE)

[Mission)Excel IEERZE2 |
5150 Access Specialist ® (MOS Access fR#EFiERIRE)

[Mission)Excel 553K ZE3

giemE | EHHER

HFZE  (Textbooks)

E£2 Title EELZ Author Hhktt Publisher ISBNO—K ISBN Code
Microsoft Office Specialist s . PN —A— — -
Ponarpont2016 H oo 2 e paEe |BTETT 4 — TLkR &M FOMH hi 978-4-86510-322-9
Microsoft Office Specialist EHEIT-A— ILBRR FOMU R 978-4-86510-323-6

Access2016 X 5ETF R+ &[ERE%E

SZ @k (Reference Books)

£ Title EE% Author HifR#t Publisher | ISBNI—F ISBN Code
Microsoft Office Specialist s . PN —A— — -
o e L BHETIT-F— LKA FOMH AR 978-4-86510-317-5
Microscft Office Specialist ELEIV A — ILBRSH FOMH KR 978-4-86510-318-2

Word2016 R TF R &RREE

R fESE M A% (Grading Criteria / Method of Evaluation)

AR A& FE R 20%. Mission (BREE) ERE 40%. EHAFHER 40% (341 AREHER 40%)
KEERT, PEER. DBV —FERTHREMIEHEY 5.
KEHHEREMOSZER (SHEPFHER) [TRADHEZERDD, (FRIICHLESE,)

ZD5E . MOSHERDEATIHAL, BRBRMABMEEL. EERINS.
XEHABRATICMOSEHBRICEBLI-E L. EHFRBRZERIRT D,

CARAEEE D EEE : MOSERERD ERLAILIZEL TSN EDRRYINEELLFERTHIENTETLNS D,
Word: EDR AN EOE AT ILXEEZDEILKIERTETLVSD,
Excel: IO Y—ILEEZ B TR HIETICKYEIRL., SERTHENTETLNS D,
PowerPoint: YV 7+ D4FEZFIBFEL THREMICF AT HENTETLVSD,
Access: T—AN—ZDERPEENTETLVNSD,




